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Introduction

Congratulations, you have chosen an excellent voice processing system to handle
your voice mail and automatic cal routing needs. ExecuMail. ExecuMail is a
powerful yet easy-to-use system. This Learning ExecuMail guide is designed to

help you as a system manager learn how the system operates and how you can
tap its state-of-the-art features.

Using This Guide

Whether you are a new system manager or customer service representative, take
a few minutes to read this guide, follow the lessons, and learn how to get the
best use out of the voice mail system. This guide consists of three main sections:

= An Introduction which outlines this guide and describes the roles of the
people working with the system — the ExecuMail team.

» A series of System Manager Lessons which consists of five easy, hands-on
lessons covering the basic tasks a system manager handles. In just a few
hours, you'll gain an understanding of how to operate the voice mail system,
both by phone and at the system’s console.

= An outline for Training Others which covers how to train other system
managers, receptionists, and end users. This section will help you share your
knowledge with other members of the ExecuMail team and includes a
sample training memo which you can modify or use as is to introduce the
system to users, once it isinstalled.

By the time you have finished this guide, you'll be able to answer user questions
about the system, conduct a demonstration of the system — both by phone and

at the system console == and will be quite familiar with the system’s basic
operations.

The ExecuMail Team

Teamwork is the key to a successful indallation. This guide, Learning ExecuMail,
can help you ensure that all the members of the team understand the product
and how it can help them in their day-today work. The team consists of the

installer, the system manager, the operator/receptionist, and the system
subscribers.

The ExecuMail Installer

The ingtaller is responsible for the initia installation and configuration of the
system. The installer helps oversee the entire training process at a customer site,
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providing initial training for the company’s system manager, operator, and
subscribers. The installer can also provide ongoing support when the time comes
to expand the system or its features.

The System Manager

The system manager (or managers; you can have more than one), is responsible
for the day-today operation and maintenance of the voice mail system. The
system manager uses the system console (the keyboard and monitor) to add or
delete subscribers from the system, update subscriber options, and perform
backups or other routine tasks. The system manager also answers users
guestions, trains new subscribers, and acts as the contact person for both system
users and the installer.

While this may seem like a lot to do, it actually takes very little time. The system’'s
ease of use makes the system manager’'s job a breeze.

Most companies will have their own system manager on-site, but in some cases
the installer or the installer’s customer service representative will also act as a
site's system manager.

The Operator/Receptionis t

The operator or receptionist a a site talks to more callers and end users than any
other person in the company. Thus, this person’s opinion and understanding of
the voice mail system can have a tremendous influence on the acceptance and
effectiveness of the voice mail system at a new site. ExecuMail can lighten the
workload of a company’s receptionists, alowing them to provide better, more
professional service to those callers who need more assistance. The operator or
receptionist can also answer many user questions that might otherwise have to
wait for the system manager and can provide a seamless interface to the system’s
voice mail, cal routing, and fax handling capabilities. The operator is an integral
part of the ExecuMail team.

The Subscribers

Even the best voice mail system cannot be effective if the end user does not
understand how to use it. ExecuMail’s 1 for Yes, 2 for No conversation makes it
easy for both subscribers and outside callers to use the system. Still, to make full
use of the system, subscribers can often benefit from extra training in the
powerful features ExecuMail offers. This can best be done through ExecuMail’s
User’'s Guide and a brief group training or demonstration by the system manager
or instaler.

Once subscribers become familiar with ExecuMail’s features, they may want to
use the system’s menu mode conversation. The menu mode conversation can
replace the system’s yes-and-no conversation with special quick option menus.
While this guide focuses on the system’s | for Yes, 2 for No conversation, later in
this guide you'll also learn how to set subscribers to hear menus, if they prefer.
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The Training Process

ExecuMail is extremely easy to use, but any new product requires training.
ExecuMail is a product used by the entire company, just like the Comdid
telephone system.

This guide outlines a training process to ensure that the training after installation
is complete and that all users are satisfied. ExecuMail is most effective when it is
well accepted and appreciated by everyone in the company. By becoming
thoroughly familiar with the product yourself, you can more effectively train
others on the team.

Using the Checklists

Before you can start learning ExecuMail yourself, the system must be installed
and operating. You should go over the items on the Installer Checklist with the
person installing your system to make sure the system is fully prepared.

If you are a new system manager who will be operating your new ExecuMail
system, use the System Manager Checklist to identify the steps you should take
to learn how to use ExecuMail and introduce it to others in your company.
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Installer Checklist

O Assemble and install the system according to the instructions in the
Ingtallation  Manual.

O Complete the QuickStart Application Worksheets.

0 Add subscribers, groups, and other initial configuration information (from
the worksheets).

O Test the basic functions of the system.
O Introduce’the system manager to the system.

O Go over with the system manager the system documentation, the system
manager lessons in this guide, and discuss the options for training the
subscribers.

o TR '
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System Manager
Checklist

O Complete al of the system manager lessons in this guide.

cl  Determine the training method that will work best for your subscribers.
O Prepare and distribute the training memo.

cl Leave a“test” message to each subscriber as described in the memo.

0 Contact users who do not reply to the “test” message. Answer gquestions and
encourage them to use the system.

v During the first week leave additional messages to subscribers encouraging
them to ask questions about the system.

O Send afollow-up memo.
0 Make Guest Request Forms available.
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System Manager
Lessons

For most people, ExecuMail is the voice heard on the telephone. This is the voice
that politely and quickly answers and directs calls and efficiently takes and
delivers messages. This unobtrusive ease of use from a caler’s point of view is

the result of thoughtful design and years of refinement.

Behind this friendly voice lies a sophisticated computer program. This part of
ExecuMail is accessible only from the console (the system video display plus the
keyboard). Regular users-called subscribers-never see this part of the system. It
is available only to a special kind of subscriber, called the system manager. The
system manager is the person who uses the console to enter and maintain the
information the voice mail system needs for processing calls and controlling
operations.

While ExecuMail is sophisticated, it is not complicated-the screens and controls
are well organized and easy to use. By following the 5 easy lessons in this
section, you can become a skilled system manager in only a few hours.

In these lessons, you'll explore and use the system “hands on,” learning how to
contral its operation and its interaction with callers. You'll use the system both
from the console, as a system manager, and from the telephone, calling as a
subscriber, guest, and as an outside caller. You'll also learn how to fine-tune and
enhance system operation as needed.

The lessons are complete. Only technical details that are the responsibility of
your installer have been left out. (These details are in other parts of the system
documentation however, if you should ever need them.)

We've kept things simple, too. The lessons don't make assumptions about your
level of computer skills. Everything you need to know is covered, step by step.

Lesson Organization

To help you learn and retain your new skills quickly and painlessy, lessons are in
a “discuss-do-review” format. First, we start each lesson by discussing what you
can expect to learn. Next comes the hands-on part of the lesson with step-by-step
instructions. Each lesson ends with a short review of the topics discussed and
new terms defined. For best results, be sure you are familiar with each topic and
term before you continue.

Along with the topic review, we give cross-references to other parts of the system
manuals that also cover what you have just learned. When you complete a
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lesson, browse through this material. The better you know the documentation for
the voice mail system, the better you'll be able to take advantage of the system’s
many features and options.

Learning on a Live System

If you'll be training on the voice mail system as it answers your cals, you might
be concerned about the effect your training could have on normal call
processing operations.

Training won't hamper normal activity. You can complete training Wwhile the
system answers and processes calls. In fact, lessons 1 and 2 don’t change
anything on the system at al-you'll only tour screens and test commands. And
while lessons 3, 4, and 5 do add sample data to your system, these samples are
designed to avoid conflicts or interference. Don't worry about “breaking”
anything, either. The system carefully protects its voice messages and other stored
information.

Once you complete the lessons, you'll find easy, step-by-step instructions for
removing al samples, so that you can quickly return the system to its origina
state.

Before You Start the First Lesson

Before you start the lessons in this guide, the system must be installed and
working. Your installer must have already installed the voice mail system and
connected it to the Comdial telephone system. This doesn't mean that the voice
mail system must actually be in use in your organization, but it must be ready to
use. An Installer Checklist appears on page 4. Y ou can go over this checklist
with your installer to be sure your system is ready to use. You'll aso need:

® A telephone near the system console that you can use to call the system.
s The number to dia in order to call the system directly.

If you don't have a telephone available at the computer or you don’t know how
to call the system, ask your installer for assistance.

If you do have the telephone and number, you are ready to go. In a few minutes,

you'll learn how to start the system (if it is now off), and learn how to make sure
everything is working properly.

What You’'ll Accomplish

These 5 lessons will give you a thorough understanding of:

= How the system answers and routes calls.

= How it takes and delivers messages.

= How to teach subscribers to use the system.

= How to add or remove subscribers or change their message options.

The first lesson takes about 30 minutes to finish; the remaining lessons take about
an hour each. While you may complete these lessons at any comfortable pace,
take breaks after lessons 2, 3, and 4. Idedlly, try to complete the lessons over a
two or three day period. Allow time to review each lesson before you continue
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with the next. Once you have completed lesson 5, you'll have learned everything
you need to use the system right away.

Lesson Goals

Lesson 1 is a quick introduction to the system. Here, you'll learn how to start,
stop, and restart the system, how to sign in and out at the console, and how to
move through the system’s screens. You'll also learn your duties as system
manager.

Lesson 2 shows you how the voice mail system is organized. This material will
give you an overview of the entire system. You'll understand where to look for a
particular feature, option, or function. As part of the overview, you'll learn about
each of the system’s different screens in detail.

Lesson 3 will teach you the ins and outs of adding subscribers and guests to the
system. In the process, you'll learn how to review, record, and change various
system prompts, names, and greetings. You'll practice adding subscribers and
learn how to control call transfer and message delivery.

Lesson 4 teaches you how to use the system from a subscriber’s point of view.

You'll practice leaving and retrieving messages. You'll learn how to review and N
redirect messages, and how to cancel an undelivered message. Finally, you'll fe
learn how a subscriber uses setup options to record his or her name and =
personal greetings by phone.

Lesson 5 teaches you how to place subscribers into message groups to speed
delivering the same message to several people at once. As you continue with
your “subscriber” practice by leaving and retrieving group messages, you'll learn
how to pause, rewind, and fast forward through messages and use other
touchtone controls. You'll also learn how a subscriber sets and uses a security
code and how you, as system manager, can delete a forgotten security code.
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Lesson 1: The Screens
& Keyboard

Thisfirst lesson is a quick, hands-on introduction to the voice mail system’s
screens and commands. (It is also a good, quick refresher if you have not used
the system for a while.) You'll tour the system without doing anything that will
change existing settings or information.

Here, you'll learn how to sign in and out of the system at the console and you'll
learn to move from screen to screen. We'll define your role as a system manager
and touch upon the division of duties between you (as system manager) and
your installer.

Using the System Keyboard

You'll soon be starting the hands-on part of the training lessons. Here's the format
we'll use for typed instructions:

Key Names
When you see a word in a shadowed box, it represents a key or combination of

keys on the console keyboard. For example, refers to the key labeled
“Enter” on the keyboard.

Sometimes we'll show a combination of two or more keys separated by hyphens,
(€8}, for example. This means, press gnd hold the (Ci) key and then press
the (8] key. After you press (§), release both keys together.

We don't use the boxed key symbols for every keystroke—this would be hard to
read. But we will use the symbols to distinguish between typing the letters of a
word, “Enter” for instance, and pressing a single key,

Typing Your Response

We'll use two simple “direction” words, type and press, to tell you what to type
on the keyboard or dial on the telephone. For example:

Type: 866 [-Enter)

This means that you would type “866” on the keyboard and then press the
key. The words and |etters we want you to type are printed in a L
typewriterstyle typeface for added clarity. Type your response as shown-match '
uppercase and lowercase letters exactly.
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“Press’ refers either to a single-key action at the keyboard or one or more
touchtones on your telephone. For example:

Press:
Press =: 1

In the first instance, you would press a single key on the keyboard. In the second,
you would press it on the telephone keypad, as indicated by the small picture of
a telephone.

Finally, when you type, don't use “1” (lowercase letter “L™) for the number one
‘1 or 0" (uppercase letter “o0™) for zero (“0™). While these characters look
similar in print, they are not interchangeable on the keyboard: they won't work.
(When the distinction is not clear on the page, we'll specify number or letter.)

Following the Results of Your Actions

Along with “type” and “press,” we'll use a specia two-column format for
stepbystep instructions. The left column will show you what to press or type and
the right column will show what you'll see on-screen or hear on the telephone.
Think of the left column as the “action” you are to perform and the right column
as the corresponding “result.” For example:

ACTION RESULT
Press: Pl ease enter your |D
Press =: | “Pll record your message now. "

In the first example, you would see the words “Please enter your ID” appear on
the console screen immediately after you press (F2). In the second example, you
would hear “I’ll record your message how” on the telephone immediately after
you pressed 1" on the telephone keypad. As you do the training, use the right
“results’ column to confirm that you are proceeding properly.

How to Start or Restart ExecuMail

ExecuMail is a full-time, dedicated system. The software uses the system 100% of
the time. You'll not do anything else (like word processing) with the voice mail
computer. Except in special circumstances, it will remain on and active,
answering and processing calls, 24 hours a day. As such, the system computer,
monitor, (and printer if one is part of the system) should never be switched oft:

When you sit down at the console, the system should be on and active. You
should see either the system “Banner” screen showing the system logo or the
words AWAI TI NG A KEY on an otherwise empty screen. If you see the Banner
screen or the AWAI TI NG A KEY message, skip ahead to the next topic
heading.

Otherwise, if the system is turned on but the voice mail software is not running,

you need to restart the system. (Don't restart the system if the software is already
running.) Here's how:

Press:
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Press the 3 keys simultaneously. This usually takes both hands. (It is hard to do,
so that you won't do it accidentally.) Once you press the keys, it might take a
second or two before you see any activity.

This combination of keys restarts (or “reboots’) the system. Restarting the system
reloads and restarts the software programs used by the system. Restarting ensures
that the system tests and reloads itself in the correct sequence. The restart
sequence can take several minutes to complete, depending on your particular
installation.

On rare occasions, the system might not respond or might stop working properly
(we'll discuss how to see if this has happened, below). The
restart sequence is usually all you need to get the system back into operation.

NOTE: |If the system computer is switched off contact your installer. This might
mean the system ingtallation is not complete. You might till be able to train
on the system computer, but you'll need to check with your installer to
ensure that doing so won't interfere with the installation process or normal
telephone operations.

Awaliting a Key

AWAITING A KEY

Generally, when you sit down at the console, the system will be turned on and
active. However, the screen will probably be blank except for the message
AWAITING A KEY. This is normal. Since the system is always on, it includes a
feature that prolongs the life of the monitor. After a few minutes of keyboard
inactivity, the system clears the full screen and displays this short message
instead. The message itself changes screen position evervy few minutes.

The AWAI TING A KEY message will disappear and the screen will return to
normal with the first key press. Try it now...

Press: The Banner Screen is shown.

NOTE: As you use these lessons, the system may clear the screen and show
AWAI TI NG A KEY. This will happen if you pause to read or attend to
something else for more than a couple of minutes. When this happens, just
press any key before you resume the lesson instructions.
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{’ E

The Banner Screen

1. ans 12:37pm DAY 29-Jan-94
2. Ans

3. Ans Recording  Tinme: 3:00

4. AD

Condi al Cor poration

kA AL

F1 Help | F3 Select Port F5 Versions
F2 Sign-in F4 Local on/off ESC Exit
nter any character.

The Banner Screen is shown whenever the system is active but secured (and the
screen protection feature has not cleared the screen). Here is where you sign in
to the voice mail system to perform your system manager duties.

The Banner Screen has many important status and activity indicators on it. Let's
review them:

Ports available and port status: The upper-left comer of the Banner Screen
shows port numbers (1, 2, and so on) along with an abbreviation stating current
port status (Ans meaning “ready to answer,” for example). These indicators
change while calls are answered and processed. If your system is processing calls
as you train, you have probably seen these indicators change. Port smply means
a single incoming telephone line answered by the system. The number of

available ports helps to define the “size’ of your system. This can range from 2 to
16 ports.

Earlier, we mentioned a quick test you can use to make sure the system is
working. Simply dial the voice mail system and see if it answers your cdl. Use the
telephone near the console and try it now...

Press =: {dia the number for “Hello, thisis... ”
your system}

Y our system should answer within a few rings. If you watch the port status area,
you'll see a RI N@ NG indicator followed by DAY ANSWER (or NI GHT
ANSVER, if you are working after hours) as your call is answered.

To disconnect...
Press=:*** . ..and hang up the telephone.
Date, time, and answering status: These indicators are in the upper-right comer

of the Banner Screen. The date and time shown are from the system’s internal
clock and calendar. The voice mail system uses these to time and datestamp
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messages. For best results, they should be accurate. Y ou can change the system
date and time within ExecuMail. We'll show you how in the next lesson. The
answering status indicator shows either DAY or NI GHT depending on whether
the system is answering with its daytime or nighttime greeting. This is determined
by the Day Maode schedules you set within the system. These will be covered in
the next lesson, as well.

Keylock status: Just below the date and time, is an area that shows whether or
not the (CapsLock], [Numtock) or (Insert] keys have been pressed on the

console keyboard. When set on, Caps keeps all letters UPPERCASE, NUM enables
the keyboard 10key pad, and | NSERT means that typed characters will be
inserted into aline (rather than typing over the existing characters). These keys
may or may not be pressed on your keyboard. Try them now so you can see the
status indicators on the screen:

Press: NUM indicator toggles on or off.
Press: CAPS indicator toggles on or off.
Press. [Insert) I NSERT indicator toggles on or off.

Try these keys severa times. Leave them OFF when you finish.

Recording time: Messages are recorded digitaly on the system’s interna hard
disk drive. Once heard, messages are erased after a predetermined period. The
recording time indicator shows the number of hours and minutes available for
new messages. (For example, 5 : 24 = 5 hours, 24 minutes of storage time
available) Depending on your equipment, the total time available for message
storage can range from a few hours to dozens of hours. Your installer has helped
select the best-sized system for your organization. Watching this number grow
and shrink over time will give you a fegling for how much recording time is
“normal.” If your organization grows, and this number starts to drop dramatically,
your installer can quickly help you expand recording capacity.

Banner logo: Your installer may have customized this area of the screen with
your logo instead of the system logo. As a result, this area might not match the
screen shown on page 12.

Available Function Keys: Along the bottom of the Banner Screen, there is a list
of keys showing functions currently available. These correspond to the keys
labeled “F1” through “F5” on your keyboard. For example, pressing (F1) gives
you on-screen help. Different screens have different combinations of functions,
but the ones available are listed here. Try this yourself:

Press: Software version information is shown.
PRESS ANY KEY TO CONTI NUE

Version numbers can be important for telephone support by your installer. If you
are asked what “version” of voice mail software you are using, look here.

Press: Software version information clears.

Press: Help for the Banner Screen is shown.

The help system gives a summary for each system screen. Use the
and keys to review help. Try it now...
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Press: More help for the Banner Screen is shown.
Press: (3] (&) Two SLnore lines of help for the Banner Screen
are shown.

Press: Move back one screen-full of help.
Press: Move back two lines of help.
Press: (Est) Help information clears.

You'll gninwith (£2) in just aminute. You'll learn to use(£8) and (F4) inthe
next lesson.

One-lime hel p: At the bottom of the screen, immediately below the function key
ligt, is a one-line typing help indicator. This tells you what the system expects you
to type It now reads Enter any character. The system will accept

anything you type. As you enter information in the system, watch this area for
quick reminders.

Subscribers, Guests, and Qutside Callers

Signing In to

Let's define some terms we'll be using frequently in the rest of these lessons.

The term subscriber refers to al enrolled users of the voice mail system. Enrolled
means that the user's name, extenson number, and other information have been
entered in the system. This term encompasses regular subscribers and system
managers. Nonsubscribers-customers, clients, and friends who telephone your
organization-are cdled outside callers.

A guest is a person who is hosted by a particular subscriber. A guest is given a
“guest mailbox” and very limited system privileges. For example, a client who
cals frequently could be assigned as a guest of one of the staff. Unlike an outside
caler, a guest can leave and receive private messages from his or her host
subscriber. Guest privileges give a person  two-way communication on the system,
but only with the host staff member. When a system feature is available to guests
as well as subscribers, we'll mention “subscribers and guests” explicitly. You'll
create sample guests in Lesson 3.

the System

The voice mail system protects its operations and aata from casua “browsers’
with a system of Personal IDs. This applies to both the console and the
telephone. Each subscriber and guest uses his or her Persond ID to retrieve
messages and perform other tasks by phone.

As a system manager, you'll use your Persona ID to enter the system from the
console keyboard as well. As shipped, the system contains a sample system
manager named “Thomas Jefferson” whose Personal 1D is “TOM” (or “866"). At
the Banner Screen, is the command you use to sign in. Sign in as Thomas:

Press. Pl ease enter your |D
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Type: TOM (Enter) QuicksStart APPLI CATION Page 1 isshown.
or type: 866

That's al there is to signing in as system manager! Since signing-in is easy,
remember to change your Personal ID regularly to protect system security.

NOTE: If you cannot sign in, your installer or another system manager may
have removed or edited Thomas Jefferson. If you cannot sign in as Thomas,
use your actual Personal ID or contact your installer for a System ID to use for
training. While we'll be adding our own sample system manager later in the
lessons, you'll need a substitute for Thomas Jefferson for now.

We'll finish this lesson by taking you on a brief tour of the system screens. First, it
is important to learn how to sign out.

Press: (Esc) Are you sure you want to sign
out to the banner screen? (Y/'N):

To confirm your intentions...
Press: The Banner Screen is shown.

At the Banner Screen, (Esc) also signals that you want to “exit the system.”

Exiting stops call processing-no calls are answered. (All messages stored on the
system are saved.) While the system software should normally be left running, as
system manager you'll need to exit the system from time to time. For example,
you'll have to exit the system in order to make backup copies of the system
software and files. Of course, you should shut down call processing at an
announced time, when it will cause little or no disruption.

To keep an unauthorized person from exiting the system and shutting down call
processing, the system always asks for the system manager password before
exiting. Like signing out, asking to exit gives you a chance to change your mind.
Try it now...

Press: (Esc) Are you sure you want to exit
AND DI SCONNECT ALL LINES? (Y/N):

Press: To exit, please type your ID

Let's not exit the system for now, so as to keep processing cdlls...

Press: (Esc) The password message clears.

If you do shut down the system (accidentally or intentionally), press the
key combination to restart the system.

Overdl, it is a good idea to protect the system by placing the console in a
restricted area. Don't try to linmt access by unplugging the keyboard. Doing
this will often make the system stop working. Even if the system continues to run,
the keyboard will probably not work when plugged back in. In either case, you'll
be forced to restart the system.
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Screen Tour

As an added security feature, the system automatically signs you out if there is no
keyboard activity for several minutes. This protects the system if you forget to sign
out or if you are distracted by a long interruption.

This feature is great when it works as anticipated, but since you'll be pausing to
read as you use these lessons, you might find yourself unexpectedly signed out
on occasion. Automatic sign out takes place in two stages. First, after a few
minutes of inactivity, the screen will display a sign-out confirmation message:

Are you sure you want to Sign
out to the banner screen? (Y/N):

Simply press [<Enter) to clear the message and continue. If the confirmation
remains unanswered for several more minutes, the system secures itself and
returns to the Banner Screen. If this happens, just sign yourself back in (using
and your Personal ID), then return to the correct screen before you
continue the lesson instructions.

Let’'s take a short tour of the different system screens. With this tour, you'll learn
how the screens are organized and which commands help you move from screen

to screen. At the Banner Screen, sign back in as Thomas Jefferson:

Press: (£2) Pl ease enter your ID:
Type: TOM (<Enter) guickstart APPLI CATI ON Page 1
or type: 866 is shown.

The voice mail system is organized around 6 information screens. Each screen
contains one or more pages of information. Simple commands let you move from
screen to screen and from page to page within a given screen. Figure 1 on page
17 will give you a fed for the system organization.

From the illustration, you can see the 6 screen names: QuickStart Application
Screen, Personal Directory Screen, Groups Screen, Transaction Directory Screen,
Voice Prompt Editor Screen, and QuickStart Switch Setup Screen.

The Previous Screen, and Next screen commands let you
move from screen to screen. You can think of as moving “backwards”
through the screens and moving “forward,” relative to your current position.
In a way, the screens are really in a kind of circular arrangement, since, if you
press either (F&) or (E8) six timesin arow, you'll be right back at the screen

you started from.

Try these commands yourself starting from the QuickStart Application Screen...
Press: PERSONAL DIRECTORY is shown.

This is the first page of the subscriber and guest directory. There will be one page
for each person enrolled in the system. By default, the system keeps this list in
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Figure 1: Screen Organization
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adphabeticdl order by last name, so you'll. see the directory page for the first
person, aphabeticaly, in your organization. We'll discuss lineby-line details of
this and other screens in the next lesson. For now, just concentrate on the overal
screen  organization.

NOTE: You nay see asubscriber who hasaname that begins with a letter
(likeaPD) or an extenson number in brackets (like{1001}). These occur
when a subscriber enrolls him- or hersdf by phone or when you have extra
subscriber mailboxes on the system. We'll discuss how subscribers and guests
are added in Lesson 3.

Press. &Rowps  is shown.

Subscribers (and guests, in certain cases) can be put in “message groups’ to
speed delivering the same message to many related people. For example, you
could have a message group called “Everybody.” Sending a single message to
this group would deliver it to everyone in your organization. Message groups
typically mirror your organization by department.

Message groups can be added by phone by subscribers, or the system manager
can add message groups a the system console. In either case, message groups
are sorted by group name or number. The system has options that let you choose
who can leave group messages and how messages are delivered to group
members. In Lesson 5, you'll create sample message groups by phone and at the
system console and you'll learn about group options.

Press. TRANSACTI ON DI RECTORY is shown.

Transaction boxes let the system route certain kinds of  calls,-and collect and
distribute information from and to calers. Transaction boxes give the system a
wide range of uses. This feature is discussed in the  Reference Manual.

Press. VOICE PROMPT EDITOR is shown.

This screen lets you review and modify the recorded prompts that the system
uses to create its “conversation” with calers. On this first page, you can see some
of the recordings used in conversations. In later lessons, you'll learn how to
review and modify these recordings as desired.

Press: Quickstart SW TCH SETUP
Page 1 of 3 isshown.

The Switch Setup Screen contains 3 pages of technical settings that let the voice
mal system communicate with your particular Comdia telephone system. Your
installer may have aready selected the correct Comdia telephone system and

made any fine-tuning adjustments.
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Y ou have moved forward through all 6 screens. If you were to press {(£6) once

again, you would return to the QuickStart Application Screen. As practice though,
use to move backward to where you started...

Press: VO CE PROWT EDI TCR is shown.

Press: TRANSACTI ON  DIRECTORY is shown.

Press: GROUPS  is shown.

Press: PERSONAL  DIRECTORY is shown.

Press: QuihckStart APPL| CATI ON Page 1
IS shown.

Unlike the (F5) and (Fe) keys, the and keys move through

the pages of a particular screen. For example, the QuickStart Application Screen
has 6 pages that control how the system answers and processes calls. (If your
system has an optional feature package installed, you may have more than 6
QuickStart Application screens)) Your installer will have entered much of this
information for you aready. Move through the pages...

Press: _Qu;.]ckStart APPLI| CATI ON Page 2
is shown.

(If doesn't work, make sure the Num Lock indicator is off.)

Press: (PgDn) (PgDn) (PgDn} (PgDn) { slowly, please}

Quickstart APPLI CATI ON Page 3

through
Quickstart APPLI CATI ON Page 6
are shown,

Finally, move back up a page...

Press: Quickstart APPLI CATI ON Page 5
IS shown.

Screen Shortcut Keys

Since there are only a few different types of screens, yoc can move quickly
through the system using the (F5) and keys. However, there is also a
shortcut to move directly to a particular screen as desired:

Press: GROUPS is shown.

This shortcut method lets you jump directly to a given screen. The letter
combinations are:

QuickStart Application Transaction Directory
Persona Directory Voi ce Pronpt Editor
@Y ups QuickStart Switch Setup
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You'll jump to the Personal Directory most often. Try it now...

Press: (D] PERSONAL DI RECTORY is shown.

The Role of a System Manager

Earlier, we said the system manager is the person who enters and maintains
subscriber and other information that the system uses for processing calls and
controlling operations. Thisis a limited view. As system manager, you are aso
the person responsible for the acceptance of the system by other staff members.
Ultimately, you are the person who can make the system a successful, fully
integrated part of the organization itself.

Your duties as system manager fal into 4 broad areas.

System maintenance: This includes inspecting and testing the system daily to
ensure that it is active and working, optimizing the system’s hard disk, and
making backups of the system periodically as insurance against service
disruptions.

Database maintenance: The database is the collection of subscriber and other
information stored and used by the system. This includes recordings (prompts,
names, and greetings). You'll periodicaly add to, edit, or delete information in
the system database. For example, you'll probably add new subscribers to the
system at some point. Routine attention to detail here keeps the system flowing
smoothly.

Training: During the start-up phase, when the system is new to everyone, your
role as an “expert subscriber” is critical. Others will rely on you as a system
manager for quick answers to basic questions. The approach you use for training
depends upon the number of subscribers. It can be as formal or informal as
needed. At first, you might want to train users in conjunction with your installer.
At a minimum, training must achieve three things: First, you must let each
subscriber know that the system is on-line. Second, you must tell subscribers the
minimum steps they must take to get started (listening to the enrollment
conversation, or accessing their setup options to record a name and greeting, for
example). Finaly, you must tell subscribers about the learning tools available
(the User's Guide and any other materials you or your installer have prepared).
After a while, training will be reduced to training any new subscribers, notifying
others of any system-wide changes made, and perhaps reminding subscribers of
advanced features and “expert” shortcuts and tips.

Motivation: One of the most important things a system manager does is ensure
that the system becomes an accepted, fully integrated part of the organization.
This is more than teaching subscribers to press the right buttons; it is crucial that o
you be an advocate of the new system. Others will follow your lead in accepting

and using the system.

As you can see, the job of system manager takes a combination of organizational,
teaching, and motivational skills. At first glance, this might seem like a lot to
tackle. Remember that you'll be approaching the job in stage-s-you won't have
to do everything al a once.
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Plus, your job is made much easier by 3 things:

m  Subscriber education is easy. In most cases, subscribers teach themselves
how to use the system simply by listening to the enrollment conversation.
The system guides a new subscriber through setting up a voice mailbox with
easy yes-and-no questions. Or, subscribers can learn about the system by
reading the User's Guide.

=  Your installer has eliiated a lot of the details for you by configuring
many system features and options. You can learn the basics quickly, and
then add to your skills at your own pace.

=  Training will teach you everythii you need to know to become a
successful system manager. The skills you learn here will help you educate
and motivate other subscribers.

Other System Manager Considerations

Here some other things you should consider:

Background knowledge: As system manager, it will help if you understand your
Comdia telephone system. This means knowing how extensions are numbered
and organized. This also means knowing how to use the functions and features
available on individual telephone sets. When subscribers ask questions about the
voice mail system, they will also ask questions about other telephone features.

Tie requirements: While not a full-time job, your system manager duties do
require routine attention. Generally, this time will decrease as you move from the
start-up and training phases into normal operations with the system. Your installer
can give you a better idea of what to expect based on your specific situation.

Sharing system manager duties: System manager duties can be shared by two
or more people. The system does not limit the number of system managers. You
can have as many subscribers with “system manager” status as you need. How
duties are shared depends upon the special needs of your organization. For
example, you might handle the basics, while your installer does the rest. Or, you
might handle the “keyboard” part of the job and leave education to an in-house
trainer. Once you complete these lessons, you'll understand the scope of the job.
Then, you'll be best able to decide if and how you want to share system manager
duties.

The Role of Your Installer

Your installer is an active partner in your system investment. He or she can help
you get the best use from your voice mail system. Your installer ensures that the
voice mail system and the Comdial telephone system integrate. “Integration”
means that the two systems communicate fully with each other.

You may aso depend upon your installer for:

8 Configuring and setting up the system. This includes collecting and
entering subscriber and other information. Your instaler will help you
choose the initial messages, options, and other such details that best fit your
current needs.

= Initial education and orientation. In addition to helping you learn and
understand the voice mail system, this means teaching you other important
details that are “outside” the software itself. Examples of these are: the
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names and locations of the system components, location of power switches
and other important controls, and how to optimize the system's hard disk and
make backups of the system software and database files.

= Ongoing technical maintenance. This includes servicing the system
computer and other components as needed, and system expansion and
enhancement. Examples are: increasing the number of telephone lines
answered, updating system software, and implementing improved or
expanded features.

H  Solving problems and answering questions. When you have a question or
a problem, cal your ingaler. Your installer is most familiar with the details
of your overall system. As aresult, your installer can solve your problems
and answer your questions quickly and competently.

Summary

Thisis the end of Lesson 1. Spend a few minutes using the commands you have
just learned to move to various screens and pages. Once you are comfortable
with the commands and the system’s screens, press (Esc) then (¥) to sign out.
Review the summary below before you begin the next lesson.

Key Topics and Terminology

How to start or restart the voice mail system
“Awaiting a key” message

The definition of “port”

Quick, “Hdlo” test

The Banner Screen and its indicators, including:
Ports available and port status
Date, time, and answering status
Keylock status
Function keys available listing
One-line help reminder

The definition of “subscriber,” “guest,” and “outside caller”
How to sign in and out at the console

The definition of Personal ID

Automatic sign out

Screen organization

The definition of “screen” and “page’

Your role as a system manager

The role of your ingtaller

(o
Ne

b
£
et

Command Functions

Cti{AtH{Del) for system reset/restart
(Esc) to sign out or exit system
(Pgbn)_(PgUp) for moving through screen pages

for on-screen help

for sign in at Banner Screen

for version number information at Banner Screen
for moving backward through category screens
for moving forward through category screens



Learning ExecuMail Lesson 1. The Screens & Keyboard 23

for QuickStart Application Screen
(D) for Persona Directory Screen

for Groups Screen

for Voice Prompt Editor Screen

for QuickStart Switch Setup Screen
for Transaction Directory Screen

Additional information
Please See these Reference Manual topics for discussions related to this lesson:

= Port Applications
® System Manager
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Lesson 2: Reviewing
System Features

In Lesson 1, you took a brief tour of the six screens that the voice mail system
uses to process calls and control operations. In this lesson, you'll take an in-depth
look at each of these screens. We'll discuss specifics of how each screen is
organized and used, and what information each screen contains. In the process,
we'll introduce you to the Reference Manual and other learning guides by
showing you where to look for details about the things we can only touch upon
here.

You'll also learn how to use the system’s “local connect” feature to listen to
prompts, names, and greetings. Asin Lesson 1, you'll use the system without
making any changes in existing settings or stored information.

While this lesson contains more reading than hands-on activity, many important

terms and concepts are defined here. The remaining hands-on training lessons
depend upon your understanding this material.

QuickStart Application Screen, Page 1

Site name: Your Conpany Name

N

Cont act ; Phone#:
Calls Answered
3. Total trunks/stations: 0 /0 Cal|s/day: 0
4, DaY Calls Answered: . All-trunks . N ght [I's:  Al-trunks
5 Al ports busy action: Ring-until-answered
. Access  Numbers
6. Trunk Pilot # # of Trunks Answered: 0
Alternate Trunk #s: ]
7. Voice Port Stations Pilot #
Station  Nunbers:

If you are continuing on after completing Lesson 1 and are already signed in...

Press: C}{A) QuickStart APPLICATION Page 5
is shown.

Press: (Pgbn) (Pg0n) QuickStart APPLI CATION Page 1
is shown.

Or, if you are signed out, at the Banner Screen, sign in as “ Thomas Jefferson”...

Press: (’2) Pl ease enter your ID

i
{o
o
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Type: TOM (<Enter] QuickStart APPLI CATION Page 1
or type: 866 is shown.

This is one of two QuickStart screens found on the voice mail system. The
QuickStart Application Screen contains at least 6 pages of information. (If your
system has an optional feature package installed, you have more than 6 pages.)
These pages organize many of the basic operating details for the system.

This first page gives an overview of how your system is configured. It keeps
important traffic and contact information in one place, like a registration page for
your system.

“QuickStart” is a trademark for our simplified start-up method that helps an
installer get the voice mail system configured and running with a minimum of
effort and error. QuickStart includes worksheets that help your installer collect
and organize the subscriber and other information that must be entered initialy.
Other worksheets help plan how the system will process calls for your specific
needs These worksheets and the complete steps of the QuickStart method are
found in the QuickStart Application Manual.

Page Organization and Data Fields

Notice that a screen page is divided into smaller areas by lines. These areas often
have titles to show their genera purpose. The Quick&art Application Screen,
Page 1 shows Cal | s Answered and Access Nunmbers areas, for exanple.

Information is organized and stored in data fields contained within each area.
You enter and edit database information in these fields by typing. To help you
recognize that we are discussing something as it appears on-screen, we'll print
field names in a specia screen typeface, for example: Site name.

In most cases, fields are labeled. The current field area is indicated by a highlight
and by a blinking typing cursor. For example, the Site name field is currently
highlighted on-screen. The highlight shows the size of the field and the cursor
shows the current typing point. If you were to type characters now, they would
type over your company name.

Sometimes, a field or a group of fields is labeled with a number followed by a
period (like so: “1.") These “line” numbers correspond to questions on
QuickStart Application worksheets. Numbers (without a period) are also used to
identify prompts on the Voice Prompt Editor Screen. When appropriate, we'll
refer to a single field, or group of related fields, by its line number and fied
name.

Escaping from Immediate Typing Mistakes

iz Before you proceed, make sure that the NUM, CAFS, and INSERT keylock
indicators are off (check the upperright comer of your screen).

If you type something in a field accidentaly, it is easy to undo the mistake. Try it
now...

Type: abed abed overtypes the Site name field.
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Press: abcd dears from the Site name fied.

(Esc) works dn 'y immediately after the mistake. You must realize your mistake
and press (Esc) before moving to another field. Once you move the cursor to
another field (by pressing (&=Enter), (Tab%s), and S0 on), your change is stored.
In this case, you'll have to move back to the field and edit it back to its origina
state.

QuickStart Application Screen, Page 2

orts
. Day Nt Day Nt = Day Nt = Day Nt Day Nt
T

10. Intro (Hello, this is...): QP - - <= <= < g- &= &= <=

11. Action (Enter ext nunber): QP <- <= <= &= <= <= <= <= <=
12. Oherwise (Hold for oper): QP :5 <= <= <= <= <~ <= <-<-
13. System ID if no TTs: 0 $PM

] ]
14. Port Status: Ans Ans Ans Al D
15. Rings to answer (0=>pool): 0 0 0 0
16. Day/ Ni ght Schedule (1..4): 1 1 1 1

17. Special Port Options:

Press. QuickStart APPLICATION Page 2
is shown.

This page contains fields that control what introductory message a caller first
hears (lines 10 to 13) and how ports are answered (lines 14 to 17).

Lines 10, 11, and 12 contain the recorded “Hello, this is.. ™ greeting and initia
indtructions a caller hears. We cal this specid group of greetings the  Opening
Line. Line 13 tells the system how each port should handle a caller who does not
respond. Most often, these are callers who can't respond because they are caling
from a telephone without touchtones. These callers are usudly routed to the
operator or to a specia voice mailbox.

Lines 10 to 13 are divided into pairs of fields (labdled Day and Nt) for each
individual port. These alow for separate day and night schedule actions on each
port. For example, the system could answer a group of sales lines differently than
a group of service lines or answer a particular port in a different language.

The fields on lines 14 to 17 are set by port. There is a field for each port on your
system. These fields have been preset by your indtaiier for best performance. See
the Reference Manual for more details. Briefly, these fields are:

Port Status: This field controls how the system uses each port to answer,
route cdls, and to did out to notify subscribers of voice mail  received.

Rings to Answer: This is useful when the system serves as a backup for a

receptionist or operator. More rings lengthens the time an operator has to answer
before the system takes a call.

Day/ Ni ght Schedul e (1. .4): You'll explore day and night schedules in
detal on the QuickStart Application Screen, Page 4. Basicaly, the system

supports up to 4 different day and night schedules that may be applied to ports
individually.
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Special Port Qptions: Settings in this area control the way the system
works with specia telephone equipment.

QuickStart Application Screen, Page 3

System ID: 0 Voice name: 0:01

>Greeting >Action
Day? Yeg-~->,0 »Day: 0:10 Day: GotoID-->$PM
Nite? No Nite: 0:08 Nite: GotoID-->$PM
Await-Ans-->4 Rings Alt: 0:08 Max-msg: 90 sec
Intro: 0:02 Holding? No Edits OK? Yes
Transfer Options : Active: D/N Send Msg Urgent? No

After Msg: Say-bye

Alternate Systemips for Special Operators on each Port:

Press: Quikatart APPL| CATI ON Page 3
IS Sshown.

The QuickStart Application Screen, Page 3 handles the setup for the System
Operator Box. The System Operator Box lets the system handle “operator” cals
very flexibly. It is discussed in detail in the Reference Manual.

Set up System Operator letsyou choose the System ID for the operator.
A System ID uniquely identifies an extension, a subscriber, a guest, and certain
other things to the system. A System ID can be a number, a word spelled in
touchtones (where A, B, and C trandate to 2; D, E, and F are 3; and so on), or a
combination of both. System IDs can be up to 10 characters long. They are
discussed in detail in the Reference Manual.

The operator System ID is preset to ()", In other words, a caller could press *0”
at any time to be transferred to the operator box. From there, the system would
route the caller to a live operator, a voice mailbox, or perform whatever action
you have set within the box. Of course, you can choose any operator 1D you
wish, “HELP,” for example. The Reference Manual explains the many potential
uses for this system feature.

QuickStart Application Screen, Page 4

3L Schedul e # Schedule #2 Schedule #3
a. 8:00am- S:OOpmH\/ﬂ-V\HF a: C—e e a: C—e ue
b: b: - b: -
C: C: - c: -

Current node: DAY Current mode: NIGHT current mode: NIGHT

Ignore holidays? No Ignore holidays? No Ignore holidays? No
32. Schedul e #4: DAY
33.  Holidays:
34. Daylight Savi ngs’? No On Now? N A
Date On: - Awr Of: 27-0ct Hours: 1

Press: QuickStart APPLI CATION Page 4

is shown.
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The QuickStart Application Screen, Page 4 controls date, time, and schedule-
related information. The screen is divided into 4 areas. Let’'s look at each one.

System Date and Time

It is important that the system calendar and clock settings are correct, since the
system adds the recording date and time to each message.

The date is set in the Today' s dat e field. If the date is wrong, simply type the
corrected date here. The Ti ne Now field shows the current clock setting. This
field may be changed just like the date field.

Both the date and time are stored in the system’s battery-powered clock/calendar.
The battery ensures that the correct date and time are kept even during power
failures. Once set, this information should remain correct.

Day anti Night Schedules

The voice mail system can handle calls differently between its day and night
schedules. The fields on line 31 let you set the range of hours and days of the
week for these two modes of operation. In other words, here is where you define
the days and hours your organization is open. The voice mail system calls your
“open” time the “DAY” schedule. Note that you don't set a specific nighttime
schedule; NIGHT is simply everything that falls outside the DAY schedule.

The system allows up to three separate r anges of DAY hours and days of the
week for each schedule (these ranges are identified as “a,” “b,” and “¢™). It aso
allows up to three such separate schedules called “Schedule 1,” “Schedule 2,”
and “Schedule 3.”

This flexibility can be confusing at first glance. Some examples of possible DAY
hours will show you clearly how the DAY schedule is set:

Open Field Setting
Hours Range a: Range b: Range c:

8 to 5, Mon-Fri 8:00am-5:00pm MTWHF

81012 8:00am-12:00am MTWHF 1:00pm-6:00pm MTWHF
1 t0 6 Mon-Fri

9 to 9, Mon-Fri 9:00am-9:00pm, MTWHF 9:00am-6:00pm SU
9 to 6, Sat, Sun

9t0 6,Mon-Thu  9:00am-6:00pm MTWH 9:00am-9:00pm FS 9:00am-5:00pm U
910 9, Fri-Sat
910 5, Sun

24 hours, 7 days ~ 2:01am-2:00am MTWHFSU

Your DAY schedule is entered into the “a” field normally. Fields “b:” and “c.”
are used when your hours vary during the day or vary by day of the week. For
example, this might be an office that closes for lunch from 12 to 1 daily, or an
office with limited weekend hours. Note that when specifying days for a range,
“H" stands for Thursday and “U,” for Sunday.
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Schedule #1 (the first column shown on screen) is used by the system
automatically. Alternate schedule numbers are entered by port at the bottom’ of
QuickStart Application Screen, Page 1. This is useful when different parts of an
organization operate at different times. For example, customer service might stay
open severa hours longer than the front desk.

Note that the Schedule #1, Schedule #2, and Schedule #3 columns each contain
a field that tells you whether the schedule is currently in Day Mode or Night
Mode: Current mode: DAY or Current mode: NIGHT. This field shows,
based on the days and hours set within ranges a : through c : , whether DAY or
NIGHT operation is in effect for the schedule. If the date and time shown on line
30 falls within a set schedule range, the field displays DAY, otherwise it displays
NIGHT.

You can aso set whether a schedule operates in Night Mode for 24 hours on
holidays by using the | gnore hol i days? field. We'll discuss holidays in
more detail in just a moment.

Schedule #4

Line 32 Schedule #4 is an additional schedule that can be manually set to either
Day Mode or Night Mode. Once set, it never changes mode. It is used only in
specia applications.

Holidays and Daylight Savings Time

Line 33, Holidays contains fields for up to 18 dates. Dates are entered in day-
month format (15-Jan, for example). On each holiday, the system will operate
on a NIGHT schedule al day long. When a holiday falls on a different day each
year, you'll have to remember to change the date here.

Line 34 contains 4 fields that control the automatic use of daylight savings time.
To activate this area, you must set Daylight Savings? to Yes. Set the
Date On and Date of f fields to the Sunday dates when the time changes.
Since these dates change from year to year, you'll have to set these annually.

At 3:00am on dates entered, the clock will be set forward or backward by the
number of Hours given (usually 1, of course). When daylight savings time is in
effect, the On Now? indicator shows Yes. Note that you may choose to set the
system clock manually on line 30 at the same time you set the other clocks in
your office, rather than using this automatic function.
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QuickStart Application Screen, Page 5

. Defaults or each new Subscriber:
Personal ID: 8X

Hol d/ Archive msgs: 0 /2  days

é\ccess: PCBF
—>Transgfer ~>Greetin >Action
Transter? yeg--»,% eting Take-msa

Await-Ans-->4 Rings

Screening? No Holding? No Max-msg: 90 sec Edits OK? Yes
—Message Notification
Lamp #: X Activate Lamps? Yes
#1: X after 0 min, 8:00am- 6:00pm MTWHF 4 rings 30 min,Off
#2: after 0 min, 6:00pm- 9:00pm MTWHF 5 rings 60 min,Off
#3: after 0 min, 12:00am-11:59pm MTWHFSU 0 rings 30 min,Off
#4: after 0 min, 12:00am-11:59pm MTWHFSU 4 rings 60 min,Urgent

CGrl-E for expanded options

Press: (Pgbn} Qui;:kStart APPLI CATI ON Page 5
is shoun.

The QuickStart Application Screen, Page 5 lets you specify the standard (default)
settings for each subscriber or guest added to the system. Think of it as a
standard entry form for a subscriber or guest’s Personal Directory page.

The Personal Directory has many different control settings. These can be
customized for each subscriber and guest, but more often than not, most of the
settings will be the same for each person. You can save yourself time when
enrolling new people on the system by entering default settings here. Then, when
you add a new Personal Directory page, you'll only have to make changes when
a subscriber's or guest's settings are different.

Your installer has preset the best default settings for your system. We'll discuss

these fields and their settings in more detail when we review the Personal
Directory Screen later in the lesson.

QuickStart Application Screen, Page 6

50. Maximum Message Life: 999 days Call Report Aging: 14 days

51. Public Hold/Archive msgs: 0 /2 New Msgs: 0=0:00 Total: 0=0:00
52. Nax person-persopecording: 300 secs M screening recording: 6

3. Sk|ppback IIFT)TE on # 4 gMiX ID attempts: 4 Bag | D Goto--»>

54, Record Pauses...Beginning: 5  ohort ending: 2 long ending: 3

55. Beep on record? Yes Disk full warning at: 15 mns |ert

56. Blank PC screen? Yes Screen Type: Auto Keyﬁ)ad: Q=7, 2=9 keys
57. @S Surrender- Daily: Weeklf: ) Monthly:

58. artup: ! Error notices to: 0

59. ID for Alpha Directory: 555 Auto xfer? Yes ID for Num Goups:

Public Fax Box ;
Fax ID: $FAXBOX Transfer? No ] Al't Action: QOperator
Voi ce nane: 0:02 Await-Ans-->4 Rings
Hol ding? No Announce: Al ways
Press: Quickstart APPLI CATION Page 6
is shown. ‘

The QuickStart Application Screen, Page 6 gathers together a variety of control
options, settings, and indicators. Detailed discussions of each field are found in
the Reference Manual. We'll summarize them for you here. If you need more
details, refer to the specific field name in the Reference Manual index.
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Maxi mum Message Life: Thisfield sets how many days a new message
will be held before it is deleted automatically. A new message is one that has not
been heard by a subscriber or guest. Once a message is heard by a subscriber or
guest, it is called an old message. A setting of “999” keeps new messages
indefinitely.

Call Report Aging: The system can produce a number of different reports
that summarize call processing activity. Data about system activity are stored in a
specid file. This field lets you set how many days worth of activity, counting back
from the current date, are kept in this file. Consequently, this setting determines
the overall reporting period for any system report.

Public Hold/Archive msgs: Once heard, al messages are held on the
system for a time automatically, and can be specifically held for a longer time.
Hold is the number of days an old message is kept before it is deleted. A setting
of “0” means that message will be held until midnight of the current day, “1”
means until midnight the following day, and so on. Up until this time, the
message can be reheard (reviewed) as desired.

A subscriber or guest can request that any message be “archived” so that it will
be kept for a longer period than the customary hold period. The archive time is
given in days, as well.

These fields let you set the hold and archive times for public messages only.
Regular subscribers’ and guests' message hold and archive times are set
individually on the Personal Directory pages. Public messages are messages
received in the operator box or a special mailbox called the “Public Interview
Box.” See the Reference Manual for more details.

New Msgs and Tota : These fields display information only-they can't be
edited. New Msgs shows the total count and duration (in hours and minutes) of
new public messages received. Total shows the total count and duration for al
public messages (new and old) currently on the system.

Max person-person recordi ng: This fied sets the maximum alowable
length a single subscriber-tosubscriber message can be. It is preset to 300
seconds, or 5 minutes total.

Max screening recording: When the voice mail system is asked to
screen cals, it asks a caler “Whom may | say is calling?” and then records the
person’s reply. The maximum recording length of this reply, in seconds, is set
here. It is preset to 6 seconds.

Skip back time on #: Asamessage is played, a caler can press the “#”
touchtone to repeat a small portion of it. By skipping back dightly, a caller can
have the system repeat information that was missed (a telephone number that
was spoken too quickly, for example). This field lets you set how many seconds
will be skipped back with each # press. It is preset to 4 seconds. This “skip back”
setting is also used to control a similar “fast forward” feature that is available as
messages are played. You'll learn to use these features in Lesson 5.

Max | D attenpts: Subscribers and guests retrieve messages by diaing their
Personal 1D when the voice mail system answers. Occasionally, a subscriber or
guest may misdia his or her Personal ID and need another chance. This field lets
you set the number of times a subscriber or guest can try to enter a valid

(S8
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Personal ID. It is preset to 4 tries. After this number of tries, the caller is
disconnected or transferred to another extension. This is a security feature, which

slows down the person who might be trying to enter the system by guessing at
Personal [Ds,

Bad | D Goto-->: Thisfield can contain a System ID which a caller is
transferred to if the caler repeatedly dials invalid IDs.

Record pauses : When a caler pauses while speaking, the system must
decide if the caller is finished speaking or merely collecting his or her thoughts.
The system uses the length of the pause to make this decision. Pauses are
interpreted 3 ways:

Beginning pause is the number of seconds the system will wait for a
caller to start speaking. It is preset to 5 seconds. In other words, if the
caller doesn't start to leave a message within 5 seconds, the system will
assume no message is desired.

Short endi ng pause is the number of seconds the system will wait
after a caller stops speaking to assume that the message is complete.
“Short” is used for messages which have a maximum message length of
less than 30 seconds. It is preset to 2 seconds. After 2 seconds of
silence on a short message, the system will assume the message is
complete and continue the processing steps.

Long ending pause is used for messages which have a maximum
message length of 30 seconds or longer. This pause is longer because
calers tend to pause more often and for more time when leaving
detailed or complex messages. It is preset to 3 seconds.

Beep on Record? When this is set to Yes, the system beeps just prior to
recording a response or a message from a caller. This is preset to Yes. In some
applications, the beep helps prompt calers to begin speaking.

Disk full warning at n mins left When the amount of disk storage

space left on the system is less than the number of minutes specified in this field,
the system alerts subscribers when they sign in to the system. It also asks them to
delete any messages they don't need so as to free up more space.

Bl ank PC screen? When this is set to Yes, the Banner Screen is cleared
and the “awaiting a key” message is displayed whenever the console keyboard is
idle for several minutes. No disables this feature.

Screen Type: Normadly thisissetto Auto, meaning the system
automatically senses whether a monochrome or color monitor is being used with

the console. This field allows you to choose Mono or col or manudly, if
needed.

Keypad: Thisfield displays the type of keypad map currently set for the system.
Thisfield is for display only.

OGS Surrender and Startup: This feature lets the system shut down the
voice mail system and automatically run another program. This is useful for
automating the data backup process. This feature is discussed in detail in the
Reference Manual.
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Error notices to: Thisfield sets the system to send a voice message
when certain system errors occur. This field is usually set to O, to make the error
notices available to anyone with public message access. To send the error
notices to one or more subscribers, you may also set the field to one or more
Extension # IDs, separated by commas.

ID for Alpha Directory: When the voice mail system answers, a caler
can dia an extension number directly to reach a particular subscriber. Often, a
caller might not know a subscriber’s extension number. The automatic directory
assistance feature lets a caller find a subscriber’s extension by spelling the first
three letters of the person’s name, using a touchtone keypad. This field lets you
choose the number a caller dials to reach automatic directory assistance. It is
preset to 555. Some systems may not be using the automatic directory, because
the system is set for keypads without letters (so it is not possible to spell a name).
These systems may be using numeric directory assistance instead. See the
Reference Manual for more details about automatic and numeric directory
assistance.

Auto xfer? This field applies only to systems using automatic directory
assistance. If thisis set to Yes, a caler will be transferred from automatic
directory assistance to the desired subscriber automatically, once the extension
has been found. This works only when there is a single automatic directory
assistance entry matching the three letters dialed. If two or more subscribers
match, the caller must dial the extension number manually.

ID for Num Groups : This field lets you set a special System ID for
subscribers to leave messages for message groups by pressing numbers instead of
spelling a group’s name. This is useful if the system uses a keypad without letters
on it (thus preventing subscribers from spelling a group’s name), or if some of
your subscribers prefer leaving messages by number. You can set some or all
subscribers for numeric access instead of alphabetic access. See the Reference
Manual for more details.

Public Fax Box

The QuickStart Application Screen, Page 6 is also used to set up fax detect,
routing, and notification. The voice mail system can recognize incoming faxes,
and automatically deliver them to your fax machine. You program how the
system handles faxes using the fields on the lower portion of the screen.

Fax ID: The System ID a caller may press to reach your fax machine. By
default, this ID is §FAXBOX. To set up the voice mail system to deliver incoming
faxes to your fax machine, you change this field to a unique System ID. The ID
can be the same as the fax machine's actua extension number, but doesn’'t have
to be.

Voice Name This field stores the recording for the Public Fax Box’s name
(“The Public Fax Box’).

Transfer? This field controls whether and how incoming fax calls are
transferred to the fax machine’'s actual extension number. To tell the voice mail
system to transfer calls to your fax machine, you set this field to Yes, and enter
the fax machine’s telephone extension number. In the area below the

Transfer? field, you select a transfer type. For the Await Answer and Wait for
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Ringback call transfer types, in the Ri ngs field you aso set the number of rings
the voice mail system should wait before taking an action.

Rings: The number of times the voice mail system rings the fax machine's
extension before taking the action specified in the Alt Action field. Applies to
Await Answer and Wait for Ringback cal transfer types only.

Holding? This field controls whether callers are dlowed to hold if the fax
machine's extension is busy.

Al't Action This fied controls the action the system takes if your fax machine

IS busy or doesn't answer (and cal holding for the fax extension is turned off).

By default, the system transfers the cal to the operator. You can adso set the P
‘system up to say goodbye and hangup, just hang up, start the conversation over )
a the Opening Line, or to route the cdl to anot her  System ID.

Announce Thisfidd controls whether the system notifies you when it transfers
a cdl to the fax machine, and whether it asks the person sending a fax to record
a message describing the fax. The Announce field has four possible values:
Always, Voice, Post, and Never. For more details, see the Reference
Manual.

" ; : : 2R NAME SORT
: SYSTEM MANAGER

Personal D TOM Voi ce nane: 0:02

Extension # ID 1776 Hold/Archive msgs: 0 /2 days
Access: CB New Msgs:3 =0:03 Total:3 =0:03

—>Transfer Greeting Action

Transfer? No »Std: 0:00 Take-msg

Await-Ans-->4 rings )

Screeni ng? No Hol di ng? No Alt: 0:00 Max- nsg: 90 sec Edits OK? Yes
——Message Noti fication
Lamp #. X Activate Lamps? No On Now? No
#1: after 0 mn, 8:00am- 6:00pm MTWHF 5 -rings 30 min,Off
#2: after 0 mn, 6:00pm~ 9:00pm MTWHF 4 rings 60 min,Off
#3: after 0 mn, 12:00am-11:5%pm MTWHFSU 0 rings 30 min,Off
#4: after 0 mn, 12:00am-11:59pm MTWHFSU 4 rings 60 min,Urgent

Cctrl-E for expanded options

Press: D) PERSONAL DI RECTORY is shown.

A page is added to the Personal Directory Screen for each enrolled subscriber
and,guest. The screen itself controls many options for each person. You'll add
sample subscribers and experiment with control features in Lesson 3, so we'll
limit this discussion to a brief overview.

A Persona Directory page is divided into three control areas. The topmost area of
the screen contains information about the subscriber or guest. This includes the
person’s first and last name, a recording of the name, a Persond ID, and
indicators showing the total count and duration of messages received. On a
subscriber page, this area aso shows an extension number, message hold and
archive settings, and any service access options that are set. These additional
fields are not avallable for a guest.

The middle area of the Personad Directory page contains fields that control how
cdls are transferred, control how messages are taken, and store an optional
dternate greeting. These features determine whether cals are transferred to the
subscriber’s extension (versus teking an immediate message), how many rings to



Learning ExecuMail

Lesson 2: Reviewing System Features 35

wait before assuming no-answer, whether calers are allowed to hold, and
whether the system “screens’ calls. You can also see which greeting is active,

and determine how the system will handle the caller if he or she doesn’t press a
touchtone during the greeting. In most cases, the Action will be Take-msg (take

a message).

Here too is where you set the maximum allowable length of an individua
message, and select whether or not a caller may “edit” a message he or she has
left. These features are not available for a guest.

The bottom area of the Personal Directory page controls message notification and
delivery to a subscriber or guest. When voice mail is received for a subscriber,
there are many ways the system can aert a person of waiting messages. On
Comdial telephone systems that feature message notification by station, the voice
mail system can light a “message waiting” lamp or activate a stutter diatone.

In addition to notifying by station, the system can be set to deliver messages to a
subscriber or guest by phone. In other words, the voice mail system can
periodically call the subscriber at his or her extension number, home or work
telephone, pager, and so on. There are fields for up to 4 different delivery
options. These can be set to deliver by time and day of the week at various
intervals and schedules.

Expanded Transfer Options

The Personal Directory page also has an “expanded” window, which lets you
change specia call transfer settings for a subscriber’s mailbox. Y ou can open the
expanded window by pressing [Ct}{E), then pressing from any
subscriber’s page. (You can’t view the expanded window from a guest’s page,
since guests don’t use call transfer.) Let’'s take a look...

1§YE GRY
: Jef , Thomas S GER
Personal 1D TOM Voi ce name: 0:02
Extension # ID: 1776 Hol d/ Archive  msgs: 0 /2 days
=~ EXPANDED TRANSFER OPTI ONS =" Press ESC to Eit 1
—>Transfer >Greeting Action
Transfer? ves--»>,x »Std: 0:00 Take-msg
Await-Ans-->4 Rings }
Screening? No Hol di ng? No At: 0:00 l\/ax-msk;/i5 90 sec Edits OK? Yes
»Transfer Qptions : A , Send Ng Urgent? No
Screening  Options: Active: STD | After g:  Say-hye
One key dialing: 1> 2> 3> 4> 5>
6> 7> 8> 9> 0>

First, make sure you are looking at a subscriber’s page. To view Thomas's page...

Press then type JEF to jump to Thomas’s page.

Then, to display expanded transfer options...

Press: The system displays a pop-up menu, then the
Personal Directory’s Expanded Transfer
Options  window.

The expanded transfer window shows you: the subscriber’s call transfer and call
screening options, the personal greeting that is active, and what action the system
takes after playing the subscriber’s greeting. Usually, the action will be
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Take-msg. The expanded window also shows how the system handles

messages for the subscriber, including how long messages can be, whether the

caller can edit the message, whether the message will be sent urgent delivery, ‘
and what the caller hears after leaving the message. The bottom portion of the
expanded window lets you add onekey diaing to a subscriber’s mailbox. This is
discussed in detail in the Reference Manual.

For now, let’s close the expanded portion of the Personal Directory page.

Press: (Esx) Expanded Transfer Options window closes.

Groups Screen

Open Gro:L':f't of ’Pig\ro
Dispatch: No Voi ce: 0:02
Member  nanme Last contacted Menber  nane Last contacted
Xavier, Jan I Yale, Hugh
Yeoman. Mke Ying, Sue
Zaftig, Pat Zeller, Nell
Zink, Jay
Press: GROUPS is shown.

As we've explained previously, the voice mail system lets you create message
groups to simplify the task of sending the same message to many subscribers at
once. For example, you might wish to deliver the same message to every
subscriber on the system. This can be done by setting up a message group
containing every subscriber’s name. Subscribers can create message groups by
phone, or the system manager can create a group at the system console.

The system keeps a separate page for each message group. Creating groups and
adding subscribersis easy. You'll create sample message groups in Lesson 5, so
we'll just summarize the basics of the screen here.

Name and Voice : Each message group has a name or group number, and a
corresponding recording of its name.

Open Group of : Message groups are “owned” by a particular subscriber. A
message group is either “open” or “private.” Any authorized subscriber can send
a message to an open group. When a subscriber owns a private group, only he or
she can leave messages for that group.

Dispatch: This field can be set to either Yes or No. When this option is set
to Yes, the first person in the group who listens to a message is the only person
who receives it. This has many applications. For example, a receptionist might
place a sales lead as a dispatch message for “All Sales People.” Then, the first

sales person to listen to the message would be the only person to receive the
lead.

Menber name: This area of the page lists the last and first names of each
message group member in aphabetical order.
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Last contacted: Shows the date and time a group member last listened to
a group message. Thisis useful when you want to verify that each group member
has heard a group message.

Directory Groups and Directory Menus

The Groups Screen may also contain pages for two special kinds of groups:
directory groups and directory menus. These specia groups alow the installer
or system manager to set up directory assistance using numbers instead of letters.

Using numeric directory assistance involves grouping subscribers by a common
characteristic. In most cases, subscribers are grouped by their department.
However, you can also group subscribers based on their location, schedule, or
where their name falls in the aphabet. Using directory groups and directory
menus to create numeric directory assistance is explained in detail in the
Reference Manual.

Transaction Directory Screen

L3 NSAEmIoN: TR B ‘ & NAME SORY
Name:' Departments Box Transaction box of Jefferson, Thonmas
System ID 411 Voi ce nane: (:02 Schedul e #:
F—>Transfer >Greeting Action
Day? No »Day: 0:13 Day: Operator
Nite? No Nite: 0:00 Nite: Operator
Await-Ans-->4 Rings At: 0:00 Max- nsg: 90 sec
Intro: 0:00 . Holdina2 No Edits OK? Yes |
Transfer Options : Active: DN Send Mg Urgent? No
After Msg: Say-bye
One key dialing: 12700 22800 3555 4> 5>
6> T> 8> 9> 0>
Press: TRANSACTION DIRECTORY is shown.

The Transaction Directory contains a page for each transaction box created.
Transaction boxes are stored aphabetically by “box” name. Box is short for
“mailbox,” and each page of the Transaction Directory contains one complete
“box.” There are three types of transaction boxes. the basic transaction box, the
voice detect box, and the interview box.

Transaction boxes can distribute audiotext information to callers, provide
menus of choices for callers, and route calls through the system in special ways.
Transaction boxes use the “Transfer - 7 Greeting - 7 Action” process to handle
calls. Transfer and Greeting control how calls are transferred, and tell you
which greeting is active. Action allows for alternate call processing options in
addition to taking a message.

One key dialing lets the transaction box route calls and deliver information
based on a caller's single touchtone response, just like you saw earlier on the
Personal Directory page. In the example shown above, for instance, the greeting
might say “For sales, press I, for service, press 2, and for directory assistance,
press 3.’ This is much easier for a caler than saying “For sales, press 700,
SO on.

"

and

i
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To use one-key dialing, outside callers must have touchtone telephones.
However, you can also set the system to recognize callers' spoken responses to
yes-and-no questions by using voice detect boxes.

Interview boxes ask a series of questions and record the caller’s response to
each question. These can be used to collect information in a controlled, logical
way. For example, a catalog company could automate nighttime order taking and
be certain that all the relevant details are collected (name, address, telephone,
quantity, credit card number, and so on).

U Nanme: CBhblie in 7iew BOX Of  Public Ace
System I D. $pM 0l Ce nhame: 0:02
- Question — Reply -1 Question —— Reply === Question —— Reply =
1. 0:08 6 gecs 9. 0:00  secs 17. 0:00 0 secs
2. 0:02 9  secs 10. 0:00 0 secs 18. 0:00 0 secs
3. 0:02 9  secs 11. 0:00 5ecs 19. 0:00 0 secs
4, 0:02 9 secs 12. 0:00 0 secs 20. 0:00 0 secs
5. 0:03 40 secs 13. 0:00 0 secs
6. 0:03 0 secs 14. 0:00 0 secs
7. 0:00 0 secs 15. 0:00 secs Send MsgS Urgoent? No
8 0:00 1  secs 16. 0:00 0 secs After: “Say-bye
Press: (PgDn), (PgDn) Until the Public Interview Box
and so on is displayed.

Voice detect boxes alow callers to make choices by saying “Yes’ or remaining

silent for “No”. You can use voice detect boxes to set up special cal routing, or

other specia applications. This feature is especialy useful if many of your callers
do not have touchtone keypads. The system is shipped with a sample voice

detect box already added with the System ID $VOICE. See the Reference Manual
for more details.

HEOR OB N & e G NAME SORE
Nane:'. Voice' Detect' etect box of Jefferson, Thonas
System | D: $VOICE Voice hanme: 0:02 Schedule #:
—>Transfer >Greeting >Action
Day? No »Day: 0:15 Da%/: Operat or
N t'e? No Nite: 0:00 Nite: erator
Await-Ans-->4 Rings At:  0:00 Max- nsg: 90 sec
PhEre 000" Tolding? Mo Edi 130 ok? o
Transfer Qptions Active: DN Send Mg Ugent? No
Ater g: “Say-bye
Voice  Selection: Voi ce> Silence>
Press: Until the sample voice detect box
and so on is displayed.

Transaction boxes, voice detect boxes, and interview boxes are rich and flexible

features of the system. For additional information and suggested applications see
the Reference Manual.

i

l

{

3

{
i
i
1O
[
{

i



Learning ExecuMail

Lesson 2: Reviewing System Features 39

Voice Fields

Description

1 Please press the first thr I 4 <- |<- <- <= <= <~ <= <= <=
2 Please enter the letters n :2 «¢- <- <- <~ < <&~ <~ < < -
3 You may dial the extension :3 <. <= <¢- <= <= <= <= <= <-
4 To stop the directory, pre :6 «¢- «<¢- < <- <- < - <5 <-
5 There are no matches to th :3 <~ <- <- <~ <~ <= <= < - < -
6 Press 1 to_ trv another nam :2 <- <- <- <= <= <= <= <~ «-
7 I'm sorry, directory assis :3 <- <- <- <= £- <- <- < - <

8 This directory will help y :4 <= <= <~ < < < <= <= <=

9 End of... 227 - <= S0 < g << g- <

10 To start the list again, p :3 <- <= <= <= & <= <= <= <=

11 To hear the list again, pr :3 <- <- <- &~ <& <~ <- < < -

12 Extension... QP <=  <- <= &= &= <= <- &= <-

13 For... QP «- <= <= < <= < <- <= <
Press: VOI CE PROMPT EDITOR is shown.

The “voice” of the voice mail system consists of digital recordings of hundreds of
words and sentences. Spoken by the system, these recordings are termed
prompts. Prompts tell a caller what action to take or tell callers what is
happening as they progress through the system.

Along with recorded names, greetings, and messages, these prompts are
connected to create the conversations the system conducts with a caller.

The Voice Prompt Editor Screen groups the majority of the prompts together in a
single, accessible place. There are several hundred prompts listed. Here, you may
review or change any of these prompts.

Related prompts are grouped together in what are called prompt sets. For
example, the first prompt set contains prompts that are used in the system’s
conversation relating to looking up subscribers by name in directory assistance.

If you need to find a specific prompt, see the guide Changing the System
Conversation. This guide explains stepbystep how to find and change prompts,
and how changing a prompt affects the system conversation.

System prompts are extraordinarily flexible. Notice that different prompts can be
recorded for day and night schedules and prompts can be different for each port
or group of ports. This flexibility can be used to create a system that “speaks
more than one language, handles two different company departments--even two
different companies-within a single system.

Prompts and other sound recordings played by phone are stored in screen areas
called voice fields. The system uses the contents of voice fields to create a
“conversation” with a caller. Sound recordings used by the system fall into 4
genera categories.

Prompts These recordings are the system’s “voice,” telling callers what action to
take, or what is currently happening with their call.
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Voice Names -or- Names These identify a subscriber, guest, or group of
subscribers to a caler by phone. These are simply recordings of individuals
speaking their name (or a group’s name).

Greetings There are four kinds of greetings. subscriber greetings, transaction box
greetings, voice detect box greetings, and system greetings. Subscriber greetings
are recorded by individual subscribers. These optional messages are played to a
caller when the subscriber is unable to take a call. This is like having an
individual answering machine for each extension-“Hi, I'll be away on vacation
until....”  Transaction box and voice detect box greetings can “greet” a caler in
many varied ways. These uses are discussed in the Reference Manual. System
greetings are the prompts used in the system’s Opening Line. The system greeting
is heard by every caller and is stored on the QuickStart Application Screen, Page
2, Lines 10 through 12.

Audiotext messages Transaction box greetings can also be used to deliver
information to a caller (for example, today’s weather forecast). These messages
can be arranged in a menu of choices callers can select.

A system manager can use a telephone to “connect locally” with the system, and
then listen to, change, or delete anything recorded in a voice field. You'll learn
how to connect locally shortly. Subscriber, transaction box, and voice detect box

greetings can be changed by phone as well. You'll learn how to do this in
Lesson 4.

Of course, the system also records and stores messages left by outside callers,
subscribers, or guests. Unlike voice field recordings, messages can’t be heard or
changed by the system manager working at the console. For security and privacy,
messages are played only to the subscriber or group the messages were sent to.

About Spoken Text Shown in These Lessons

In these lessons, we use two kinds of quoted, italic letters to help you better
identify the printed text that you'll speak or hear spoken over the telephone:

“You have one new message. Would you like to check it?’

-OR-

“Hi, thisis Chris Aaronson, I'll be away from the office through Friday...”
Plain, quoted italic letters mean: you'll hear the system say these words. Quoted,

itaic letters in boldface mean: speak these exact words into the telephone, so
the system can record them.

You'll practice recording names and greetings in later lessons.

Connecting With The Voice Mail System Locally

When you are signed in as a system manager, you can use the “local connect”
feature to hear and record prompts, names, and other voice field information
using a telephone handset.

Local connect is made with the Select Port, and Loca on/off,
command keys. This is a quick, 4-step process. You'll need a telephone within
arm'’s reach of the system console.
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Read al these steps, then follow them to establish a local connection with the
system:

1. Dial the system. If you are on a busy system, you might have to wait until a
port is free to answer cdls.

2. After you dial, watch the port status indicators in the upper-left corner of the
Banner Screen. Look for the port taking your cal. You'll see RINGING
followed shortly by DAY ANSWER (or Nl GHT ANSWER) as your line rings,
is answered, and the system plays the Opening Line greeting.

3. The port selection indicator, >>, shows which port will connect locally when
you press (F4). Press (F23) to move the “>>” indicator to the port that has
answered your call.

4,  Press to connect locally. The port status indicator will change to
Local Connect, and any message you hear playing will stop.

NOTE: Once connected localy, leave the telephone handset off-hook. As
you type and read, place the handset on the desk-not back into the cradle
of the telephone. If you hang up the telephone before you are finished with
the local connection, you'll have to disconnect (discussed on page 42) and
then reestablish your connection.

NOTE: On busy systems with more than 12 ports, press (Cta}HF3) to view
the port status indicators for the additional ports on the system.

Listening to Voice Fields

To verify that you are connected properly, listen to a voice field. You should be
at the Voice Prompt Editor Screen, Page 1. The PROVMPT SET should say
DR-Directory. The highlight should be on prompt 1, “Please press the first
thr....” The voice fields for this and the other prompts are to the right of the
prompt text. You must position the cursor on a voice field to hear it. Move the
cursor with the key...

Press: (Tab%) Voice field under All Ports, Day
is highlighted.

Although different voice fields are labeled with various names on-screen
(“Greeting, " “Name,” and “Day,” for example), they are easily identified. Simply
check the one-line help indicator at the bottom of the screen. When the cursor is
positioned on a voice field, one-line help always reads Press F10 to play
message, DEL to delete it.

Voice fields are aso easily identified since they show the length of the recorded
sound. Prompt lengths are given in seconds. For example, : 5 means the prompt
is 5 seconds long. When a prompt is longer than 9 seconds, you'll see >9 rather
than an exact time. Unrecorded (empty) prompts show a left-arrow (< -) instead
of atime. Names, greetings, and other “non-prompt” voice fields show the length
in minutes and seconds. For example, 1: 05 means 1 minute, 5 seconds. When
empty, these fields show 0 : 00.
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Certain prompt fields show the letters QP instead of a time. This is an
abbreviation for “Quick Play.” This is a system feature that alows often-used
prompts to be accessed faster. This feature, set by your instaler, keeps
conversations moving smoothly under high cal loads.

You can ligten to any voice field using local connect. You simply move the
cursor to the desired voice field and press (Fio).

Try it now. Listen to the handset and...

Press. “ Please press the first three letters of the
person’s last name. ™

Listen to prompt 2...

Press. Prompt 2, A1l Ports,Day entry
is highlighted.
Press: “Please enter the letters now.

You may experiment with listening to other prompts on this first page or any of
the other Voice Prompt Editor Screen pages.

Disconnecting Locally

In the next lesson, you'll use the loca connect feature to record voice fields as
well as hear them. For now, since you have finished with your local connection,
it is important to disconnect properly. Always press to wm local connect off.

Remember, acts only on the port with the *>>" indicator. This should dfill
be postioned by the Local Connect port you are currently connected to. If
not, use to move “>>" to the correct port.

Hang up your handset.

Press. (F2) Local Connect indicator clears.

This action returns the port back to its prior answer status so it can resume
processing calls.

NOTE: If you forget to switch the local connection off the port will not answer
calls. This will remain true until you remember to press or until the

system discovers you have disconnected. This can tie up the port for severd
hours.
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QuickStart Switch Setup Screen

1. Switch:  COMDIAL ExecuTech 2000 Series coms20 20
2. Integration (ptions: COWM DTMFCP #yut=a DT pr3=3
3. Outdial Access:
4. Transfer Inltlate X Recal | &
Connect: (5‘ Busy Recall: &
5. TT Prompt R 5 /7 Release on LCR? Yes
6. Answer I%% /rllisg/ e\%/?q} s Off-hook delay: 5
8. Roogeon Ring-off timel 40
Press: QuickStart SWTCH SETUP

Page 1 of 3 isshown.

This is the other QuickStart screen on the system. The Switch Setup Screen
contains 3 pages of settings that tell the system how to communicate with your
telephones and teephone equipment. This purdy technicd information isthe
responsbility of your instdler. It includes settings for cal transfer codes, message
waiting lamp activation codes, diding access codes, touchtone sensitivity settings,
and ring and busy signa characterigtics. Unless ingtructed to do so by your
instaler, there are no further adjustments for you to make here.

summary

This is the end of Lesson 2. You have covered a lot of materia here. You should
now be thoroughly familiar with each of the screens the voice mail system uses
to store and organize information. You should aso be familiar with the basic
purpose of data fields found on each screen. Please spend a few minutes
reviewing this information before you continue with the next lesson.

Key Topics and Terminology

Screen  organization

The definition of “fidd”

The location and purpose of the Opening Line

Setting the system date and time, and day and night mode schedules
Setting holiday dates and daylight savings time

The definitions of “new” and “old’ messages

The definitions of “hold” and “archive’

The definition of “one key diding”

The definitions of “prompt,” “voice field,” “voice names” and “greeting’
How to make a loca connect and listen to a voice field

The purpose of the “>>" port selection indicator

What is meant when a prompt shows “QP" in the voice field

The make and model of your Comdial telephone system
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Command Functions

(Esc) to undo an immediate typing mistake
to move the port selection indicator

to make a local connection

to listen to the contents of a voice field

Additional Information

Please see these Reference Manual topics for discussions related to this lesson:

Backing Up and Restoring
Directory Assistance

Faxes & the Public Fax Box
Messages

Message Taking

Operator Box

Port Applications

Public Interview Box & Public Messages
Recording Voice Fields
Schedules

Subscribers

Switch  Setup

System IDs

Transaction Boxes

Voice Detect Boxes

See also:
»  Changing the System Conversation
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Lesson 3: Adding
Subscribers & Guests

In this lesson you'll learn the basics of using the voice mail system as system
manager. You'll add new subscribers and a guest to the system. You'll learn how
to assign system manager status to a subscriber and you'll learn how to edit
subscriber information and al other information stored on the system. Finaly,
you'll practice using local connect to record names and you'll learn about the
various message taking, notification, and delivery options available to each
subscriber.

Please note that we've designed the samples used in this lesson carefully to avoid
conflicts with actual subscribers or other information. You can enter the sample
information and train without concern, while your system processes normal calls.
At the end of Lesson 5, we'll show you how to erase the training samples and
return your system to its original state.

Adding New Subscribers

Adding new subscribers to the system is a simple process. All you have to do is
add a new page to the Personal Directory Screen and enter the subscriber name,
extension, and other preliminary information. The system’s enrollment
conversation guides the subscriber through the process of setting up the mailbox
for use.

As part of installation and setup, your installer has aready added current
subscriber information for you. But, it is important for you to know how to do
this for yourself. You'll work with this part of the system often, adding and editing
subscribers, and mirroring physical changes in extension numbering and
locations.

At the Banner Screen, sign in to the system as “Thomas Jefferson”...

Press: Please enter your |D is shown.
Type: TOM (Enter) Quickstart APPLI CATION Page 1
or type: 866 (& Enter) is shown.

5z Before you continue, make sure that the CAPS, NUM, and INSERT keylock
indicators are OFF--check the upper-right comer of your screen.

Move to the Persona Directory Screen...

Press: PERSCNAL DI RECTCRY  is shown.
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The Persona Directory Screen for the first person in your organization should
now be on-screen. (In most cases, the names will be sorted aphabeticaly, or
they may be sorted numerically by ID number.) The first person may be a guest
(for example, George Washington) or a regular subscriber.

In the steps that follow, you'll add subscribers and a guest for a hypothetical

company to your “live" system. You'll train with this information in pardlel with

your existing subscribers, message groups, and other “red” information.  This

activity won't affect normal call processing operations. -

During training, you'll be acting as “Chris Aaronson,” system manager for the
newly installed voice mail system at XYZ Widget Corporation. XYZ Widget
employs 8 peopleyou and the corporation’'s 7 founding partners. Conveniently,
the partners names begin with the letters X, Y, or Z. (This keeps them grouped
together a the end of the Persona Directory and separate from your actua
subscribers and  guests)

Naturally enough, XYZ Widget sdlls the world's finest widgets in an evergrowing
number of shapes, sizes, and colors. Business is booming and the voice mail
system was purchased to handle the explosion in telephone treffic. In these next
3 lessons, you'll configure the voice mail system to answer and route cals, and to
take and deliver voice mall.

Assigning Ds

Each subscriber must have a unique extension number and Personal ID. A guest
must have a unique Persond ID, as well:

Extenson number This is what an outside caller presses to reach a particular
subscriber. It is entered in the Extenson # | D fied on the subscriber's
Persona Directory page. Since this number must be unique for each subscriber,
we refer to this as the Extension #ID in other technical manuals. The system
dlows extenson numbers of up to 10 digits (or the equivalent touchtone letters,
for systems using lettered telephone keypads). Note that while the system's
Extenson # ID is usualy the same as the subscriber's actua telephone extension
number, it is not required to be the same. We'll look a the reasons for this later
in the lesson.

Personal ID A subscriber uses this number to send messages, receive messages,
and perform personad “housekeeping” (changing options, security codes, and so
forth) by phone. The system supplies a suggested Persond ID based on the
extenson number. In most cases, thisisthe digit “8” plus the extension number.
While similar, a guest's Persond 1D is used only to sending messages to, and
retrieve messages from his or her host subscriber. Guests don't have an extension,
S0 a guest’s Persona ID is usualy selected by agreement between the host and e
Quest.

P
i

25005

Our samples use extensions 890 through 897. These should not conflict with any
of your existing numbers, unless your system uses 89, 890897, or any longer
extenson, Persond 1D, or other System ID number starting with “89.”

If you do try to enter a duplicate extension number, Personad ID, or other
conflicting System ID number, you'll get a message that says “Duplicate ID.” This
message will give the conflicting ID and the name of the subscriber, guest, group,
or transaction box aready using the number. This prevents any potential
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problems or confusion. If you were entering actual information, you would simply
review the conflict and choose a different ID number.

NOTE: If you get a “Duplicate ID” message during training, it means one of
two things.

1. Ancther person has aready completed these lessons but has failed to
erase the sample information. Suspect this if you see “Chris Aaronson”
and the other sample subscriber names on the system. If this is the case,
follow the instructions at the end of Lesson 5 to erase the sample
information completely before you continue.

-OR-
2. You have a genuine ID conflict. While unlikely, contact your installer for

assistance. Your installer can supply an aternate system for training or
arange to resolve ID conflicts for you bef ore you conti nue.

Subscribers and guests are usually sorted aphabetically by last name. Entering
the last name first helps the system keep things sorted. Enter only the last
name-without a comma, space or any extraneous characters.

XYZ Widget Corporation

Last First Postion Ext. Per. ID

Aaronson Chris System Manager 890 8890

Let's first add Chris Aaronson’s Personal Directory page. New pages are added
with the command.

Press: ADD MENU is shown. Subscriber is
highlighted.

The Personal Directory “Add” menu gives you the choice of adding either a
subscriber or a guest, or adding many subscribers in a range of extensions (the
pop-up menu may have additional options depending on the subscriber currently
on screen). The lets you move between these choices. Try it now...

Press: (SpaceBar} Guest is highlighted.
Press: Range is highlighted.

Since you really want to add a subscriber...

Press: Until Subscriber is highlighted.
adds a new page for the highlighted choice.

Press: («=Enter) Enter extension number (Press
ESC to quit):

Type: 890 (<Enter) Enter last nanme: {890}
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Type: Aaronson (&Enter) Enter first and mddle names:
{note, two “A’S’}

Type: Chris

Full middle names or initids are optiond. If you include amiddle name or an
initid for actual subscribers or guests, use a space to separate them.

Enter Personal |ID 8890
Your system may create a different suggested Personal ID, since the ID created is

controlled by the setting of the default per sonal | D field on the QuickStart
Application Screen, Page 5.

B |F your system creates Personal [Ds different from the ones shown in the text,
correct the /D to match the one shown on page 47 before you continue.

To accept the default Persond ID...

Press: (4ZEnier) Enter extension nunber (Press
ESC to quit):

That's dl there is to entering a new subscriber. For convenience, the system
aways assumes that you are entering a series of new subscribers. It suggests the
next extension number in sequence, SO you can Simply press  (&Enter) to
continue adding subscribers. We want you to explore some other features firgt,
S0...

Press: (Es) PERSONAL DI RECTCRY page for
Aaronson, Chris isadded.

Apat from the name, Persond 1D, and extenson number, al other fields on a
Personal Directory page are filled automatically. The settings used are the defaults
contained on the QuickStart Application Screen, Page 5. (These will have been
preset by your instaler.)

Assigning System Manager Status

You have added Chris as a subscriber, but not as a system manager. How do you
add a system manager?

Press. ADD MENU is shown. Subscri ber is
highlighted.

Notice that the Add menu has four choices. The fourth choice lets you promote
any existing subscriber to system manager status. Remember, the system alows

as many “system manager” status subscribers as you need. Assign system
manager dtatus to Chris...

Press: (SpaceBar) The words SYSTEM MANAGER
SpaceB are now added to the screen,

paceBa to the right of Chris name.
+ Enter

ii
o
==
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Editing Subscriber and Other Information

Editing the Persona ID or any other field on any screen page is easy. You simply
move the highlight and cursor to the desired field, and make the change.
Remember, the “highlight” shows the field currently “live” for editing. The
“cursor” shows the current typing position within the highlighted field.

Y ou move the highlight/cursor with these keys:

Key(s) Action
Moves highlight forward to the next field. Action is left to

right, top to bottom.

4 Shift | Tab%s; Moves highlight backward to the prior field. Action is right to
left, bottom to top.

Moves highlight to the closest field below the current field.

Moves highlight to the closest field above the current field.

Moves cursor |eft one character. If you are at the start of the
current field, it acts like (&Shit{Tab%).

Moves cursor right one character. If you are at the end of the

current field, it moves you to the first character of the next
closest field. (It acts like (Tab%).)

In these lessons, you'll only leave and retrieve messages for Chris and the other
sample subscribers, so you need to tell the system not to try ringing a sample
“extension” before taking messages. This feature is controlled by the

Transfer? field. If this is set to Yes the system will try to route the call to the
number shown in the transfer dialing field before taking a message.

In most cases, the transfer number on a Personal Directory page will be X. Thisis
shorthand for “extension.” When the system sees only an x in a dialing field, it
automatically uses the actual entry found in the Extension # ID field.

Setting Tr ansf er ? to No tells the system to skip the step of trying to transfer a
call to the extension, and take a message directly.

Press: Transfer? is highlighted.
Type: N Transfer dialing field is highlighted.

You should set Transfer? to No for each sample subscriber you add.

Before we continue, spend a minute or two experimenting with the highlight and
cursor movement keys. Try the following:

Move highlight to Edits o?

Move highlight to the Access field.

{
|
{
|
[
b
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Move the cursor to the end of the Personal |D field.

Move cursor to the start of the Extension # | D field.

If you accidentally modify any of the fields while you are moving around,
remember that pressing (Esc) while you are ill in the affected fidd will return it
to its origind setting.

If you have dready moved the cursor to another field before you discover your
mistake, you'll have to edit the field back to its origind setting.

There are three other keys that help while editing:

Key(s) Action

Deletes the character at the cursor. Any remaining characters
to the right of the cursor are moved left to fill the gap made
by the deletion. The cursor stays in its current position.

Deletes the character to the left of the cursor and moves the
cursor to the eft.

Deletes dl characters from the cursor to the right-hand end of
the field. The cursor dtays in its current position.

Using Local Connect to Record Names

In the last lesson, you used loca connect to listen to voice fields. Now, you'll
record Voice fields, as well, First, you must set up the loca connection. Refer to
the detailed ingtructions on page 40 if you need to refresh your memory.

Dial the system. When it answers, press (B3] to
move the “>>" indicator to the port taking your call.

Press (F4) to connect locally.
Use the key to place the cursor on the Voice name field.
You should now be connected localy. The cursor should be postioned on the

Voice name field for the Persona Directory page belonging to Chris Aaronson.
When you are on a voice field, the command !zts you record into it.

Press. (Fs) To dStat recording press SPACE
and talk after the beep. Press
ESC to sKip.

Notice that oneline help tells you exactly wha to do. Try it yoursdf. Hold the

telephone handset normally. Speak clearly and at a conversational speed. It is

natura to spesk a little too quickly a firdt. If there is a lot of background noise in

your work area, it will be picked up in the recording, so it is important to work in

a quiet area or a a quiet time. For best results, the microphone should be 2 or 3

inches (about 7 centimeters) away from your mouth. k

Press:
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After the beep...

Say: “Chris Aaronson”

. .then. to stop recording...

Press: Recording time shown in Voice name field.

NOTE: Your recording of “Chris Aaronson” will be 2 to 3 seconds long.
When recording a name, avoid unnaturally long pauses at the beginning or
end. Be prepared to speak immediately after pressing the (SpaceBar), Press it
again, immediately after you stop speaking. Since the recordings you make
will be combined with prompts to create a conversation with callers, long
pauses sound awkward.

Recording names and prompts usually takes a little practice. Listen to your
recording. If you are not happy with the quality of it, record it again. Note that a
new recording erases an existing recording; you don’t need to press to

erase the field first.

Listen to the handset, and...
Press: “Chris Aaronson”

Y ou should experiment with handset distance and the loudness of your voice.
You'll quickly find a combination that works best with your particular equipment
and environment. The Reference Manual gives more tips and specifics.

Of course, each subscriber should record the name in his or her own voice. The
enrollment conversation guides subscribers through recording a name the first
time they call the system, as well as setting up other options. Y ou may record an
initial name for subscribers though, since an empty Voice name field can
confuse callers. Also, you must record a guest's Voice name field, since guests
cannot record their own name by phone. (Your installer may have aready
recorded initial names for each of your actual subscribers.)

Note that subscribers don’t have to use local connect to record their names. This
field and the “greeting” field can be recorded by phone by the subscriber during

the enrollment conversation, or through setup options. You'll try this yourself in
the next lesson.

Rerecord Chris’ name several

times for practice. Experiment with
diierent handset distances and the
loudness of your voice.

When you have finished, place the handset
on your desk-don’t hang up yet.

Now let's add the remainder of the staff of XY Z Widget Corporation. Add each of
the remaining subscribers first, then come back and record each name. (Save Jay
Zink’s guest for later.) We'll take you through enrolling the next person, Jan
Xavier, step by step. You'll add the remaining 6 subscribers on your own.
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XYZ Widget Corporation

Last First Position Ext. Per. ID
Aaronson  Chris Svstem Manager 890 8890
Xavier Jan President 891 8891
Yde Hugh V.P. of Sdes 892 8892
Yeoman Mike National Sales 893 8893
Ying Sue Internationdl  Sales 894 8894
Zdftig Pat V.P. Product Support 895 8895
Zeller Nell Applications  Support 896 8896
Zink Jay OEM  Support 897 8897
Zonder Drew Jay Zink’s Guest (None) 8898

Add Hugh Yale through Jay Zink.

Press: ADD MENU is shown. Subscri ber is
highlighted.

Press: («Enter) Enter extension nunber (Press
ESC to quit):

Type: 891 Enter |ast nane:

Type: Xavier (&Enter) Enter first and mddl e nanes:

Type: Jan (&Enter) Enter Personal |ID 8891

Press: PERSONAL DIRECTORY page for

Xavi er, Jan is added.

Enter extension nunber (Press
ESC to quit): 892

Extension 892 is for Hugh Yae. Use the personnel chart to finish adding Hugh

and the other remaining subscribers. But don't add the last person, Drew Zonder,
just yet.

== |f your system creates Personal [Ds different from the ones shown above,
correct the [Ds to match the one shown in this table before you continue.

When you finish Jay...

Press: (Esc) PERSONAL DI RECTORY page for
zink, Jay is added.

Jay Zink has a guest, named Drew Zonder. Drew is a buyer for a company that
uses huge numbers of widgets. He and Jay must communicate frequently.
“Guest” privileges let Drew leave messages for Jay like any outside caller. But
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unlike an outside caller, Drew can recejve messages from Jay. The host/guest
relationship is private. No subscriber other than Jay can leave messages for Drew.

Add Jay's guest...

Press: ADD MENU is shown. Subscriber is
highlighted.

Press: Guest is highlighted.

Press: (&Enter) Add guest for Zink, Jay? (Y/IN):

Press: Enter Personal 1D

Since there is not an extension number for Drew, the system doesn't create a
suggested Personal ID. When adding guests, select a Personal ID that is easy for

the guest to remember, yet secure enough to protect the voice mailbox. For now,
we'll just use 8898...

Type: 8898 Enter |ast nane:
Type: Zonder Enter first and mddl e nanes:
Type: Drew (<Enter) PERSONAL DI RECTORY page for

Zonder, Drew is added.

Notice that a guest page says Guest of . . . and gives the subscriber’s name.
The Send Msg Urgent? field controls whether a guest can send urgent
messages to his or her host subscriber. A guest page has fewer fields since there
is no need for an extension or call transfer information.

You have added a total of 9 new pages to the Personal Directory. The Personal
Directory can contain an unlimited number of pages. In large organizations, it is
common to have hundreds of extensions and subscribers. The voice mail system
includes commands that simplify finding a particular name in a large listing.

Y ou move through Personal Directory pages with these keys:

Key(s) Action

(Home) Moves to the first subscriber (alphabetically).

Moves to the last subscriber.

Moves to the next subscriber.

Moves to the prior subscriber page.

then Either of these commands will ask you for the last name,
Or- extension number or System ID you want to jump to. Enter

the first few letters of the desired last name and press

2
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& These commands also work for moving through the pages of the Groups
Screen and the Transaction Directory Screen, since both of  these screens are
aso organized as a series of single, alphabetized pages. These commands
aso work for the Prompt Editor Screen, where ‘Jump” allows you to move
ahead to particular prompt sets or prompt numbers.

Before you record names for each new subscriber, practice using these directory
commands...

Use then (J) to find Hugh Yale. (Try “Yal”

Use to move to the end of the directory.
Use to find Chris Aaronson.
Use to find Jan Xavier. (Try “X"

Now that you are back to Jan, record names for the remaining  XYZ Widget
employees and Jay's guest.

NOTE: In the remainder of this lesson and ail of the next, we'll be asking
you to record names, greetings, messages, and so forth. It is very important
that you record each of these exactly as shown. If you skip recordings or take
shortcuts by reducing or changing the wording we give, you won't be able to
review key features of the system and the resulting examples won't make
Sense.

Use the directory and cursor movement
commands and and to record
and play names for Jan Xavier

through Drew Zonder.

Remember to set Transfer? to No
for each sample subscriber.

When finished, press to end your local connection
and (Esc) to sign out to the Banner Screen.

Message Notification and Delivery

Once callers leave voice mall, it is important that the system let subscribers know
that messages are waiting. The voice mall system can tell a subscriber that
messages are waiting in a number of different ways. This process is called
“message  notification.” Here are the ways the system notifies a subscriber:

= By lighting a “message waiting” lamp or by activating a dutter  dialtone as
provided by your Comdia telephone system.

= By announcing that messages are waiting when a subscriber cals the
system.

= By caling a subscriber periodically, and announcing that messages are
waiting.
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This third method “delivers’ a subscriber’s messages directly by phone. A
subscriber need not think about messages until the voice mail system calls.
Message delivery is flexible and adaptable. In fact, the system can “hunt” for a
subscriber by dialing a series of telephone numbers. (Note that while a guest
does not have an extension, the voice mail system does announce that messages
are waiting when a guest calls the system. The voice mail system can call a guest
periodically, as well.)

Message notification and delivery are controlled by settings found on each
subscriber’s and guest’s Persona Directory page. The subscriber can change

many, though not all, of these settings by phone using setup options. The system
manager can also change these settings at the system console. Let’s ook at this.

If you are signed out, at the Banner Screen, sign back in as “Chris’...

Press: (F2] Please enter your ID:
Type: 8890 QuickStart APPLI CATION Page 1
is shown.

After you sign in...

Press: PERSONAL DI RECTORY is shown.

Chris Aaronson’'s Personal Directory page should be on-screen now. Notification
via a message lamp (or stutter dialtone) and delivery are controlled in the
Message Notif ication and Delivery area of the screen. Let's look at
these features briefly.

Lamp notification can be turned on or off. Lamp # holds the number the system
must dia to activate and deactivate the lamp. The current lamp status is
displayed in the right-hand comer.

Lines 1 to 4 are programmed with each number the system should try for
delivery. Line 1 is usualy considered the subscriber’'s “work’ telephone number.
This field usually contains the shorthand x notation meaning deliver messages to
the extension first. Line 2 is typicaly a subscriber’s home telephone number.
Lines 3 and 4 are provided for aternate delivery numbers (a car telephone and a
pager, for example). Line 4 is typically used for delivering urgent messages only.

Various combinations of options let you tell the system how long to wait after a
message is received before trying to deliver it, and the valid delivery times and
days. You can tell the system how many times to ring the delivery telephone
number before assuming no answer and how long to wait before trying again.
Finally, you can turn delivery to a particular telephone number on or off, and if
delivery is on, specify whether each message should be delivered as it arrives or
allowed to accumulate in batches. You can also program the system to deliver
only urgent messages.

The QuickStart Application Screen, Page 5 controls the initial message dédlivery
and notification settings for a Personal Directory page. Delivery features are
highly flexible. A wide range of situations can be accommodated. For an in-depth
discussion of the fields and options, see the Reference Manual.
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Access Codes

Let's look at the other individual subscriber options available on the Personal
Directory page. These control subscriber access to certain features and control
how to transfer calls and take messages for the subscriber. Since a guest does not
have an extension, these features do not apply to guests.

The many access, transfer, and message taking options have been preset by your
installer to best meet your initial needs. These features make the system
adaptable to wide range of situations. The QuickStart Application Screen, Page 5
contains the initial settings used for any new Persona Directory page.

WEe'll ook at these features briefly. For a detailed discussion, see the Reference
Manual.

Access lets you configure an individual subscriber’s ability to do key things on
the system. You can enter a series of one-letter access codes to grant or deny
particular system features to subscribers. For example, placing the letter R in this
field prevents a subscriber from redirecting messages- There are many valid
access codes and they can be used in many combinations. Access codes are set
initially by your installer.

Access Code Options Window

The system provides a special pop-up window to remind you of the access codes
and what they do. Take alook...

........... ‘ i g T-0R [AME SORT|
Name: Aaronson EYSTEM MANAGER
Personal ID: 8890 Voi ce  nare: 0:02 )
Extension # ID 890 Hol d/ Archive mggs: 0 /2  days
== ACCESS CODE o] Press ESC to Exit 3
A [ 1No Setup Qptions J [ 1 Unused S [ Can't Send Message
B [*] No Rec’t Summary K {1 Can Edit Hol ding T { Tradi tional Order
C [*] No Public Notify L | 1 Message Length U Not to Subscribers
D[ 1 Not in Directory M| 1 Menu Mode v No Private Message
E [ 1 Messages by Ext N [ 1 Hands-Free Play W No Future Delivery
F[1 First-Tine Enroll 0[] No AOd Mssages X No Recei pt Request
G| 1Can't Edit Geet P [ 1 No Public Message Y No Open G oups.
H [ 1 Unused Q11 No Urgent Message | 2 Aut onati c Receipts
I [ 1 Unused R [ 1 Can't Redirect
[Press Tl ¢ TaB or shifl.-TAB to mve; Press SpPACE to add or renove a code==
Figwe 2 The Access Code Options window
Press: (E] The ACcESS cobe CPTIONS window is
displayed.
Press: The cursor moves to the first access code
option.

Each access code option is listed, along with a brief description of what the code
does. Also notice that an additional description of the access code appears in the
one-line help at the bottom of the screen. You may press and

repeatedly to move through the list of access codes. Watch the
bottom of the screen to see how the one-line help changes as you move from
code to code.

Press: (Tab%s) (Tab%5) (Tab's) The help information at the bottom of the
screen changes for each access code.
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Call Transfer

Check the Codes for Subscribers Used in these Lessons

For the purposes of these lessons, we want to make sure Chris Aaronson has
a particular set of access codes. These codes will be different, depending on
whether your system is set for aphabetic access or numeric access. (If you are

not sure how the system is set, check with your ingtaler before continuing.)

Look at the access codes assigned to Chris, and check to make sure the codes
maich the ones for Chris shown in the table below. If your system uses keypads
without letters, make sure the E  access code is included.

For systems set for alphabetic access:

Subscriber Access Codes
Aaronson,  Chris PCFQVWX
All Other Sample Subscribers PCQVWX

For systems set for numeric access:

Subscriber Access Codes
Aaronson, Chris PCEFQVWX
All Other Sample Subscribers PCEQVWX

If the codes do not match, use the and keys to highlight
the bracketed field next to the description of the code you want. To add or

remove a code, press (SpaceBar),

Take another minute to check the Persona Directory pages for the other sample
subscribers: Xavier, Yae, Yeoman, Ying, Zaftig, Zeler, Zink. Press

severd times to see their Personal Directory pages. Make sure their access codes
match those in the table below. Note that only Chris Aaronson has the F
access code.

When you have finished checking the access codes, press severd times
(or use the “Jump” command) to return to Chris Aaronson's Persond Directory
page and continue our tour of the Persona Directory Screen's fields.

and Message Taking

Transfer -» Geeting -» Action is thearea of the page that controls
what happensto a cal after it is transferred by the sysem. Trandfer? can be
set to Yes or No. As you have seen in cregting the samples, a setting “no

transfers’ causes the system to take a message immediately. When this field is set
to Yes, the voice mail sysem will trandfer to the number shown in the diding
field immediately to the right. Thisis usudly x, meaning trandfer to the number
shown in the Ext ension # |1 D fidd. Note that, while often the same, the
system Extenson # ID and a subscribers actua telephone extension number can
be different. This is often exploited to overcome extenson numbering limits on
some types of telephone equipment. It has other uses, too. For example, two or
more subscribers might share the same telephone station.
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Summary

Holding? set to Yes allows calers with touchtone telephones to hold when
the extension is busy, by pressing 1. You can also set this field to Vox to alow
callers without touchtone telephones to hold by saying “Yes'. Setting this field to
No turns off call holding.

Other field settings in this area control whether the system waits for an answer
(and the number of rings to wait) and other transfer and call screening options.

The -> Greeting section of the screen shows whether the subscriber has
recorded a standard and an alternate greeting message. A subscriber records his
or her optional greetings from the telephone. You can aso do this with local
connect as system manager. You'll record a greeting and a name from the
telephone in the next lesson.

The -» action section controls how the system handles the call after the
caller hears the subscriber’s greeting. In most cases, this will be set to
Take-msg.

Maxmsg controls how long, in seconds, a single message from an outside caller
to a subscriber may be. Edi t S ? controls whether an outside caller is given
the option to review, add to, or redo a message.

In addition to the access codes expanded window, the Personal Directory page
aso has an “expanded” mode that allows you to set up advanced transfer
options for subscribers. You took a look at the expanded mode in Lesson 2. The
fields on the expanded transfer options window set additional call transfer and
screening options using letter codes that enable certain features.

The fields also tell you which greeting is active, set additiona transfer options
after callers leave a message, and set up call transferring based on single
touchtones. See the Reference Manual for details on using these options.

Thisis the end of Lesson 3. You have now learned 90% of the routine keyboard
work that you'll perform as system manager. Once you complete the initial start-
up and training phases with the system, you'll spend relatively little time at the
console. Most of your keyboard-related work as system manager will then
concern adding and editing subscriber and guest information.

In the remaining lessons, you'll move from working at the console to
concentrating on using the system by phone, as a zubscriber. Therefore, please
review the topics covered in this lesson carefully.
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Key Topics and Terminology

Adding a subscriber

How an “extension number” is used by the system
The definition and use of a “Persond ID”

The cause of a “duplicate ID” warning message
Assigning system manager status

Editing commands

Recording a name with local connect

Adding a subscriber’ s guest

Directory movement commands

Message notification options

Message delivery options

Command Functions

to add a new subscriber, add a guest, or change system manager status

to record a voice field

to start and stop local connect recording, add and remove access
codes from a pop-up window

to view expanded options from the Personal Directory or QuickStart
Application Screen, Page 5

/ to move highlight forward and backward
/ (¥) to move highlight up or down
/ (3] to move cursor |€ft or right

/ to delete characters at the cursor

[Home) / [End) to move to the first and last directory page
/ 2 then () to jump to a specific name or extension number

Additional Informafion

Please see these Reference Manual topics for discussions related to this lesson:

Call Holding

Call Transfer & Call Screening
Guests

Messages

Message Delivery

Message Waiting Lamps
Subscribers

System [Ds

Recording Voice Fields
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Lesson 4: Leaving &
Retrieving Messages

In this lesson, you'll switch from your role of system manager to that of a regular
subscriber. You'll learn to use the voice mail system from a subscriber's point of
view, leaving and retrieving messages. In addition, you'll learn how to review
messages aready heard, and how to redirect a message you have received into
another - subscriber's  mailbox.

WEel show you how easy it is to change your mind: you'll learn how to cancel or
redo a message you have aready sent, but that has not yet been heard by the
recipient. Finaly we'll show you how a subscriber can record his or her name
and a standard greeting by phone.

Overdl, this lesson will teach you what you, in turn, need to teach other
subscribers. The features demonstrated in this lesson can form the basis of your
own demongtrations of the system.

As in Lesson 3, the sample information you enter here will not affect your
working system. We'll show you how to erase al training samples a the end of
Lesson 5.

Before You Begin

For the exercises in this lesson to work, you need to make sure the access codes
on the Persona Directory pages for your sample subscribers have been set
correctly. (If you just checked the sample subscribers access codes in the last
lesson, you may skip this section.) Your installer may have set the default access
codes to give dl subscribers the enrollment conversation or specia delivery
options. For these lessons, though, we won't be using dl these features.

Alphabetic Access Versus Numeric Access

Your system may be set so that subscribers leave messages by spelling a name, or
by pressing a number. These last two lessons are designed to work whether you
are using aphabetic access or numeric access. The system will tell you whether
to spell a name or enter a number. The steps in the lessons aways show both
ways of using the system-just follow the step that applies to you.

If your system uses numeric access, your sample subscribers should also have the
E access code. (Check with your installer if you are not sure whether your system
is set for aphabetic or numeric access)

Let's take a look at Chris Aaronson’s access codes...
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Sign in to the system console as “Chris’...

Press: Pl ease enter your |D
Type: 8890 Quickstart APPLI CATION Page 1
is shown.

Go to the Persond Directory...

Press: PERSONAL DI RECTORy  for Chris  Aaronson
is shown.

Take a look at the Access field. If your system uses alphabetic access, the only
access codes in the field should be PCFQMWX.  If your system uses humeric
access, Chris' access codes should be PCEFQUWXK. If not...

Press: 3 3O &) The Access field is highlighted.

Add any missing access codes for Chris, or remove any extra ones.

For systems set for alphabetic access:

Subscriber Access Codes
Aaronson, Chris PCFQVWX
Ail Other Sample Subscribers PCQVWX

For systems set for numeric access:

Subscriber Access Codes
Aaronson, Chris PCEFQVWX
All Other Sample Subscribers PCEQVWX

Take another minute to check the Personal Directory pages for the other sample
subscribers: Xavier, Yale, Yeoman, Ying, Zaftig, Zeller, Zink. Press (Pgbn) to see
their Personal Directory pages. Make sure their access codes match those in the
table above. If your system uses numeric access, be sure your sample subscribers
have the E access code. Note that only Chris Aaronson has the F access code.

This code says the person will hear the enrollment conversation the next time he
or she calls the system.

If any access code letters are missing or needed, be sure to change them before
continuing this lesson.
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NOTE: This lesson assumes that your system uses the standard voice

prompts. If your installer has m-recorded the system prompts, the words you
hear may differ from those in the lesson text.

However, changes in prompt wording won't affect the touchtone steps shown
in the text-the intent of the lesson won't change. Y ou should note any
differences you hear (this will help you in your own lesson planning), and
continue with the lesson.

Once you have finished checking access codes, sign out of the system console.

Calling the System

In this lesson, you'll use the system as an ordinary caller. You'll practice leaving
messages both as an outside caller and as a subscriber.

For this lesson, you should be signed out of the system. You'll use the telephone
normally--not connected locally. In fact, you can complete this lesson from any
touchtone telephone-in your office or away.

NOTE: You should be signed-out from the system console to do this lesson.

The Enrollment Conversation

There are two ways to add subscribers to the system: console enrollment and
over-the-phone enrollment. Console enrollment means your installer, or you as a
system manager, enter all the information needed for each subscriber at the
system console, including the subscriber’s complete spelled name, recorded
name, Personal 1D, and Extension # 1D. When the subscriber callsin to the
system, everything is set up, ready to go.

Over-the-phone enrollment alows you to set up a range of voice mailboxes for
the extensions in your office, and then have subscribers enroll themselves by
phone, by listening to a special conversation. When a subscriber first calls in to
the system and enters the correct Personal 1D, the system enrolls the caller by
asking the subscriber to record his or her name, spell his or her name for the
automatic directory (if applicable), record a personal greeting, and set a security
code.

The enrollment conversation can save you time, because you don’t have to set
up subscribers' mailboxes for them. It can aso help subscribers learn about the
voice mail system, because it guides them through several of the most frequently
used features.

The F access codes (for “first-time caller”) means a mailbox is set up for
enrollment by phone. Since Chris Aaronson has an F access code, you can hear
the enrollment conversation by calling in as Chris. Let’ s try it now...

NOTE: Since it is hard to read and listen to the telephone at the same time,
read through the telephone steps before you Sart dialing!
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Dial the system. “'Hello, thisis. .
Press =: 8890 ‘Hello, and thank you for calling... ”

Answer the questions to emoll “Thank you! Your voice mailbox is now set up.
Chris Aaronson on the system.

Press =: 1 to confirm Chris’ new
mailbox settings, then hang up.

If your system’s subscribers are set up with the F access code, they will hear this
same enrollment conversation when they first call the system and enter their
Personal I1D. Plus, they will hear only the questions that apply to them. For
example, when you just listened to the enrollment conversation as Chris
Aaronson, the system skipped asking you to record a name, because in Lesson 3
you aready recorded a name for Chris using a local connection. Also, if the
system is set for telephone keypads with numbers only, the system does not ask
subscribers to spell their name for automatic directory assistance.

Leaving Messages

Now that Chris Aaronson is enrolled, and your other sample subscribers have
been enrolled from the console, let’s use their Persona IDs to leave and check

messages.

Outside Callers Versus Subscribers
The voice mail system categorizes messages in two broad groups:

m  Messages from outside calers (customers, clients, friends, etc.).
= Messages from one subscriber or guest to another.

So far, when we've used the term “outside caller” it has meant specifically “not a
subscriber” (and “not a guest,” as well). In reality, any caller--subscriber or

not-is considered an outside caller unless they identify themselves with a

Personal ID.

Y ou make the outside caller/subscriber distinction when the system first answers
your call. Unless you tell the system you are a subscriber, it will treat you as an
outside caller. Subscribers hear one kind of conversation, outside callers hear
another. Let's try it. Firgt, you'll leave a message for Hugh Yale as an outside
caller. Then you'll leave a second message as “ Chris Aaronson.”

Let’'s cal the system and dia Hugh's extension:

Dial the system. “Hdlo, thisis,.. "

Press =: 892 “Hugh Yale is not available right now. I'll record
your message at the tone. When you are
finished, hang up or tay on the line for further
options. »

(If you forgot to set Transfer? to No for Hugh, you'll hear “ ‘Please hold on
while | try that extension... * first or some other prompts. Y ou should press * * *
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to disconnect and be sure call transfer for Hugh is set to No before continuing
this lesson.)

Leave Hugh a short message...

Say: “Hi Hugh, thisisPat Johnson. I’m calling for ;o
more information on the new K-series super
widgets. Please call me at 555-1234.” ’

Shortly after you finish speaking, you'll hear...

“Thank you. Your message has been sent. "

“If you need further assistance, press the pound
key now. Thank you and goodbye.”

OR-
‘Press | to add to your message, 2 to listen to
it, the pound sign to re-record it or if you're
satisfied with your message, press the star key
to send it. Thank you. Your message has been
sent, !
Then...

A few seconds later, the system disconnects.

In this conversation, the voice mail system acted as an “automated attendant.”
The automated attendant feature frees your receptionist from the job of
transferring routine incoming calls. This feature can be used many ways. For
example, the voice mail system might answer all incoming cals. Or, a
receptionist might answer most or al incoming calls, depending on the voice
mail system as a backup during busy times. (Some organizations cannot use the
automated attendant feature, and instead use the system only for voice mail or
delivering audiotext to callers.)

Now leave a message as the subscriber Chris Aaronson, by dialing the system and
entering Chris' Persona ID.

Dial the system. “Hdlo, thisis... "

Press T 8890 “Chris Aaronson. Remember, I for Yes, and
2 for No. There are no new messages. Would
you like to leave any messages?’

Press =: 1 {for “yes’} ‘Please enter the first three letters of the
person’s last name.. . ” -OR-
‘Please enter the extension... ”

Press =: YAL ‘Hugh Yale. Press yes to confirm. "

or press extension =: 892

Press =: 1 {“yes'} “Okay, I'lf record your message now. ”

Say: ““Hi Hugh, I’ ve had seveml | ettersasking about

our new K-series super Widgets. Do we have
any sales kits ready for these yet?”

|
-
{oon
!
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Shortly after you finish speaking, you'll hear...

“Would you like to leave another message?’

Press =: 2 {for “no’] “There are RO old messages to review. Would
you like to access your Setup options?”

Press =: 2 [“no’} “Would you like to do anything else?’

Press =: 2 {“no’} “If you ‘d like to try an extension, you may do S0

now. See you later!”
Shortly after this, the system disconnects.

Rather than listen to these additional prompts, you can use a “* * *" shortcut to

disconnect immediately. Once you have finished speaking, press the “star”
touchtone three times in a row.

You have left Hugh messages both as an outside caller and as a subscriber. The
key point to remember is that the system treats you as an outside caller until you
press your Personal ID.

When you are calling another subscriber from a telephone extension, leaving
subscriber-tosubscriber messages is a one or two-step process, depending on
how your Comdial telephone system handles calls to an extension that doesn’t
answer.

Some Comdia telephone systems can forward your cal to voice mail if the
extension you call doesn’'t answer in a certain number of rings. With this set up,
you dial the extension number directly. Then, if the voice mail system answers,
you enter your Persona 1D and leave a message for the person you were calling.

When the Comdia telephone system can't forward unanswered calls to an
extension, you must hang up when there is no answer, and then dial the voice
mail system as a separate step. Your installer can explain the capabilities of your
particular Comdial telephone system and how it integrates with the voice mail
system.

Retrieving Messages

Retrieving messages is easy. You simply dial the system and enter your Personal
ID. If there are any new messages waiting, the system tell; you immediately. Call
in as “Hugh Yae€’ and retrieve the 2 messages you just left. As you do this, notice
how the system treats subscriber and outside messages.

NOTE: Since it is hard to read and listen to the telephone at the same time,
we'll present the telephone steps first and then discuss the key points after
you have hung up. For best results, read through the telephone steps before
you dart dialing!

Dial the system. “‘Hdlo, this is..
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Press =: 8892 “Hugh Yale. Remember, | for Yes, and 2 for No.
You have 2 new messages. "
Press =: 1 {for “yes’] “Chris Aaronson left one. Would you like to
hear it?"
Press =: 1 {“yes’} “The Message is.. ‘Hi Hugh, I've had several

|etters asking about our new K-series super
widgets. Do we have any sales kits ready for
these yet?".. . recorded today at {time}. For no
reply, press 2. Otherwise, I'll record your

message now... ”

Answer Chris  question...

Say: “Chris, I’'m expecting the new sales kits from
the printer this week Il let you know when
they arrive. ”

Shortly after you stop spesking...

“Your message box has a message. Would
you like to hear it?’

Your “message hox” is for outside calers...

Press ®: 1 {"yes"} “The message is... “Hi Hugh, this is Pat Johnson.
I'm calling for more information on the new K-
series super widgets. Please call me at  555-
1234. ' recorded today at {time}. There are no
further messages. Would you like to leave any
messages?”

Sip the remaining questions and hang up.

Press=:***

The system sorts your messages for you. Fird, it plays al your urgent messages,
then al your normal priority messages. The system aso  sorts messages by sender.
For example, if you have urgent messages from severa different people, it plays
al the urgent messages from one person first, then the urgent messages from the
next person.

The system aso uses many different prompts to help you keep track of where

you are and what you are doing. It aways tells you how many new messages you
have waiting. The system will give a count of messages or a count of messages

and ther total length in minutes and seconds. For example, the system might say,
“You have 3 new messages totaling 5 minutes and /5 seconds. " Message length is
activated by placing the letter L in the Access field of a subscriber’s Persondl
Directory page.

Notice that a subscriber does not have to identify him- or hersdf in a
message-Chris Aaronson’s recorded name was used to introduce the message.
On the other hand, an outside caler must gtill identify him- or hersef when
cdling.
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After a message is played, the system tells you when the message was left.

Asyou saw in answering Chris' question to Hugh, the system makes it easy for
you to carry on a voice mail “dialogue” with another subscriber. At the end of
any subscriber message, you can reply if you wish, and your reply is delivered
back to that subscriber automatically.

Reviewing and Redirecting Messages

Once you have heard a message, it becomes an “old” message. Old messages are
held for the time specified by the “hold” setting of the Hol d/ Archi ve msgs
field found on the Personal Directory. While the system manager can adjust this
individually for each subscriber, in most cases the setting is the same as the
default given on the QuickStart Application Screen, Page 5.

You may review old messages and hear them again. When an old message is
reviewed, the system gives you a chance to keep the message for a period longer
than the normal “hold” time. This is called “archiving” a message, and this extra
time is called the “archive” time. After you listen to an old message, it is deleted
immediately. If you wish to save it longer, you must archive it.

You can aso review and then redirect (or forward) a message to another
subscriber. “Redirecting” a message puts it in another subscriber’s mailbox as a
new message. When redirecting a message you can add an introductory
explanation.

Let's again dial the system. Assume that Hugh Yale just wants to review the
message from Pat Johnson (who was an outside caller) and give it to Mike
Yeoman for immediate action.

Dial the system. “Hdlo, thisis... ™

Press =: 8892 “Hugh Yale. Remember, | for Yes, and 2 For No.
There are no new messages. Would you like to
leave any messages?”

Press =:2 {for “no’} “You have 2 old messages to review. Would
you like to check them?”

Press o 1 {“yes'} “Chris Aaronson has an old message to review.
Would you like to hear it?’

No, you don’'t want to review the old message from Chris.

Press =: 2 {“no"} “Your message box has an old message to
review. Would you like to hear it?’

Press =:1{"yes’} “The message is... “Hi Hugh, this is Pat Johnson.
I'm calling For more information on the new K-
series super widgets. Please call me at  555-
1234. " recorded today at {time}. Would you like
to redirect this?”

Press=: 1[“yes’} “Please enter the first three letters of the
person’'s last name.. ”  -OR-
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“‘Please enter the extension...

Press =: YEO {the |etter “O} “Mike Yeoman. Press yes to confirm.”
or press extension =: 893

NOTE: If you hear Mike's box number (893) instead of his name, you
probably forgot to record his name when you added him.

Press =: 1 {"yes'} “Would you like to record an
introduction?
Press =: 1 (“yes'} “Okay, Il record your message now. "
Say “Hi Mike, please take care of Pat's request as

soon as possible. Ask Chris to let you know
when the new sales kits arrive. *

“I'll copy the message now... ”
After a short pause, you'll hear:

“Would you like to redirect this message to

anyone else?’
Press =: 2 {“no’} “Would you like me to archive this?”
Press =: 2 {“no’} “There are NO further messages. "

Press =: * * * and hang up.

If your system is set up for a telephone keypad with letters, you can “spell” a
subscriber's name using your system's “wildcard” (usualy 1 or 0) to subditute for
any letter you are not sure of. For example, if you weren't sure how to  spell Chris
Aaronson’s name, you could press AAL or  AAQ (the number zero) to hear a list of
names beginning with the letters AA. Remember though, you are spelling  with
touchtone letters. Since one number on a lettered keypad equals 3 or 4 possible
letters, a wildcard can sometimes produce unanticipated results.

For example, if you were looking for someone named Chris Aaronson by diding
“211" (in other words, A-somethingsomething), you would match al names
beginning with A, B, and C, since 2 “spells” al 3 of those letters on the system.
You should experiment with the wildcard and your own list of subscribers. This
will give you a feeling for how this feature works.

Subscribers who leave messages by number cannot use a  wildcard character
when leaving messages for subscribers or guests. These subscribers should keep a
lis of everyone's extenson number handy for quick reference when leaving
Messages.

“Dialing Ahead” for Advanced Users Only

So far, you have listened to each system prompt in its entirety. Once you have
become familiar with the system, you can save time by “diaing ahead.” Since
the system listens for your touchtone ingtructions as it speaks, it is posshble to
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jump directly to a desired action, answering in advance the questions you would
encounter. You simply enter the full sequence of touchtones all at once.

Try it yourself. Review Chris message and archive it...
Dial the system. “‘Hello, this is.. "

Enter Hugh's Persona ID...

Press®:8892 “Hugh Yale. Remember, I for Yes, and 2 for No.
There are no new messages. "

Now dial straight through to the point where Chris' message begins to play...

Press=:2 11 “Hi Hugh, I've had several letters asking about
our new K-series super widgets. Do we have any
sales kits ready for these yet?”

Interrupt the message and archive it...

Press®:221 “There are no further messages. ™

Press =:* ** _and hang up.

Other keypad shortcuts are listed in the subscriber User’s Guide. Once you know
the system, you can dial ahead or press special speed key codes to jump directly

to the options or features you use most. Skipping familiar prompts makes the
system even faster and easier to use.

Canceling an Undelivered Message

A subscriber may cancel any message he or she has sent but that has not yet
been heard by the intended subscriber. This is an important feature. Rather than
making someone listen to an outdated message followed by a second ‘“‘never-

mind-my-last-message” message, you can cancel unheard messages when
conditions change. Try this yoursdlf.

Assume the new sales kits that Chris Aaronson asked Hugh Yale about have
arrived. Hugh's last message to Chris said he was expecting them during the
week. Call the system as Hugh Yale and cancel this message to Chris...

Dial the system. “Hello, thisis... »

Enter Hugh Yae's Persona ID...

Press®:8892 “Hugh Yale. Remember, | for Yes, and 2 for No.
There are no new messages. Would you like to
leave any messages?”

Press =: 1 {for “yes’} ‘Please enter the first three letters of the
person’s last name.. " -OR-
“Please enter the extension...

Press o; AAR “ Chris Aaronson. Press yes to confirm. "
or press extension =: 890
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Press =: 1 {“yes’} “This person hasn't heard your last
message. Would you like to review it? "

Press =: 1 {"yes’} “The message is... ‘Chris, I'm expecting the
new sales kits from the printer this week... ' ”

Interrupt the message...

Press =: 1 {“yes"} “Would you like to cancel this message?’

Press =: 1 {“yes'} “Would you like to leave this person an
additional  message?”

Press =: 1 {"yes'} “Okay, It record your message now. "

Say “Chris, the new sales kits are here now. ”

Press=:*** | _and hang up.

This message replaces your previous message. If you wanted to cancel the
message without leaving a replacement, you would smply press 2 (for no) a the
“additiond message”  question.

Recording a Personal Greeting

A subscriber’s persona greeting is an optional message that is played before a
caler's message is taken. Without a greeting, a caller hears:

“<Subscriber’'s name> is not available right now. I'll record your message now.
Please stay on the line For further options.

-OR-

“<Subscriber’s name> is on the phone now. I'll record your message now. Please
gtay on the line for further options.

A gregting “personalizes’ the voice mail system. Calers are more likely to leave a

message when they hear an  up-to-date persona greeting in the subscriber's own
voice.

Subscribers can record two different greetings. a standard greeting and an
dternate greeting. In mogt cases, you'll record a standard greeting for when you
are in the office as usud. You'll use the dternate greeting for specia purposes,
such as when you are out of the office or on vacation.

Since a greeting can be recorded from any telephone, a subscriber can quickly
switch between his or her standard or aternate greeting to meet the current
situation. This feature is great for when a subscriber’s plans change suddenly or
the subscriber will be away from the office for an unusua amount of time. If you
are a system manager, you should encourage subscribers to a least record a
standard greeting and change it routinely.

You can record a greeting by accessing setup options. Try this yoursdf. Cal in as
‘Jan Xavier" and change your persona greeting.

Dial the system. “Hello, thisis... ”
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Press =: 8891 “Jan Xavier. Remember, 1 For Yes, and 2 for No.
There are no new messages. Would you like to
leave any messages?’

Press =: 2 {for “no’} “There are no old messages to review. Would
you like to access your setup options?’

Press =: 1 {“yes’} “Would you like to change your personal
greetings?

Press ;1 {“Yes'} “Your current greeting is... ‘Jan Xavier is not

available right now. " Would you like to switch to
your alternate greeting?’

Press=: 2 {“no"} “Would you like to rerecord your standard
greeting?’

Press =: 1 {“yes’) “Okay, I'll record your greeting now.”

Say: “Hi, thisis Jan Xavier. I'm attending the

I nternational Widger Roundupin Vienna. I'll
be away from the office until next Thursday. If

you need help or information before then,
please call Chris Aaronson at extension 890.”

Shortly after you finish spesking...
Press=: * ..to stop recording
Then...

Press=:*** _ .and hang up.

Now, when callers reach Jan Xavier's voice mailbox, they will hear this greeting.
Try it yourself as practice.

Dial the system as an outside caller.
Dial Jan’s extension: 891.

Listen to the greeting.

Leave a message, if you like.

NOTE: Remember to remind subscribers to include their name as part of the
greeting. The recorded name is not played when there is a personal greeting
recorded.

For more information and suggestions about using personal greetings, see the
Reference Manual.
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Recording a Subscriber’'s Name by Phone

In addition to recording a greeting, one of the first things a new subscriber must
do is personalize his or her name. When you first add a new subscriber to the
Personal Directory, you may record the subscriber’s name yourself, using local
connect. (Your installer may have aready done this for each enrolled subscriber
on your new system.) Or, if subscribers enroll themselves using over-the-phone
enrollment, they are asked to record a name then.

A subscriber can aso change his or her recorded name by phone at any time.
This is done as part of a subscriber’s setup options. A subscriber can control
many settings of his or her Personal Directory, by phone, using the “setup
options’ conversation.

These setup options include call transfer options, message delivery options, group
maintenance and personal options.

Cdl in as“Jan Xavier” and try this yourself.

Dial the system. “Hello, thisis... ”
Press =: 8891 “Jan Xavier. Remember, | for Yes, and 2
For No. ” :
Press 2:2 2 2 [skip to end} “Would you like to access your setup options?”
Press =: 1 {“yes’} “Would you like to change your personal
greetings?”
Press =:2 {for “no"} “Would you like to change your groups?”
Press =: 2 {for “no"} “Would you like to change your transfer or
delivery options?”
Press ®:2 {“no’} “Would you like to change your personal
options?”
Press o: | {"yes"} “Would you like to set your security code?”

Skip this option for now...

Press =:2 {“no’} “Would you like o change your recorded
name?”

Press : 1 {“yes"} “Your recorded name is currently.. ‘Jan Xavier'.
Would you like to change it?’

Press #: 1 {“yes'} “Okay, state your name at the beep. Press star
when you are finished.

Say: “Jan Xavier”

Press =; *

Press “star” to signal the end of the recording as soon as you stop speaking.
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“Your new name is. Jan Xavier’. Would you
like to change it?"

Press =:2 {“no’} “Would you like to change your spelled name?”

Press = * * * . _.and hang up.

If you'll be a system manager at your company, you' Il often show other
subscribers how to record their names. You should practice recording Jan
Xavier's name until you are comfortable with the steps. There are two important
things you should point out to subscribers during training:

B To keep conversations flowing smoothly, names shouldn’'t have long leading
or trailing pauses. Speak immediately when the voice mail system finishes
saying “ Okay, state your name at the beep. Press star when you are finished.
Explain to subscribers that pressing “star” immediately when finished
diminates the trailing pause.

= Remind subscribers to experiment with the loudness of their voice and the
distance at which they hold the handset microphone from their mouths
when speaking. It will only take a few tries to get a good sounding
recording. In short: encourage subscribers to listen to their recordings and
experiment until they are comfortable with the sound quality, speaking
speed, and intonation.

Setting a Subscriber’s Security Code

In addition to recording a greeting and name, a new subscriber should set a
security code. A security code protects a subscriber’s voice mailbox from
unauthorized use. When you first add a new subscriber to the Personal Directory,
you'll set a Personal ID at the console. (Your installer may have already done this
for each enrolled subscriber on your new system.) However, the subscriber is the
only person alowed to create a security code for the mailbox.

A security code is similar to a Personal ID in that the subscriber enters it on the
touchtone pad in order to retrieve his or her messages. A security code is
different from a Personal ID in that a subscriber can choose not to use one or
can change it whenever he or she wishes. This is done as part of the enrollment
conversation, and as part of a subscriber’s setup options.

A security code differs further from a Personal 1D in that the code is totally
secret-it is never displayed on screen or in any system reports. A system
manager can not set another subscriber’s security code at the console or
anywhere else. Only the subscriber can set the code, and only by phone.

Cdll in as“Jan Xavier” and try this yourself...

Dial the system. “*Helo, thisis. . ”
Press : 8891 “Jan Xavier. Remember, | for Yes, and 2
for No. ”
Press =: 2 2 2 { skip to end} “Would you like to access your setup options?”
Press & 1 {“yes'} “Would you like to change your personal

greetings?’
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Press =: 2 {for “no"} “Would you like to change your groups?’
Press =: 2 {for “no"} “Would you like to change your transfer or
delivery options?”
Press ®:2 {“no’} “Would you like to change your personal
options?’
Press ®: 1 {“yes’} “Would you like to set your security code?”
Press = 1 {“yes'} “Choose a code that you will not forget. The

code should be 3 to 70 digits. Please enter your
security code now. Press star (*) when you are
finished.

You may now enter up to 10 touchtone digits. The code should be something
you will remember, but not something other people could guess. For this lesson,
we'll make it as easy as“1 . 2".

Press=: 12 * “‘Please reenter your new security code to
confirm it. Press star when you are finished.

Press=: 12 * “Your new security code has now been
activated. Would you like to change your
recorded name?'

Press=:*** _.and hang up.

Now, when Jan cals in and enters her Persond ID, the system will prompt her to
enter her security code before greeting her. Let's try it now...

Dial the system. “‘Hdlo, thisis. .. ”

Press =: 8891 “ Please enter your personal security code. ”

Press =: 1 2 “Jan Xavier. Remember, | for Yes, and 2
for No.

Press=:*** _.and hang up.

Note that the system did not spesk Jan's name until her security code had been
entered  correctly.

Since this will be one of the first things you'll show other subscribers how to do,
practice changing Jan Xavier's security code until you are comfortable with the
steps to do it.

Write down Jan's final security code here, as you'll need it for the next lesson:

Subscriber Personal ID Security Code

Jan Xavier 8891
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Summary

Thisis the end of Lesson 4. Y ou have experimented with most of the basic tasks
a subscriber does on the system. You should be thoroughly familiar with these
basic functions.

In the next lesson, we'll discuss some of the special touchtone controls a
subscriber can use with messages, and look at how message groups are created
and edited both at the console and by subscribers by phone.

One area we haven't covered in this lesson is the specia delivery options that
subscribers may use to make their messages urgent, private, delivered at a future
date and time, or to request an explicit return receipt. A subscriber can add one
or more of these delivery options to a message. These options are discussed in
detail in the Reference Manual.

Before you continue with Lesson 5, spend time with the basics of leaving and
retrieving messages. Experiment with redirecting and canceling messages, as well.
Be sure you can clearly explain to a subscriber the steps required for recording a
name and setting a security code.

== You may experiment with any of the sample subscribers except Chris  Aaronson
and Hugh Yale. Please do not leave any messages for these subscribers or
retrieve any of ther existing messages. These sample subscribers need to
remain unchanged in order for the Lesson 5 examples to work properly.

Key Topics and Terminology

Leaving messages

The distinction between outside callers and subscribers
Retrieving new messages

Reviewing old messages

Redirecting messages to another subscriber

Diding ahead

Archiving messages

Canceling messages

Recording a subscriber’s personal greeting by phone
Recording a subscriber’s name by phone

Setting a security code

Touchfone Commands

® 1 for “yes’
T 2 for “no”

Additional Information

In addition to the subscriber’s User's Guide, please see these Reference Manual
topics for discussions related to this lesson:

m  Messages

n  Security Codes
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Lesson 5:
Message Groups

Message groups are a convenient way to deliver the same message to a group of
related subscribers. You can record the message once and have the system

deliver a copy of it to each subscriber in the group.

Subscribers can create and maintain their own message groups from any
touchtone telephone. As system manager, you can aso create and maintain
message groups at the console.

In Lesson 5, you'll create samples of the different kinds of message groups, both
by phone as a subscriber and at the console as system manager, and edit some
group  settings.

You'll practice leaving and retrieving group messages as a subscriber, and as part
of your continuing training as an expert subscriber, learn to use the specia
touchtone keys that control message recording and playback. Finaly, we'll
discuss setting and changing a security code as a subscriber and then show you
how to delete a forgotten security code as system manager.

NOTE: Don't confuse message groups with directory groups. Message
groups are used for sending the same message to several people at once.
Directory groups are for creating directory assistance using numbers instead
of letters. For more information on directory groups and numeric directory
assistance, see the Reference Manual.

Like each of the other samples, the message groups you'll create in this lesson
have been designed carefully to avoid conflicts with any actual groups used on
your system. At the end of this lesson, we give you step by step instructions for
deleting all of the training samples you have added in this and al previous
lessons.

Spelled-Name Versus Numbered Groups

Your system may use either spelled-name message groups or numbered message
groups. If you use spelled names, subscribers select a message group by spelling
the group’s name using letters on the telephone keypad. With numbered groups,
subscribers must first press a special System ID for numbered groups, then a
3digit group number.

This lesson aways give-s steps for both spelled-name groups and numbered
groups. You should follow the steps that apply to your system. The system will
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prompt you for the special System ID for numbered groups, if you need to enter
it. (If you are not sure whether your system uses spelled-name or numbered
groups, check with your installer.)

If your system uses spelled-name groups, you can go ahead and begin this lesson
now.

If your system uses numbered groups, before you begin this lesson, check to
be sure a special System ID for numbered groups has been set on your
system. Let's take a look...

Sign in at the system console as “ Chris’...

Press: (F2) Please enter your ID:
Type: 889(&Enter) Quickstart APPLICATION Page 1
is shown.

Go to the QuickStart Application Screen, Page 6...

Press: Quickstart APPLICATION Page 6
is shown.

(If your system has an optional feature package, you may have to press
more than once.)

Take a look at the ID for Num Groups field. (It is on Line 59.) If your
system uses numbered groups, there should be a number in this field. This is the
System ID the system will prompt you for, before you leave a group message.

Creating Message Groups by Phone

Creating a message group from any touchtone telephone is fast and simple.
Leaving a group message is as easy as leaving a message to a single subscriber.
Let’s create some sample groups for XY Z Widget Corporation. Then, you can
leave test messages and explore how the system works.

The system recognizes two kinds of groups:

®  Private group A private message group belongs to a single subscriber,
called the group owner. Only the group owner may leave messages for
group members. Other members can hear the group message, but they
cannot leave a message for the group themselves.

= Open group All authorized subscribers on the system can send messages to
open groups. Usually, a subscriber is authorized to leave messages for open
groups. Individual subscribers can be prohibited from creating open groups
by phone, and from leaving any open group messages by placing Y in the
Access field of their Personal Directory page.

You can also make a group have either “broadcast” or dispatch” distribution.
We'll talk about what this means in a moment.

Let’s go ahead and set up some message groups for XY Z Widget Corporation...
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If Your System Uses Spelled-Name Groups
XYZ Widget Corporation needs 3 spelled-name message groups. They are:

open or

Group Name Private? QOwner Distribution Members

| AAEverybody Open Jan Xavier  Broadcast All employees
AASales Private Hugh Yde  Broadcast Yeoman, Ying
AATechnical Open Chris Dispatch Zdftig, Zéeler,
support Aaronson Zink

WEe' ve started each of our sample spelled-name groups with an “AA” to keep
them together and to avoid duplicating an actual group name on your system.

If Your System Uses Numbered Groups
XYZ Widget Corporation needs 3 numbered message groups. They are:

Group Open or

Number Private? Owner Distribution Members

223 Everybody  Open Jan Xavier  Broadcast All employees
227 Sales Private Hugh Yde  Broadcast Yeoman, Ying
228 Technical Open Chris Dispatch ngtig, Zeller,

support Aaronson Zink

Let’'s create the first message group, calling in as the subscriber Jan Xavier. Then
you'll create a second private message group, caling in as the subscriber Hugh
Yale.

NOTE: Since it is hard to read and listen to the prompts at the same time,
read through the telephone steps before you start dialing! Be sure you
remember Jan Xavier's security code from the last lesson.

Dial the system. “Hello, this is... "
Press m: 8891 “Please enter your personal security code. "
Press #; Jan’s security code “Jan Xavier. Remember, 1 For Yes, and 2
for No. "
Press ®: 2 2 2 { skip to end} “Would you like to access your setup options?”
Press =: 1 {“yes”} “Would you like to change your personal
greetings?”
Press ®: 2 {for “no"} “Would you like to change your groups?”
Press =: 1 {for “yes’} “Would you like to create a new group?”

Press #: 1 {for “yes'} ‘Please enter the first three letters of the group s
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Press =: AAE
or press group number = 223

Then you'll hear:

Press =: 2 {for “no"}

Say:

Press =: *

Press =: 2 {for “no"}

Press =: 1 {for “yes'}

Next, you'll hear:

Press =: AAR
or press extension =: 890

Press =: 1 {for “yes'}

name... ” OR-
“ Please enter the three digits of the group
number.”

“The numbers corresponding to the first three
|etters of the group’s name are... " -OR-
“The group number is 223, ™

“Would you like to change this?’

“At the beep, state the name of the group. Press
star when you are finished.

“Everybody” -OR-
“Group number 223: Everybody™*

“The group’s voice name is Everybody. ” OR-
“The group’s voice name is Group number 223
Everybody.

“Would you like to change it?"

“Can others send a message to this group?”
“Open group created. Ready to add the first
member to this group. ”

“To add a member, please enter the first three
|etters of the person’s last name,.. " -OR-
" 'Please enter the extension num ber... "

‘Chris Aaronson. Press yes to confirm.

“ Added. To exit press star.

The system continues asking for members:

Press =: XAV
or press extension r: 891

“To add another member, please enter the  first
three letters of the person’s last name... ”* -OR-
“To add another member, please enter the
extension number. . .

“Jan Xavier. Press yes to confirm. ”

Add the rest of the members of XYZ Widget Corporation by following the
prompts. Either spell the employee’s name, or enter the extenson number. To
make it easier, here is each remaining employee's name and extension number:
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Last Name Extension Number
Yde 892
Y eoman 893
Ying 894
Zdftig 895
Zeller 896
Zink 897
NOTE: If you forgot to record names for these subscribers, they'll be
identified by mailbox number instead.

After you add Sue Zink to the group...

Press =: * To exit group maintenance.
Press=:*** To disconnect. Then hang up the
telephone.

Notice that any subscriber can create an open group by phone unless they have
the v access code. You don't have to be a system manager. If you include
yoursdlf in the open group, you will hear any messages others send to the group.
You cannot be a member of your own private groups, however.

Groups are selected by pressing the touchtones that correspond to the first three
letters of the group name, or pressing the group number. When you create
groups, it is best to choose a name or number that is unique. While duplicates
won't hurt anything, they do dow down the process of selecting a group by
touchtone.

The message group’s recorded name you choose should be easy to remember
and should sound appropriate following the prompt  “This is a message for.. ”
This is the prompt the system uses to announce group messages.

Create the AASales or 227 Sales private
message group for Hugh Yale.

Dial the system. ‘Hello, this is... ”

Enter Hugh's Persond ID...

Press = 8892 “Hugh Yale. Remember, ] for Yes, and 2
for No. "

Follow the prompts to finish adding the group. Be sure to answer No to the
question, “Can others send a message to this group?” This will make it a private
group. Use the chart below to add Mike Yeoman and Sue Ying to the group. Take
care not to include actual subscribers = otherwise, the system will deliver to
them the sample group messages you create.
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Last Name Extension Number
Y eoman 893
Ying 894

Editing Message Groups at the Console

You have now created the “Everybody” and “Sales’ groups by phone. Let’s sign
in at the console as system manager and verify that each group contains the
correct sample subscribers. At the console:

Press: Please enter your ID:

Type: 8890 Quickstart APPLI CATI ON Page 1
IS shown.

Press: GROUPS is shown.

You may have to press until you see the groups. Check to be sure that
CAPS, NUM, and INSERT are OFF.

If Your System Uses Spelled-Name Groups

If you have added spelled-name groups, look for a group named AAD. Note that
for spelled-name groups created by phone, the system automatically assigns a
3character name for the three touchtones the subscriber pressed for the group
name. For example, for AAEverybody, the system assigns AAD for the
touchtones 223. For AASales (227), the system assigns AAP. You can change
these names at the console, but remember that subscribers spell the group name
to select the group.

Change the spelled-name group AAE to AAEverybody.

If Your System Uses Numbered Groups

If you are adding numbered groups, the system uses the 3digit group number for
the group’s “name”’. Look for 223 in the Nane fied on the Groups Screen to find
the group containing al your sample subscribers.

Change the numbered group 223 to 223 Everybody.

The Groups Screen

Note that in the upper right comer of the screen, the system tells you that thisis
an Open Group of Xavier, Jan. Any authorized subscriber can send
messages to this group, but only Jan can add and delete group members by
phone. As system manager, you can also add and delete group members at the
console.

Subscribers in the group are listed last name first. Names run across the page
from left column to right column and then top to bottom. The area on the
screen labeled Last Cont acted gives the date and time a particular member
last heard a group message.
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When a group contains more than 16 members, you can use and to move
through the list. If you discover that you have accidentally included an actua
subscriber in a sample group, deleting the mistake is easy. Simply highlight the
member you want to delete from the group, press (F7), and confirm your
deletion.

If Your System Uses Spelled-Name Groups

Press to move to the next group, labeled AAP. This is the page the

system added for the AASales group owned by Hugh Yale. Note that the upper
right comer of this screen saysPrivate Goup of Yale, Hugh. Sinceitis
a private group only Hugh Yale can send messages to this group, or change its
members by phone.

Change the spelled-name group AAP to AASales.

If Your System Uses Numbered Groups

Press until you find the next group you added, labeled 227. This is the
page the system added for group number 227 Sales owned by Hugh Yale. Note
that the upper right comer of this screen says Private Group of Yale,
Hugh. Sinceit is a private group only Hugh Y ale can send messages to this
group, or change its members by phone.

Change the numbered group 227 to 227 Sales.

Creating Message Groups at the Console

As system manager, you can also add groups at the system console. Let's add the
last message group for the Technical Support department now...

lets you add a new Groups page...
Press: ADD MENU is shown. Menber is highlighted.
We want the message group to be an open message group...

Press: (SpaceBar) Qpen G oup is highlighted.

Press: (CEnter) Enter group nane:

The page movement controls you learned to use for the Personal Directory
Screen work for the Groups Screen, too. These conirols are summarized on page
53.

The Technical Support group is for delivering a message to the Technical Support
department at XYZ Widget Corporation. Since it is an open group, any authorized
subscriber can leave a message for the Technical Support department.

Type: AATechnical Add Aaronson, Chris as
Suppor t group owner (Y/'N)?

or type: 228 Techni cal
Support

Press: GROUPS page is added.
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Once a message group page is created, you add the names of the subscribers
who belong to the group. This is done using the Add command, as well.

Press: ADD MENU is shown. Menber is highlighted.
Press: (=Enter} Enter |ast name:

You can add members in any order you desire, dthough for large groups it is
fastest to work in aphabetica order.

Type: ZAF (Enter) Do you want to add ZAFTIG PAT
(Press ESC to quit)? (Y/'N):

Notice that you only have to type enough of a subscriber’s name to identify it to
the system.

Press: Zaftig, Pat added to the group.
Do you want to add...

Since a message group contains severa subscribers, the system tries to smplify
the process of adding members for you. It will continue from the current
subscriber forward through your entire list of subscribers. Since the remaining
XYZ sample subscribers names begin with the letter Z, you should be able to
add them quickly.

% |f you have any actual subscribers whose names begin with  Z, you'll have to
work carefully to skip over them--answer “‘No” rather than pressing
(e

Press: (<Enter) Do you want to add ZELLER NELL
(Press ESC to quit)? (Y/'N):

Press: (&Enter) Do you want to add ZINK, JAY
(Press ESC to quit)? (Y N):

After you add Jay Zink, press (Esc) to return to the Groups page for the Technical
Support group. Use a “local connect” telephone to record a name for the group.
(Refer to Lesson 2 for a reminder of how to record a name using “loca
connect.”)

If you are addii spelled-name groups: When you record the name, say
“Technical Support” rather than “AA-Technical Support”.

If you are adding numbered groups: Be sure to include the group’s number in
the recorded name. For example, say “Group number 227: Technica Support”.

Broadcas t \Versus Dispatch Distribution

We mentioned earlier that in addition to being “open” or “private” a message
group can have ether a “broadcast” or “dispaich” distribution. This controls who
receives the message: al members or just one group member.
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=  Dispatch With dispatch distribution, the first member to listen to the
message is the only person who receives it. This is useful in any application
where a group of subscribers are equally responsible for a task. For
example, a dispatch group might be used for assigning service jobs. The first
service person to hear a message takes the job.

= Broadcast With broadcast distribution, each member receives and hears
the message. Note that the word “broadcast” does not appear on the Group
page. A group uses broadcast distribution when Dispatch? is set to No.

Let's change the Technical Support group to a dispatch group. On the Groups
page...

Highlight Dispatch

Type: v (ZEnter) Dispatch field changes to Yes.

Groups and Guests

Group messages can only be left by subscribers. Guests cannot leave group
messages, although guests can be members of a private group owned by their
host subscriber. For example, Jay’s guest, Drew Zonder, could be made a

member of any private message group belonging to Jay. Then, when Jay leaves a
message to the group, Drew would receive it along with the other, regular
subscriber members of the group.

Since the guest-host relationship is between two people only, guests cannot be
members of an open group.

Leaving and Retrieving Group Messages

In this part of the lesson, you'll leave and retrieve a group message for practice.
At the same time, you'll learn how to use some additiona touchtones that let a

subscriber control message playback and recording. You'll use the telephone as a
subscriber in these examples.

First, we'll show you a problem that commonly arises during training, when you
are often practicing as a subscriber and system manager at the same time.

You should still be signed in and at the Groups Screen.

System Manager/Subscriber Conflicts

The system won't let you use the system as a subscriber and system manager at
the same time. Try it yourself now...

Dial the system. “Hello, this is... ”
Press ®: 8890 “Chris Aaronson”
So far, so good, but then the system says...

“I'm sorry, | can’t talk to you now. Please
call back. ”
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. ..and then starts over at the beginning of the conversation.
Press = * * *
. ..and hang up.

Since you are currently signed in as “Chris Aaronson” at the system console, you
can't call into the system as Chris, too. The system recognizes the conflict restarts
the system conversation. Don't confuse this with the local connect feature; you

simply can't be signed in as a system manager and call as a subscriber at the
same time.

This aso affects any subscriber whose Personal Directory page is displayed on
screen during routine work at the console. For example, say that you had Hugh
Yae€e's Personal Directory page on screen now. If Hugh were to call in and enter
his Personal ID, he would also hear “I'm son-y, | cant talk to you now. " Keep this
in mind when you are working in the Personal Directory. Do your work quickly
and move to a different screen, or sign out, as soon as you are through.

Pausing While Recording

When you are leaving a message as a subscriber, you can pause the recording
process to collect your thoughts, find a reference, or deal with other short
disruptions. Touchtone “8” pauses a recording.

Sii out of the system. The Banner Screen appears.
Now, let's call into the system as “Chris Aaronson” and leave a message for

“Everybody.” While recording the message, you can practice using the “pause’
touchtone.

NOTE: If your system uses numbered groups, the system tells you the System
ID to press to leave group messages. |n the steps below, we use 77 for the
System [D for numbered groups. If this System ID is different on your system,
the system will prompt you for a different number.

Dial the system. * ‘Hello, this is... "
Press = 8890 “Chris Aaronson. Remember, 1 for Yes, 2
for No. You have one new message. Would you
like to hear it?"
Press =:2 {for “no") “Would you like to leave any messages?’
Press =:1{“yes’} ‘Please press the firgt three letters of the
person’s last name.. ”  -OR-
“‘Please enter the extension or 77 for groups.
Press =: AAE “‘Everybody’ ”  -OR-
or press =: 77 223 “Group number 223: Everybody” .

Then, you'll hear...
“ Press yes to confirm.
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Press =: 1 {"'yes’} “Okay, 1’11 record your message now. "

Say: “Hi. We' ve changed administmtors for the
group health insumnce plan. Coverage is now
through Metro I nternational Insurance. This
change takes effect next Monday, the 21st. For
details, contact May Howard Her extension
is...”

Whoops! You forgot the extenson number and need to look it up...

Press =: 8 “Recording paused. Press pause to continue
recording. ”

Touchtone “8" pauses the recording for up to 2 minutes. You must press  “8”
again within this time to complete your message. During the pause, the system
will repeat “Press pause to continue recording” once every 40 seconds.

If you don't resume recording within 2 minutes, the system will disconnect. It will

aso assume that your message was complete and send it to the named
subscriber or  group.

May Howard's number is close a hand...
Press =: 8

Say: “..331. Please |leave me a message if she
can’t answer your questions about the plan. ”

Shortly after you finish speaking...

“Sending group message. Would you like to
leave another message?”

Press = * * * _and hang up.

Repeating and Skipping Parts of a Message

The message has been left to everyone in the sample group. Cal in as Hugh Yale,
and retrieve this message. As you listen to it, we'll show you how to use
touchtone “7" to move backward through the message to repeat part of it, and
touchtone “9" to forward and skip part of a message.

Dial the system. “Hello, this is... ”

Press =; 8892 “‘Hugh Yale. Remember, | For Yes, 2 For No.
Chris Agronson left a message. Would you like
to hear it?”

Press =: 1 {*yes”) “This is a message for Everybody”. OR-

“This is a message for Group number 223
Everybody.
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Then, you'll hear. the message...
“The message is... ‘Hi. We've changed
adminigtrators for the group health insurance
plan... ' "

Listen to the message up to the end of the telephone number. Assume you
missed the telephone number because Chris spoke too fast...

press =; 7 “ Howard Her extensonis 337..."

Touchtone “7” lets you “back up” a message by reversing it dightly as it plays
back.

Press=:77 “adminigtrators for the group... ”

Touchtone “9” lets you “fast forward” an equivalent amount of time. Try it now...
Press =: 9 “is 331. Please leave me a... ™

Pause works during playback, too.

Press =: 8 “‘Playback paused. Press pause to continue
playing.

The portion of Chris message you actualy hear will vary somewhat.

Press =: 8 “-message if she can't answer... ™

Press =:* * * . _and hang up.

Touchtone “7" and “9” work during playback only. Touchtone “8" works during
recording and playback. By “recording” we mean only during  message recording.
Pause does not work when you are recording a name or greeting by phone.

These touchtone controls are available when you are signed in as a subscriber.
None of these touchtone controls works with local connect.

Other Special Touchtone Controls

Two other specia touchtones let a subscriber control the progress of the system's
conversation. These are the “#" or “pound” key touchtone and the “*” or “sa”
touchtone. You have aready used “** *” to skip everything and disconnect.

For example, if you were to reach a point in the conversation where the system
says “Okay, I'll record your message now, ' pressing “star” once would let you
skip leaving the message.

“*" is dso useful for ending a recording. After you stop speaking, it takes a few
seconds for the system to recognize that you are finished. This keeps the system
from cutting you off prematurely. On the other hand, you can save these few
seconds by pressing “*" immediately after you have finished spesking. This is
dso useful for preventing pauses a the end of names. You used this in the last
lesson when you recorded Jan Xavier's name.

“#" repeats a prompt or pat of a prompt, just like the “7" touchtone does during
message playback. It reverses a prompt by the number of seconds specified in
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Personal IDs

the fidd Ski p back tinme on # located on the QuickStart Application
Screen, Page 6. Note that “#” touchtone can subgtitute for “7" during message
playback, but the “7" touchtone only works for moving backward through
messages, not voice prompts. You can also press the # key to stop recording and
immediately start over if you make a mistake when you are leaving someone a

message.

Overdl, “*” and “#" have many uses during a conversation with the system. See
the User's Guide for more detalls.

NOTE: Some or al subscribers can aso use a specid menu mode instead of
lisening to yes-and-no questions. For these subscribers, the  “* and “#° keys
ae used differently from the yes-and-no conversation.

Versus Security Codes

Each subscriber has a “Personal ID.” This is usudly “8" plus the subscriber’'s
extenson. This scheme is easy to remember and quick to dia. But Persond  IDs
are not intended for system security. They simply distinguish a subscriber from an

outsjr?e cdler: outsde cdlers hear one kind of conversation, subscribers hear
another.

Obvioudly, using the default scheme, any subscriber can figure out any other
subscriber's Persond ID. Worse, an outside caler who misdias an extension
number might be mistaken for a subscriber.

The system solves this problem by adding a “security code.” This second code
can be entered and changed by a subscriber by phone-the system manager is
not involved. Security codes can be up to lo-digits (or touchtone letters, if the
system’s keypad has letters on it) long and a subscriber can change his or her
security code as often as desired.

As system manager, you should encourage each subscriber to set and use a
security code. As you have seen in Lesson 4, setting and changing a security
code is included in the “setup options’ part of the subscriber conversation. (It is
dso pat of the enrollment conversation, which your ingtaler may have
programmed for you.)

It is easy to tell whether a subscriber is using a security code. When a subscriber
has set a security code, the letters SC are added to the end of the Personal
ID field on the subscriber's Persona Directory page.

Deleting a Forgotten Security Code

If a subscriber forgets his or her security code, you cannot look the code up, but
you can delete it at the system console. This dlows the subscriber to immediately
cal in and set a new security code as part of their setup options. Here's how:

L Display the affected subscriber's Personal Directory page.

2. Press (the Delete command). You'll see the DELETE MENU.
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3. Pressthe (SpaceBar) twice to highlight Security Code. Press
(&=Enter). The system asks you "Do you want to delete the
SECURI TY CCDE for this subscriber?”

4. Press (CEmE)

5. Have the subscriber immediately call in and set a new security code.

NOTE: The Personal ID for a system manager does offer system security.
Unlike other subscribers' Persona IDs, a system manager’s Personal 1D should
be changed at the console, and changed often. A system manager’s Personal
ID should not be based on his or her extension number. For added security,
the Personal ID used must not be easy for another person to guess and
should have 5 or more digits. You may also set a security code for a system
manager.

Summary

Lessons 3, 4, and 5 have given you a thorough overview of the basic tasks a
system manager performs. They’ve also taught you how to use the system from a
subscriber’s point of view. This will help you train others to use the system.
Overal, you understand how to add subscribers and guests, how to create
message groups and add group members, and how to leave and retrieve
messages.

Key Topics and Terminology

Spelled-name groups versus numbered groups

System ID for numbered groups

Creating message groups

Group ownership

“Private” versus “open” message groups

Group types: “broadcast” versus “dispatch” distribution
Restricting subscribers from leaving open group messages
The participation of guests in groups

Leaving and retrieving group messages

The meaning of “I'm somy, | can't talk to you now’
Pausing while recording and playing messages

Repeating or skipping part or al of a message ‘
Repeating and skipping prompts P
Starting a recording over if you make a mistake o
The difference between Personal [Ds and security codes
How a subscriber sets a security code

How the system manager deletes a forgotten security code

Touchtone Commands

= 7  to reverse during message playback

8 to pause during message recording or playback
T 9 to skip forward during message playback

= *  to skip prompts or conversations

T # toreverse prompts and to start over a recording
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Additional Information

In addition to the subscriber's User's  Guide, please see these Reference Manual
topics for discussions related to this lesson:

s Guests
= Message Groups
»  Security Codes

For Further Study

There are several advanced features that we did not discuss in these lessons.
These features may have been configured for you by your instaler.

While you don't need to understand these features to be a successful system
manager, they do represent the “heart” of the system’s flexibility and adaptability
to many gtuations.

These Reference Manual topics explain these features and may spark ideas for
additional uses of your new voice mail system:

Directory Assistance

Interview Boxes

Operator Box

Port Applications

Public Interview Box & Public Messages
Reports

Transaction Boxes

A Note on Quick Option Menus

While these lessons focused on the voice mail system’s I for Yes, 2 for No
conversation, you can also set up any or al subscribers to hear quick option
menus for al voice mail features, instead of the usua yes-and-no conversation.
You may want to try the system’s menu mode yourself, so that you are familiar
with it, and can tell other subscribers how it works.

Setting up menu mode is easy-dl you have to do is add the M access code to
the Access fidd for any subscriber who prefers hearing menus. Using quick
option menus is discussed in the Subscribers chapter of the Reference Manual, as
well as in the system’'s User’s Guide.

Experimenting With Your System

You are now in a postion to experiment until you are comfortable with the
system and its key features. You have sample subscribers, a sample guest, and
three sample message groups.

In addition to leaving and retrieving messages, both as an outside cdler and a
subscriber, try the following exercises to practice your new skills.

= Leave a message to Drew Zonder (Jay Zink's guest) and then call in as Drew
to retrieve it. Note how a “guest” conversation progresses and the options
avallable to guest subscribers.

= Record greetings and names acting as a subscriber. Switch back and forth
between standard and aternate greetings. Once you have recorded the
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greetings and listened to them, delete them so that the system uses the
“default” subscriber greeting once again.

m  Set and change security codes for several of the sample subscribers. Practice
deleting a security code as system manager.

s To understand how a subscriber will approach the system, use the User’s
Guide to experiment with the system.

®  Experiment with the message delivery and transfer portions of the setup
options subscriber conversation. Try adding a home message delivery
number by phone for a sample subscriber. Note that by phone you can
switch between the delivery methods “urgent-only” and “each.” However,
you can only change a “batch” delivery method at the console. Confirm the
changes you make by phone by signing in at the system console.

Deleting Sample Subscribers and Groups

Once you have completed training and experimented with the sample
subscribers, groups, and messages on your working system, follow these steps to
delete the samples and return your system to its origina state:

Sign in to the system as “ Thomas Jefferson,” not *“ Chris Aaronson.” (You can't
delete Chris Aaronson if you are signed in as Chris Aaronson.) If ‘Thomas’ has
already been deleted from your system, use an actual system manager

Persona ID.

At the Banner Screen...

Press. Pl ease enter your |D

Type: TOM {&Enter) Quickstart APPLI CATION Page 1
or type: 866 is shown.

Press: GROUPS is shown.

First, you should delete the 3 sample message groups.

If you added spelled-name groups: Delete AAEverybody, AASales, and
AATechnical Support.

If you added numbered groups. Delete 223 Everybody, 227 Sales, and 228
Technical Support.

e Be careful here! In this, and each of the steps that follow, watch the screen
closdly. Make sure you are in the right place and on the right page before you
delete.

Y ou may have to press (Pgbn) a few times until the right group is displayed.
Once the message group is on-screen...

Press: G oup and Messages is highlighted on
the DELETE MENU.

Press: (< Enter) Do you want to COMPLETELY
delete this group? (Y/'N):
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Press: The message group is deleted.

Once you delete a group, the system returns to the page for the next group,
alphabeticaly, in the Group Screen directory.

To delete the remaining two sample groups, first find the correct Groups page.
Then, repeat these last three steps twice more. Remember to confirm that you
have the correct Group page on-screen before you press (F7).

Next, you'll delete each of the sample subscribers, starting with Chris Aaronson.

Press: PERSONAL DI RECTCRY is shown.

The Personal Directory page now showing should be for Chris Aaronson, as long
as you don't have an actual subscriber whose name comes before “Aaronson”
aphabetically. (If so, use to move to the correct page.)

Press: Thi s Subscri ber is highlighted
on the DELETE MENU.

Press: («Enter) Do you want to COWPLETELY del ete
this subscriber and all
associ ated groups and boxes?
(Y/N):

WARNING! Deleting a subscriber automatically deletes all private message

groups and guests owned by the subscriber, as well. You'll also automatically

delete any transaction box he or she owns. This can cause the loss of

important call processing operations that have been programmed on the

system. So, delete with care! Review any message groups or transaction

boxes that may belong to the subscriber in question. You may need to add

these back into the system under another subscriber’s or system manager’s i
name, before deleting the subscriber, g

Press: Chris Aaronson deleted.

Once you delete Chris Aaronson, the system will move to the Personal Directory
page of the next subscriber, alphabeticaly, after “Aaronson.” This will probably
be an actua subscriber on your system. Move directly to the next sample
subscriber, Jan Xavier...

Press: then PERSONAL DIRECTORY page for
then Xavi er, Jan is shown.

w  Again, you may have an actual subscriber who Falls before “ Xavier. ™ Watch
the screen closely. Make sure you are in the right place and on the right page L
before you delete. £
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Press: Thi s Subscri ber is highlighted
on the DELETE MENU.

Press: (Enter) Do you want to COWPLETELY
delete this subscriber and all
associ ated groups and boxes?
(YIN) :

Press: [Enter) Jan Xavier deleted.

The Personal Directory page for “Hugh Yale” should be on-screen now. If not,
use to move to the correct directory page.

Repeat these two steps (press (F7), then for Hugh Yde
and these remaining 5 sample subscribers:

Delete: Yeoman, Mike; Ying, Sue;
Zaftig, Pat; Zeller, Nell; and Zii Jay.

Jay Zink’s guest, Drew Zonder, will be deleted automatically when you delete
Jay’s Personal Directory page.

This completes the steps of removing the sample training information from your
system.

Considerations About Deleting “Thomas Jefferson”

“Thomas Jefferson” is a sample system manager that is included with your system
when it isfirst installed by your installer. The Persona ID “TOM” or “866” lets an
installer gain access to a new system in order to add new subscribers and other
information. Unless your installer had aready deleted it, you probably used
“TOM” or “866" to start these training lessons, as well.

Since Thomas Jefferson lets anyone who knows the Personal ID “TOM” or “866”
into the system, some system managers delete this sample subscriber
immediately.

== You may choose to delete Thomas Jefferson yourself, but first, please consider
the following:

®  Your instaler may have created transaction boxes and added call processing
functions using Thomas Jefferson as the owner. Deleting Thomas Jefferson
will cause the loss of these transaction boxes and their functionality.
Consult your installer about this possibility. (If thisis the case, you may
choose to change Thomas's Personal ID to something secret.)

= Your installer may depend upon the presence of Thomas Jefferson for
access to the system for maintenance. Consult your installer about your
security concerns, and then adopt an agreed-upon substitute Personal 1D for
this purpose.

= These lessons use Thomas Jefferson for initial access during training. If
others will complete these lessons on your system, you'll have to provide an
alternate Personal 1D during this phase of training.
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= If you do delete Thomas Jefferson, or change Thomas's Personal ID to
something else, do allow for the possibility of aternate emergency access to
the system. A good way to ensure this is to keep two subscribers with system
manager status enrolled at all times. While the dternate system manager
might not ever work at the console, you will have another route into the
system in the event that you forget your primary system manager password.

|
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Training Others
on the System

Once you have become familiar with the voice mail system and how it operates,
you can share that knowledge and understanding with others on your team. As
system manager, this section will provide you with an outline of how to train
others to make full use of the voice mail system.

In this section you will find:

m  Tips for training the subscribers of the voice mail system, including an
outline of how to demonstrate the system using a speakerphone.

®  Tips for training the system managers, including how to best use this
manual and its lessons.

m  Tips for training operators and receptionists.

B Tips for training the person who will be recording voice prompts and
greetings for the system.

®m  Plus, a sample training memo you can use or modify to introduce your
voice mail system to the subscribers.

Subscriber Training

Subscriber training is by far the most important part of the training process. It is
crucia that subscribers understand and appreciate the voice mail system.

In designing a training program the following guidelines should prove helpful:

®  Train in small groups. Follow the training program described below to
cover al the basics.

® Set up a “help” message box. Designate a system manager as the person
subscribers can go to get help. This person may be-za installer or an on-site
system manager. This should be the person who leaves the “ starter”
messages described below.

®  Ease subscribers into it. Give the subscribers a week or more to become
familiar with the system themselves before allowing the system to handle
outside callers. This gives everyone time to play with and learn the voice
mail system before having to field questions from their calers.
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The subscriber training program consists of:

® A group training session

® A speakerphone demonstration

® A training memo and a User’s Guide booklet
=

“Starter” messages from the system manager

The Group Training Session

The training session gives you a chance to meet with the subscribers of the voice
mail system and answer their questions before they even begin using it.

Ideally, the memos and User's Guides should be passed out at the training session
where you can demonstrate the system and answer any immediate questions.

Remember, the goal of the training session is to prove that the system is easy to
use — the users need not memorize a lot of commands nor do they need a
reference at their telephone.

The Speakerphone Demonstration

For the most effective group training session, we suggest a speakerphone
demonstration like the one described here. (If you need to give more in-depth
training, you may use Lesson 4, which works best for one-on-one training.) Be
sure your demonstration is simple and well-prepared. Use a speakerphone that
can be set loud enough so that everyone can hear.

Preparing the Demonstration
Prior to conducting the demonstration, you should prepare the system:

) Set up a phantom subscriber on the system.

@ Record a name and a personal greeting for the phantom
subscriber. :

©) Seed the phantom subscriber's mailbox with your own ;

subscriberto-subscriber message which says something like:
“Hi, welcome to the voice mail system. This is what we call a
subscriber-to-subscriber message, which is simply one
subscriber leaving a message for another subscriber. These
messages are always presented alphabetically by the last name
of the person leaving the message. The system will
automatically record your reply when it is finished playing the
message — you don't have to press any kzys. Remember,
when the system asks you a question, press 1 for yes or 2 for

”»

no.

@ Make sure that Transfer is tumed off for the phantom
subscriber.

Demonstrating the System
You are now ready to demonstrate the basic voice mail system.

@ Explain to everyone what you are going to do: you will call
the system as an outside caller, leave a message for the
phantom subscriber, call again (this time as the phantom
subscriber), retrieve the message and any others that may be
pending, then call again (as yourself) to get the reply. After
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this, you will call in as yourself and leave a message for the
phantom subscriber.

Turn on the speakerphone and dial the system as an outside

caller. Let it answer and make certain everyone can hear the

speaker. Wait until they have heard most of the Opening Line
before pressing any touchtones.

If the site is using directory assistance, dial the System ID for the
directory and demonstrate how an outside caller could select a
subscriber from the directory.

If the site is not using directory assistance, dial the extension
number for the phantom subscriber.

The phantom subscriber will be unavailable, since call
transfer is turned off. The system will instead play the
subscriber's greeting and offer to take a message. Leave a
simple message like: “Hello, Mr. Jones, this is Sam Smith, call
me as soon as you get this message. Thanks.” Hang up.

Tell the group you will now call in as the phantom subscriber
to check messages. Dial the system again. When it answers,
enter the Personal ID of the phantom subscriber. Explain to
everyone what you are doing as you do it.

Let the system greet you and announce the number of new
messages. The system will first play the sample message you
recorded prior to the session and ask for a reply. Record a
short reply. The system will next play the message you just
recorded as an outside caller. Wait for the system to say
“There are no further messages.” then press * * * and hang
up. Explain to the group that messages from subscribers are
identified by name, while messages from outside callers are
tagged as being from “your message box.”

Tell the group you are going to call back in as yourself and
hear the phantom subscriber’s reply. Call the system as
before, this time entering your own Personal ID. Listen to the
reply from the phantom subscriber. Press 2 afterwards to
leave no reply and listen to each of the other system prompis,
answering “No” to each.

Summarize the steps you just went through again for the
class, explaining that they now know how to retrieve
messages and how to reply to messages from other
subscribers. Point out that they don’t have to remember all
the steps in order. All they need to do anytime they call is
listen to the system and answer the questions, using 1 for
“yes” and 2 for “no.”

Explain that you are going to show them how to send a
message to another subscriber. Explain the steps you will go
through before you do it. Call the system, when it answers,
enter your own Personal ID. Answer “no” when the system
asks if you want to hear new messages. Answer “yes” when
the system asks if you want to leave any messages. Leave the
phantom subscriber a message. After leaving the message,
answer “no” to the remaining questions and hang up.
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® Summarize the entire procedure, emphasizing that the callers -
just need to listen to the questions and answer them. Have
one person in the group leave a message for the phantom
subscriber, while you talk him or her through it. This proves
to the group how easy it is.

® Take questions and encourage everyone to call the system
and try checking for their new messages.

This demonstration covers the most basic functions of the voice mail system only.
You may wish to carry out more training sessions later to cover other features.

Security Codes and Other Security Issues

When you train subscribers, be sure to emphasize the importance of using a
security code. A security code protects the subscriber from unauthorized use of
his or her voice mailbox, and can protect your organization from fraudulent use
of your voice mail system. Also, encourage subscribers to do the following:

®  Change their security code frequently. Use a code that is easy to remember,
but hard for others to guess.

®  Let the system manager know if their User’s Guide or Quick Option Menu
card has been stolen. Hackers may try to “crack” the system by guessing
Personal IDs, and trying to find a voice mailbox without a security code.

®  Keep their security code secret. Subscribers should never write their security
code down.

In addition, as system manager, you can further protect the voice mail system
from unauthorized access by checking the Personal Directory frequently
throughout the first few days of use to make sure new subscribers are enrolling
themselves by phone. Contact any subscribers who haven'’t yet enrolled, and
make sure they do so as soon as possible. Once everyone has enrolled, be sure
to delete any unused voice mailboxes from the system.

The Training Memo and the User’s Guide

A sample training memo appears at the end of this guide. The memo is in a
checklist form that identifies the system features your site will use. You should
check the boxes that apply to your site, make a copy of the memo for each
enrolled caller, and distribute it along with the User’s Guide.

The User’s Guide provides a quick reference source to answer many basic
questions about the system. Passing out the memo and User’s Guide together can
save you a great deal of time answering basic questions.

When the User’s Guide is distributed, you may emphasize that subscribers will not
need the guide for day-to-day use of the system. The system’s prompts will lead
them through the system. Looking through the guide once is more training than
most subscribers need to use the system. Be sure to emphasize that the User’s

Guide covers everything they can do by phone, but that they don’t need the
guide to use the system.

“Starter” Messages

The day after the training memos and User’s Guides are distributed, you should
record a group message for all subscribers asking if they have read the User’s
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Guide and asking if they have any problems or questions. This group message.
serves to “seed” the system and encourage subscribers to use it.

During the first week of system operation, you should be checking for messages
on a daily basis, and reply to each of the messages in order to further stimulate
use of the system.

If you receive any messages that indicate a subscriber is confused or frustrated
with the voice mail system, you should call or visit that person to better
understand the problem and help resolve it.

One Week After Training

After a week of operation, leave another group message for all enrolled
subscribers asking them to report any additional questions or problems. Be
certain to check for messages on a daily basis and answer any questions
promptly.

Training for Quick Option Menus

Some subscribers may want to use the system’s quick option menus, instead of
the usual yes-and-no conversation. Be sure to let subscribers know that quick
option menus are available for those subscribers who prefer menus to the I for
Yes, 2 for No conversation, either by leaving a group message, or by mentioning
quick option menus in the training memo.

Setting up menu mode is easy—all you have to do is add the M access code to
the Access field for any subscriber who prefers hearing menus. Make sure you
distribute a Quick Option Menus card to each subscriber who is using menu
mode.

System Manager Training

To be effective at training a system manager, you must know the system well
enough to be a system manager yourself. You should know how to operate and
configure the system at the console, as well as by phone.

The System Manager Training Session

A system manager training session should be at least one hour long. It must be
done in front of an operating voice mail system, and preferably should be held
away from the customer site. The best location is probakb!y at the installer’s office,
using the installer’s system. If the training must be done at the customer’s site, the
session should be away from the trainee’s usual work space and should be kept
free of interruptions.

NOTE: In many cases, a company’s telephone receptionist or operator will
act as system manager. This is a logical choice since the system is probably
relieving the operator of some of his or her duties. If the operator is to be
trained as a system manager, it is essential that he or she not be handling
telephone calls at the same time. It is very difficult to learn anything with
constant interruptions.
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The training session is easy to conduct. The trainee should already be familiar
with how to use the system as a subscriber, by phone. You should simply sit with

the trainee in front of the voice mail system and go through Lesson ! in this Y
manual.

A complete training session would next involve going though the remaining four

lessons. If the trainee is nervous about learning the system, you may want to L
schedule a series of meetings to go through each lesson. Otherwise, the trainee Fir
should be encouraged to go through the full set of lessons alone.

The process of following the lessons together makes the training easy for you,
since it provides a guide which ensures that the training is complete.

Following-up with the System Manager

After training a system manager, you should be available to answer questions for
several days. In fact, it may be wise to schedule two separate training sessions
one week apart.

It is generally a good idea to train any system manager how to do voice
recordings as well. See the topic Training for Recording at the end of this section.

Operator Training

Good operator training is critical to the success of the system at a given site. The
operator talks to more callers than any other person in the company, so his or
her attitude toward voice mail can have a tremendous influence on overall caller
acceptance.

What the Operator Must Know

The operator must be schooled in how to talk to callers about the system, and
must be able to work smoothly with it so that the overall system appears
seamless.

The actual details of operator training depend on what Comdial telephone system
the site has and how it is configured. However, there are several key points
which must be covered at almost every site.

Where to Train

Whatever Comdial telephone system is being used, the training should be done at
a telephone console identical to the one the operator uses.

This requirement makes it most likely that the training will be done at the
customer site, but it is crucial that the operator not be handling calls during the
training. Forward the calls to another telephone or console or have someone
come in to handle calls while the operator is in training.
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How to Talk About Voice Mail

Probably the most important aspect of operator training is discussing how to talk
to callers about voice mail.

Make sure the operator understands the benefits of the voice mail and automated
attendant features (answers on fewer rings, transfers more quickly, can record
long and detailed messages, delivers message in caller's own voice etc.). The
operator should be an advocate for voice mail within the company.

How the Operator Handles the Voice Mail System

Teach the operator how to answer calls transferred from the system versus calls
from direct telephone lines. Sometimes there is no way to tell the difference
between direct calls and the system’s transfers, in which case some suitably
ambiguous answering phrase must be employed.

If the voice mail system is used as an automated attendant, have the operator

get into the habit of telling callers the extension number they are being
transferred to. This will help educate frequent callers as to the extension numbers
to dial direct, and will lighten the operator’s call load. The operator must also
know how to transfer calls into voice mailboxes. The timing of the transfer can
be fairly delicate on some Comdial telephone systems, so you should have the
operator practice a few times with you on the line as the caller. The interaction
should sound natural, smooth, and seamless.

While training the operator, look for ways to make things easier on the particular
operator console in use. For example, it is sometimes possible to program speed
dial numbers or buttons on the console to help the operator transfer calls to
voice mail.

Follow-up

As with system manager training, you should remain available for questions from
the operator for several days after the training session. You should also follow up
in about a week to make sure the operator is comfortable with the system.

Training for Recording

Many sites have a person who is responsible for recording the system prompts
and box names. Sometimes this person is also the system manager and/or the
telephone operator. Some sites have no one to do recordings.

It is easier for the installer to install the system with all prompts pre-recorded by
the installer or by Comdial. On the other hand, the customer may want to have a
familiar voice on the system and it is good to have someone available at the site
who can record modifications and updates.

Whoever is going to do the recordings must be trained. The training must cover
timing (tight ends on names, pauses in prompts where appropriate), volume (not
too soft to hear, not so loud it distorts), tone (not squeaky but not too deep), and
intonation (friendly, bouncy, not fiat). It should also cover the mechanics of how
to record in “local connect” mode at the console.
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For best results, the person’s tone and volume must be controlled and modulated
and the intonation should be slightly exaggerated. Remember, people interact
with the system only through voice prompts, so they are worth spending a little
time on, particularly those prompts that the general public hears (for example,
the Opening Line prompts and the prompts used in message boxes).

Training Session

To conduct the recording training session you should sit with the trainee (“the
voice™) at the voice mail system and run through Lesson 1 and Lesson 2.

A good voice training session can be conducted in about an hour, but if the
person is also going to record the prompts and names for the system you should
allow an extra hour or two.

Before getting into the actual recording of prompts and names, you and the
trainee should practice different types of recordings (names and prompts). Listen
to the recordings over the telephone for volume and tone.

Keep in mind that the trainee may be sensitive to criticisms of his or her voice.
Words of instruction and criticism should be carefully selected and the trainee
should be given lots of encouragement. Remember, you want this person to enjoy
making the recordings, as that enjoyment will enhance the sound of the system.
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Training Checklist

Site name:

System manager name(s):

Operator name:

People trained to record prompts:

Configuration (circle features in use):

Automated Voice Call Message Message
Attendant Mait Forwarding Delivery Lamps
Item Date Scheduled Date Finished

1. Subscriber Training
Distribute memo

Distribute User’s Guides

Training Sessions

Group 1

Group 2

Group 3

Leave initial group message

Leave follow-up group message

2. System Manager training
1st training session

Follow up session

3. Operator training
1st training session

Follow up session

4. Recording prompts training
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Training Memo

You may use this training memo to introduce subscribers to the features of your
new voice mail system. On the memo, check the appropriate boxes for the
system features that will be used at your site. Then, make a photocopy of this
memo for every subscriber and hand it out along with the subscriber's User's
Guide. On the back cover of each subscriber’s User’s Guide, be sure to fill in
the subscriber’s name, extension and Personal ID.

You may want to send a group message to all users welcoming them to the voice
mail system and encouraging them to send you a reply. That gives them practice -
in using the system and let’s you know they are enrolled and using it.

NOTE: For some installations, the sample memo may not be applicable. In
this case, write a memo similar to the one presented here, and keep a master
copy of the memo for future use.




We have installed a new voice mail system called ExecuMail. This system
is easy to use. Just press 1 for Yes, and 2 for No. The system’s User’s Guide
will give you tips on how to use its many time-saving features.

The systemn can also be set up to play menus instead of the yes-and-no
conversation. If you prefer to hear menus instead, please let me know.

Our system:

O

O
O
O

Will answer all incoming calls
Will answer incoming calls only when the receptionist is busy
Provides voice mail only

Will automatically take a message for you if your extension is busy or
doesn’t answer

ExecuMail will notify you of waiting messages:

O

O
O
O

By lighting the message waiting lamp on your telephone
By activating a special dialtone on your telephone
By calling your telephone approximately once every 30 minutes

By saying you have new messages when you call the system

Sincerely,

System Manager
Extension
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Guest Request Form

Your name: Your extension #:

[ would like the following people enrolled as my personal guest callers:

Guest Name ID Requested

(If the ID you request is not available, another will be assigned for your guest.)
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Glossary

Archived message An old message that is explicitly saved by the subscriber.
The message will be saved for the number of days entered in the
Archive Msg. field on the subscriber’s Personal Directory page.

Automated attendant A voice mail feature that automatically answers
incoming calls and directs callers to the appropriate extensions without
a human operator’s assistance.

Audiotext messages Found within transaction boxes, these are used to
deliver information to a caller or lead a caller through a series of =
questions. e

Broadcast distribution With broadcast distribution, every member of a
message group receives and hears the group message. Note that the
word “broadcast” does not appear on the Group page. A group has
broadcast distribution when Dispatch is set to No.

Call screening A feature consisting of several call transfer options giving A
subscribers information about incoming calls and some control over L
which calls to accept and which to forward into a message box.

Directory assistance A feature of the voice mail system that lets callers find
out how to reach the person they're calling, without speaking to the
operator or receptionist. Callers with letters on their telephone keypads
can use automatic directory assistance. The system manager can set up
numeric directory assistance for outside callers with numbers only.

Dispatch distribution With dispatch distribution, the first member of a
message group to listen to a group message is the only person who
receives it. This is useful in any application where a group of
subscribers is equally responsible for a task. For example, dispatch
distribution might be used for assigning service jobs. The first service
person to hear a message takes the job.

b
v
I

Enrolled This term means that the user’s name, extension number, and other
information has been entered in the system.

Extension This is the actual telephone extension number of a telephone in
your system. If the actual extension number is different from the voice
mail system’s Extension Number ID, you must enter this number after
the arrow in the field Transfer? Yes--> on the subscriber's
Personal Directory page or Transaction Box page in order for calls to
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be transferred. If the extension number is the same as the Extension #
ID, you don't have to enter the actual number, but may enter X (short
for “extension™) instead.

Extension # ID This is what an outside caller presses to reach a particular
subscriber. The system allows extension numbers of up to 10 digits.
Note that while the system’s Extension # ID is usually the same as the
subscriber’s actual telephone extension number, it is not required to be
the same.

Greetings There are three kinds of greetings: standard greetings, alternate
greetings, and system greetings. Standard and alternate greetings are
used by individual subscribers and by transaction boxes. When used by
subscribers, these optional messages are played to a caller when the
subscriber is unable to take a call. This is like having an individual
answering machine for each extension—‘Hi, I'll be away on vacation
until...” Transaction box greetings have more varied uses. They can
“greet” a caller in many ways. These uses are discussed in the
Reference Manual. System greetings are the prompts used in the system’s
Opening Line.

Group See Message group.

Guest A guest is a person who is hosted by a particular subscriber. A guest
is given a “guest mailbox” and very limited system privileges. For
example, a client who calls frequently could be assigned as a guest of
one of the staff. Unlike an outside caller, a guest can leave and receive
private messages from his or her host subscriber. Guest privileges give a
person two-way communication on the system, but only with the host
subscriber.

Held message A message which has been heard by the subscriber, which
the subscriber has not archived, and which the system has not yet
deleted. (Same as an “old” message.)

Local connect A port status that provides a direct audio connection to the
system through the telephone line. Local connected status is required
for recording all prompts, interview questions and recorded names.

Message delivery The system calls the subscriber to notify him or her of new
messages. The subscriber must enter his or her Personal ID to hear the
messages.

Message group A collection of subscribers and/or guests for whom a
subscriber can leave a common message. See Broadcast distribution,
Dispatch distribution, Private group, and Open group.

Message notification A feature by which the voice mail system will notify a
subscriber that he or she has new messages.

Message waiting lamp A light on an extension telephone that can be lit
when the subscriber owning the telephone has new messages.

Names See Spelled name and Voice name.

].
L
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Open group All authorized subscribers on the system can send messages to
an open message group. Usually, a subscriber is authorized to leave a
message for any open group. Individual subscribers can be prevented
from creating open groups and leaving any open group messages by
placing Y in the Access field of their Personal Directory page.

Outside callers Non-subscribers—customers, clients, and friends who call your
organization.

Personal ID A subscriber uses this number to retrieve messages, leave
messages, and perform personal “housekeeping” (changing options,
security codes, etc) by phone. The system supplies a suggested
Personal ID based on the Extension Number ID. In most cases, this is
the digit “9” plus the extension number.

Private group A private message group belongs to a single subscriber,
called the group owner. Only the group owner may leave messages for
other group members. Other members can hear the group message but
cannot leave a message for the group in return.

Spelled name The name or threecharacter sequence that appears in the
Name field of the Personal Directory page, transaction box page, voice
detect box page, or groups page. Callers with letters on their touchtone
keypad can select the person or box by spelling the first three letters of
the name if your system is set up for lettered keypads. The spelled
name should correspond to the recorded name.

Subscriber This term refers to all enrolled users of the voice mail system,
whose name, extension number and other information has been
entered into the system. This term encompasses regular subscribers (for ;
example, company employees) and system managers. :

System ID A code that uniquely identifies each subscriber, guest, transaction
box, and interview box on the system. Subscriber IDs are called
Personal [Ds.

System manager A subscriber who has the ability to access the system and
manipulate its features, including adding and deleting subscribers,
guests, transaction boxes, etc. A system manager can “promote” other
subscribers to be system managers.

Voice mail A general term for messages recorded digitally over the
telephone by one person for communication with another person or
persons.

Voice name Identifies a subscriber, guest, box, or message group of
subscribers to a caller by phone. A voice name is simply a recording of
an individual speaking his or her name, a box’s name, or a message
group’s name.

3
L



110 Index ExecuMail 6.5
Access codes Portstatus ........................ 12
defined...................... 56 Prompts
F oo 62 defined ...................... 39
help window for . .............. 56 typesof ... ... ... L. 39
M., 90
sample subscribers .......... 57, 60 Recording
window ..................... 56 local connect ................. 40
Y o 80 typesof ... ... .. ..l 39
Answering status ................... 12 Recordingtime .................... 13
Restart thesystem .................. 10
Daylight Savings Time ............... 29
Delete Schedules
default system manager ......... 93 answeringstatus ............... 28
sample subscribers ............. 91 Daylight Savings Time ........... 29
securitycode ................. 88 “holidays .................L, 29
Enrollment conversation . ............. 62 Screentour ....................... 16
Expanded transfer options ............ 35 Security code
defined...................... 88
Firsttime enrollment . ............... 62 delete ....................... 88
forgotten . .................... 88
Groups Sel L 73
add ...l 7 Shortcutkeys ...................... 19
broadcast .................... 84 Signin ........ ... .. .. o L 14
dispatch ..................... 84 Spelled-name groups ................ 76
numbered ................ 76, 77 Subscriber
open .............. ..., 77 add ..., 45
private ...................... 77 enrollbyphone ............... 62
spelledname ................. 76 System [D
typesof .................. 77, 82 numbered groups . ............. 77
operator ..................... 27
Holidays ......................... 29 System manager
assignstatus .................. 48
IDforNumGroups .................. 7 checklist ...................... 5
Installer checklist ................. ... 4 duties . .................... 2,20
twding . ... ..ol 99
Keypad
lettered versus numbered . . ... 57,76 Training
operator .................... 100
Message record prompts . .............. 101
delivery ..................... 54 subscriber .. ... ... ... L 95
notification . ............. .. ... 54 system manager ............... 99
playbackkeys.............. 85, 86 Training Guide ..................... 98
Numbered groups .................. 76 Voicedetect ...................... 38
Voicenames ...................... 40
Personal Directory
access code options .. .......... 56
defined...................... 30
expanded transfer . . ............ 35




The fatomstod Colt Travoveig Tyeten
L1

COMDIAL

73 Baiwet Pert 75 Yoreions
£ Fort Statas ¢ it € K

nan
wh eharacier

ExecuMai

Voice Processing System

QuickStart
Application Manual

Version 6.5
Comes \éq.f-

- COMIDIAL

Made right in the USA

IMI 89-146.01



QuickStart
Application
Manual

Version 6.5




QuickStart® Application Manua V6.5

Firg Edition April 1994

Copyright © 19861994 Active Voice Corporaion
All Rights Reserved

Printed in the United States of America

ExecuMail® and QuickStan® are registered trademarks of Comdial
Corporation

The entire program and user interface — including the dstructure, sequence

and organization of the didogue, the exclusvey ‘yes and ‘no’ choices
represented by ‘1" and ‘2', and each dialogue message - are protected by

copyrights registered in the United States and by international tresties.

The Install program used with thii product is based on licensed, —copyrighted software developed by Knowledge Dynamics
Corp., Canyon Lake, TX (USA). Since the software has been modified. the performance and behavior of the install program
shipped with this product may not represent the performance and behavior of Install as shipped by Knowledge  Dynamics
and therefore they are not responsible for its performance or for supporting it

Other brand and product names used in this document are trademarks of
their respective owners.

Comdia  Corporation
Charlottesville,  Virginia
USA




QuickStart Application Manual Contents i

Contents

Applications the QuickStart Way . . . . ............................ 1

FILINTHEWORKSHEETS . .......c.ciiiiiiiii i eens 5
Worksheet 1. Site Information
Worksheet 2. The Opening Line
Worksheet 3: Operator Handling
Worksheet 4. System Schedules
Worksheet 5: Default Subscriber Settings
Worksheet 6: System Security
Worksheet 7. Directory Assistance
Worksheet 8: Public Fax Box
Worksheet 9: Subscriber List
Worksheet 10: Guests
Worksheet 11: Message Groups
Worksheet 12: Specia Subscriber  Settings
Worksheet 13: Public Interview Box
Worksheets 14 & 15: Menus & Interviews
Worksheet 16: Transaction Boxes
Worksheet 17. Interview Boxes

FILLINTHESCREENS ... ... ... ... . i 75
Before You Begin Filling In the Screens
Progran Worksheet 1. Site Information
Program Worksheet 2: The Opening Line
Program Worksheet 3: Operator Handling
Program Worksheet 4. System Schedules
Program Worksheet 5: Default Subscriber Settings
Program Worksheet 6: System Security
Program Worksheet 7: Directory Assistance
Program Worksheet 8: Public Fax Box
Program Worksheet 9: Subscriber List
Progran Worksheet 10: Guests
Program Worksheet 11: Message Groups
Progran Worksheet 12: Specid Subscriber Settings
Progran Worksheet 13: Public Interview Box
Program Worksheets 14 & 15: Menus & Interviews
Program Worksheet 16. Transaction Boxes
Progran Worksheet 17. Interview Boxes



Contents

ExecuMail6.5

Figures

Figure 1: FloppySoft's menus and interviews map . .........oooueiinnnnnnnnnnnnn. R 74
Figure 2: FloppySoft Technica Support menu boXeS . ..................euiiiuinnn woves 64
Figure 3: The FloppySoft Accounting transaction box ............................ .... b4
Figure 4: FloppySoft product information and ordering menu boxes ................. ..... 65
Figure 5: FloppySoft Sales hunt groupboxes ................ ... ..ot cee., 66
Figure 6: Final box in FloppySoft Sales hunt group ...........covviiiiniinneiiin eees 66
Figure 7: QuickStart Application Screen, Page 1 . ..... ..o e 79
Figure 8: QuickStart Switch Setup Screen, Page 1 . ... ...t e 81
Figure 9: QuickStart Application Screen, Page 2 . ... ..o e 82
Figure 10: QuickStart Application Screen, Page 3 . ... ... i 85
Figure 11: QuickStart Application Screen, Page 4 .. ... . oo 87
Figure 12: QuickStart Application Screen, Page 5 ... co,.. 89
Figure 13: Access code options Window .. ... 90
Figure 14: QuickStart Application Screen, Page 6 . ... ..o 93
Figure 15: QuickStart Application Screen, Page 6 .. ......... ... .ot e 95
Figure 16: The Public Fax Box - .- - - oot e 98
Figure 17: Persona DIreCtory SCreeN ...ttt i e 101
Figure 18 Subscriber added by range ... i e 102
Figure 19: Personal Directory Screen for a guest ... ..o L. 105
Figure 20: GroUPS SOTBENM ..ttt t ettt e e et ettt e e e 107
Figure 21: ID for Num Groups held ... ... oo e 107
Figure 22: Parsonal Directory Screen with expanded transfer options displayed ......... ..... 109
Figure 23: Access code Options WINAOW . .......uuiein e e 110
Figure 24: Transaction Directory, Public Interview Box .......... ..o oonn. 116
Figure 25: Sample transaction bOX . ........iiiiii e 119

Figure 26: Sample interview BOX . ... ... 123



QuickStart Application Manual Applications the QuickStart Way 1

Applications the
QuickStart Way

Using the QuickStart® system, you can configure the voice mail system for a
particular application quickly and esasily.

An application is the way you set up the voice mall system at a Site to meet that
site's individua needs. Every company has unique telephone communication
requirements. The decisions you make about the company’s specific needs
determine the way you set up the voice mail system.

Four Basic Functions

There are four functions you can configure for the voice mail system:

Automated  attendant
= Voice mal
= Audiotext
s Fax detect

Automated Attendant

Most organizations are equipped with electronic telephone systems. In most
cases, these systems don't alow an outside caler to did an inside extension
directly. This means that al incoming calls must go through the receptionist, who
routes them to the appropriate extenson == a cogstly and time consuming
method. Also, when there is no receptionist on duty, a caller cannot transfer to
an extension.

ExecuMail provides a solution to these problems with its automated attendant
features. It can act as a receptionist by answering incoming cals and routing

calers to the desired extensions. The system answers several calls a the same

time. The system can place calers on hold, inform the caller how many calls are
holding ahead of him or her, and update this information periodicdly. It can
screen cdls, announce the name of the caller, and wait for confirmation from the
recipient before putting the call through.

Automated attendant features relieve your receptionist of routine telephone tasks.
The receptionist can give better persona service to the calers who need it most.

Voice Malil

Voice mall alows a caler to record messages, in his or her own voice and exact
words, for another individual or group of individuals. With voice mail, people can
communicate precisely and personaly without having to be on the same
telephone line a the same time. Communication occurs without endless games
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of “telephone tag.” Research has shown that only one-third of al business cals
achieve direct contact, yet 40% of al messages are “one-way” messages which do
not require a dialogue. Voice mall saves time by alowing you to leave a message
immediately, even if the person you called is away or on the telephone. Voice
mail alows the people in your organization to better manage their
communications and ther time.

Audiotext

Many organizations want to provide around-the-clock informaion to clients. The
system’s audiotext features alow an organization to present this information with
natural voice, music, or whatever the organization wants its calers to hear. The
voice mail system can offer callers menu trees and messages which can vary
depending upon the telephone number called or the time of day. Calers use
touchtones to select an item or subject that they want to hear. Even multi-lingual
services can be provided.

Retailers, banks, airlines, radio and TV dtations, and other companies use the
system to provide timely information, even after hours. Service organizations such
as libraries, hospitals and government agencies use audiotext as a tool to help

them fulfill their public responghilities while reducing costs.

Fax Detect

ExecuMail can detect incoming faxes, and automaticaly route them to afax
machine. Increasingly, organizations are depending on fax machines to deliver
written information quickly and efficiently. The fax detect, routing, and public
notification features diminate many of the time consuming and repetitive tasks
involved with handling incoming faxes

With fax detect, you do not need a separate trunk line or telephone number to
handle incoming faxes. The voice mail system can notify the receptionist or
system manager whenever a fax is received. Plus, someone sending a fax from a
fax machine telephone can record a descriptive message that is included with
the fax notice.

Choosing the Best Keypad Map

To accommodate the touchtone keypads used by different telephone system
manufacturers, the voice mail system provides severa different keypad maps. A
keypad map defines which letters are on the touchtone keys, or whether the
keypad uses numbers only.

In most cases, you do not need to change the default keypad map set during
ingtallation. However, you may change the keypad map to fit the Site's needs. See
the Reference Manual for a description of each map, and complete steps for
changing it, if necessary.

What You Need to Know About Your Site

The QuickStart worksheets define everything that happens to a telephone call
once it reaches an organization: how it is answered, transferred, and answered
again. Before you begin filling out the worksheets, find out the answers to these
Questions.
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Which trunks will the voice mail system answer?

This is the most important question to answer. Does the organization want the
voice mail system to answer dl trunks, so that al calers hear the voice mail
system first and use it to route to the correct person? Do the receptionists answer
the bulk of the calls, with the voice mail system answering only overflow calls
during pesk periods? Is the voice mail system used exclusively for voice
messaging, answering only lines dedicated to that purpose?

What should the voice mail system say when it answers?

Should the different trunks be answered differently? A toll-free line might require
a specid greeting, for instance. Does the organization want lines answered
differently depending on whether it is day or night?

Do you want to use an automatic directory of extensions?
Should calers be given an aphabetic directory of personnel and their telephone
extensions?

Which calls should be transferred to an operator?

What happens when a caller wants to go to the operator or has a rotary
telephone? Should the transfer be made automatically? What touchtone should
calers press to get to the operator, and how many operator lines are there?

How should calls be transferred to extensions?

What happens once an extension is selected? This may be answered differently
for different individuals in the organization. Should the voice mail system ask for
the caller's name before transferring a call? If the extension doesn't answer or is
busy, should the caller be given other choices or just leave a message?

Should internal calls forward to voice mail automatically?

What does the organization want to happen when someone calls an extension
from within the organization and it is not answered or is busy? Do they want the
cdl to forward automatically to the voice mail system?

Wil subscribers use message notification?

How do people want to be informed when they have messages? Message waiting
lamps and automatic calling of a telephone a certain hours are two possible
options.

Does the organization use a fax machine?

Does the organization want to use fax detect? What telephone extension should
the fax machine use? Should the voice mail system ask outside callers to record a
message describing their fax? Should the voice mail system send a public notice
each time a cal is transferred to the fax machine?

The QuickStart Method

The QuickStart method is a system for organizing the answers to al of these
questions. QuickStart makes it easy to define an application because it is
sructured around the most important considerations.

The QuickStart method includes a set of QuickStart worksheets that facilitates
setting up your voice mail system. These should be filled in at least one week
prior to the scheduled ingtallation date.
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About This Manual

There are two basic steps to the  QuickStart method:

= Fill inthe QuickStart worksheets.
= Configure the agpplication on the QuickStart Application screens.

Fill in the Worksheets

The first haf of this manua explains how to fill in each worksheet. Once the
worksheets have been completed, you will have a solid understanding of what
the customer's application redly is and how to make it successful. You will find a
complete set of blank worksheets in - Appendix A a the end of this manual.

Worksheets 1-13 are basic worksheets that should be completed for every
installation using automated attendant or voice mail features. Worksheets 14-17
are advanced worksheets which cover such features as automatic call routing,
audiotext applications, and interviews. They should be completed only if required
for the gte's gpplication.

Default Values Have an Asterisk (*)

Many system features are preset with default values when the software is shipped
to you. If there is a default setting for an option, this choice is marked with
an asterisk (*).

Fill In the Screens

The second haf of the manud guides you through the process of filling in the
system screens. Once you have completed the worksheets, it's easy to configure
the system because the line numbers and blanks on the worksheets correspond

o with the field numbers and labels on the screen. Each worksheet identifies which
system screen it corresponds to.
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Worksheet 1:
Site Information

Use this worksheet to collect information about your Comdia telephone system
that may be helpful to aservice technician in the future. Although providing the
information on Lines |-6 has no effect on how the voice mail system operates,
fiIIIing in this worksheet gives you an easy way to keep the information in one
place.

1. Site name
Write down the name of the Site a which the voice mail system is installed.

2. Contact name & Phone #

Write down the name of the contact person at the ste. The person is usudly a
system manager. Write down the work telephone number of the contact person,
induding his or her extenson number.

Calls Answered

3. Total number of trunks/Total number of stations
Write down the number of trunks and stations in the Comdia telephone system.

Number of calls per day

Write down the average number of calls the Comdia telephone system handles
each day.

4. Day calls to be answered/Night calls to be answered

Choose the calls you want the voice mail system to answer, and when. It can
answer al incoming cals or only certain trunks, depending on the needs of the
organization. You can aso set whether it answers different cals during normal
office hours (Day Mode), than it does after hours (Night Mode). Your choices

are.

Alltrunks
The system will act as a primary automated attendant and will answer all

incoming calls. Callers may reach an operator or receptionist if they press a
paticular touchtone or have a telephone that lacks touchtones.
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Sonet r unks

A live operator will answer most calls. The system will act as a “back door”
automated atendant to answer either overflow cals or incoming calls on a
particular set of trunks.




Worksheet

1

Site Information

1. Site

name The Franklin Shipping Company

2. Contact name Jonathan Winter Phone # 804-555-1000

3. Total number of trunks 12 Number of calls per day 800
Total number of stations 75
4. Day calls to be answered (check one) Night calls to be answered (check one)
X" All trunks R* Al trunks
O Some trunks 0 Some trunks
O No trunks (forwarded calls only) O No trunks (forwarded calls only)

5. Action to take for overflow calls, when all system ports are busy (check one)

X" Ring system until it answers (System will answer as soon as a port is free.)
O Forward calls to Operator (Live Operator handles overflow calls.)

3 Issue busy tone

6. Trunk pilot number 804-555-1000 Number of trunks answered by system 4
Alternate trunk numbers 800-555-2001
7. Voice Port Stations 4 Station pilot number 71

Station Number for each port:

201 2. 202 3. 203 4. 204
; 7. X

10. 11. 12.
13. 14. 15. 16.
17. 18. 19. 20.
21. 22. 23. 24,
25. 26. 27. 28.
29. 30. 31. 32.
33. 34. 35. 36.

Application Screen, Page 1

Manufacturer Comdial Model 2000 Software Release #

Switch Setup Screen, Page 1

Keypad Map
R Q=7,2Z=9 O QZ on the 0 Key [0 Numbers Only Keypad
O QZonthe 1 Key O Swedish Keypad

QuickStart® Application Worksheets

Copyright © 1986-94 Active Voice Corporation 4/94
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No trunks _ . _ _
An operator will answer al incoming cals firgt, then may forward certain cals to

the voice mail system. In this configuration, the system’s automated attendant
features are not used.

5. Action fo fake for overflow calls

Choose how the voice mail system handles incoming calls when dl its ports are
busy, depending on the programming features of the Comdia telephone system:

Ring system until it answers

When dl ports are busy, an incoming call continues to ring until an ExecuMail
port is free. If the system is being used as an automated attendant, this causes
outside ports to be handled by ExecuMail. Make sure the number of ports on the
system can handle the cal traffic you expect.

Forward calls to Operator

When al ExecuMail ports are busy, an incoming cal is forwarded to a live
operator.

Issue busy tone

When al ExecuMail ports are busy, incoming callers hear a busy signd. They
must hang up and cal back.

System Access Numbers

6. Trunk pilot number

Write the telephone number outside callers will use to reach the voice mail

system. Leave this field blank if the voice mail system will only answer forwarded
cls.

Number of trunks answered by system
Write in the number of trunks that the voice mail system will answer.

Alternate trunk numbers

Write in other published telephone numbers that outside callers will use to reach
the system, such as 800 numbers and service numbers.

7. Voice Port Sfafions

Write in the number of voice mail ports on the system. This number does not
include any fax ports, if you have any.

Sfafion Pilot Number

Write in the extension or telephone number subscribers will use to did the voice
mail system internaly. This is adso caled the master hunt group number.
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Station Number for each voice mail system port

Write in the physica station number of the Comdia telephone system that is
connected to each port of the voice mail system. (For example, an g-port system
will have only eight of these blanksfilled in.)

Comdial Telephone System Information

Write down the type of Comdial telephone system (switch) with which the voice
mail system will operate. When you choose this telephone system from
ExecuMail’s switch library, the voice mail system automatically sets the
parameters for best operation with the particular Comdia telephone system you
select.

Keypad Map

Indicate which keypad map the voice mail system will use. The keypad map
defines how letters and numbers are arranged on the touchtone keypad. The
system supports several keypad maps, including a numbers-only map. The keypad
map is set automaticaly during installation.

If you use the numbers-only keypad map, be sure to read the topic in the
Reference Manual that explains numeric access. With the numbers-only keypad
map, subscribers send messages to other subscribers, guests, and message groups
by pressing numbers instead of letters. You can aso set up numeric directory
assistance for outside callers. For more details about numeric directory
assistance, see the Reference Manual.

If you want to set the system for a keypad map other than the default, you must
run a special utility. See the Reference Manual for steps explaining how to change
the keypad map.
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Worksheet 2:
The Opening Line

All Ports

The Opening Line is the greeting that the voice mall system plays when outside
calers reach the system. The Opening Line is composed of three recordings
cdled the Introduction, Action and Otherwise prompts. While these recordings
are separate prompts, most calers hear the prompts as if they were a single
greeting.

In many cases, the first contact outside calers have with your organization is with
the Opening Line greeting. Because calers will form their first impresson by the
way they are treated when the system first answers, it's very important to spend
some time planning the wording of the Opening Line, as well as how the voice
mail system will handle callers at each step of the way.

It is aso important that you customize the Opening Line for your application.
Make sure the quality of the recording is good. Keep background noise to a
minimum, and don't ovewhelm callers with a long list of options. Include the
name of your organization, and be sure to thank people for caling you.

This worksheet helps you plan your Opening Line. For the Introduction, Action,
and Otherwise prompts, either select the wording on the worksheet, or write
another prompt better suited for your organization. Note that you can set up
different Opening Line prompts for the system’s Day Mode and Night Mode.

10. Introduction

Write the text for the Introduction prompt. The system plays this prompt first to
welcome calers. It might say “Thank you for calling <your organization’s name>. ”

You may use a different Introduction prompt during vay Mode and during Night
Mode. In most cases, however, the Introduction prompt is the same for both Day
Mode and Night Mode.

11. Call to Action

Write the text for the Action prompt. This is the prompt the system plays to let
callers know the actions they can take, such as to press an extension number,
how to reach directory assistance, or how to send you a fax. It might say
something like this. “If you're calling from a touchtone phone, you may enter the
extension at any time. If you don't know the number, press 411 for a directory. To
send us a fax, press 329.”




Worksheet

9 The Opening Line

The Opening Line consists of three voice prompts which the system plays to callers when it answers a call. For
each of the three prompts, you may select the default prompt or write down an announcement suitable for your
application. Also identify what should happen if the caller does not respond to the prompts.

10. Introduction
Day  [X* “Thank you for calling the Franklin Shipping Company "

3 Other:

Night [* Same as Day prompt
O Other:

11. Call to Action

Day &* “If you're calling from a touchtone phone, you may enter the extension at any time.
If you don’t know the extension, press 411 for a directory...(1 second pause)”
O Other:

Night [X* Same as Day prompt
[ Other:

12. Otherwise

Day RI* “Otherwise, please stay on the line and an operator will be right with you.”
O Other:

Night [XI* “Otherwise, please answer the following questions, and Il make sure your message
gels attention.”

O “Otherwise, please call back during normal working hours: 7
O Same as Day prompt
0 Other:

13. Action to take if caller does not press a tone

Day Action Night Action
®I* Transfer call to operator 0 Transfer call to operator
O  Interview the caller X* Interview the caller
O Hangup [0 Hangup
O Other: O Other:

Application Screen, Page 2
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The Action prompt is the most important prompt in the Opening Line. Make it
simple and clear; calers are likely to hang up if they are presented with too
many choices or if the instructions are confusing. Be sure to tell callers what their
options are; for example, tell them the System ID to press for directory assistance,
or the System ID to reach the fax machine.

You can use a different Action prompt during Day Mode and during Night Mode.
In most cases, however, the Action prompt is the same for both Day Mode and
Night Mode.

12. Otherwise

Write the text for the Otherwise prompt. The wording of the Otherwise prompt
should explain what action the system will take if the caler does not press any
touchtones during the Opening Line.

Some callers may choose not to enter any touchtones, or may be calling from a

rotary telephone. For a typica indtallation, you would set the voice mal system

to transfer these callers to the operator during Day Mode hours. In this case, your
Otherwise prompt might say something like this.  “Othenvise, please stay on the
line and an operator will be right with you. "

Whenever the organization is closed, such as a night or on weekends, you will
probably want to use a different Otherwise prompt, such as  “Otherwise, please
call back during normal working hours,

Before you decide on the exact text for the Otherwise prompt, decide how you
want the system to handle calers who don't press touchtones during the Opening
Line. These options are described in the next section. Remember, you can use
different options for Day Mode and Night Mode.

13. Action to take if caller does not press a fone

Choose how you want the voice mail system to handle the cal if no touchtones
are pressed during the Opening Line. This action should correspond to the
wording of the Otherwise prompt.

Transfer Call to Operator
During daytime hours, this is the most common option for handling callers who
do not press any touchtones during the Opening Line.

Interview the Caller

When no operator is avallable to answer cals, you can configure the voice mall
system to ask a caler a series of questions. After each question, the system
pauses so the caler can record an answer. The caler's answers are recorded in a
single message. You can record up to 20 questions in a single interview box. The
system provides a Public Interview Box (System ID $PM) with several questions
dready recorded. The default questions for the Public Interview Box are:

I *“Pm going to ask several questions. After each, please reply. First, whom are
you trying to reach?”

2. “Who's calling please?”

3. “At what number can you be reached?”
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4. “What's this in reference to?”

5. “What additional message would you like to leave?”

1"

6.  “Thank you, I'll make sure your message gets attention.

Hang up

When your organization is closed or there is no operator on duty, the system can
hang up after the Opening Line prompts. In this case, the Otherwise prompt

should say something like this. “Please call back during our normal business
hours, which are 9 am to 5 pm Monday through Friday. Thank you and goodbye. ™
This option does not affect calers who press touchtones in response to the

Action prompt, as long as they press touchtones before the voice mail system
hangs up.

other
You may set up a specia application that requires the use of a transaction box or
voice detect box to route the cal.

Transaction boxes are used to create special call routing applications. For
example, calers can press a single key to route their cal to a department, or to
hear more information. For more details, see Worksheet 16: Transaction Boxes.

Voice detect boxes are adso used to create specid call routing applications.
However, instead of pressing touchtones, callers can say “Yes' or remain silent
for No to route their cal. For more details about voice detect, see the Reference
Manual.
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Worksheet 3:
Operator Handling

When callers reach your organization during your norma business hours, it is
important that they have easy access to an operator. Callers need to know how
and when they can be connected to an operator.

20. When is an operator available to handle calls?

Identify when there is an operator avallable to answer cals. Most organizations
have operator coverage only during norma business hours. Operator availability
during night hours varies widely from one organization to another.

If no operator will be available for either day or night, check the No boxes and
skip to Worksheet 4.

Transferring Calls to the Operator

What is the operator's extension number?

Write down the operator's actual extenson number on the Comdia telephone

system, both for day and night. At many organizations, the operator's extension
number is 0 (zero). If your operator has a different extenson number, fill in the
blank with the number. The voice mail system automaticaly dids this extension
when transferring a cal to your operator. Note that the extension numbers can

be different for Day Mode and Night Mode.

Call transfer type to use for the operator's extension
Select the appropriate call transfer type for transferring calls to the operator.

There are three ways in which the voice mail system can transfer a cal to the
operator. If you are not sure which to use, select Await Answer.

Release

When the cal transfer type is Release, the voice mal system puts the caller on
hold, dias the extension and then releases the cal to the Comdia telephone
system. The voice mail system does not check the progress of the call or the
status of the caled extension. If the extension is busy or is not answered, the
Comdia telephone system determines what will happen to the call.

Releasing a cal to the operator clears the voice mail system’s port to take other
cals. You can release cdls to the operator if your Comdia telephone system
supports automatic camp-on of cals transferred to the operator's console.

KR
it
i



Worksheet

3 Operator Handling

20. When is an operator available to handle calis?
Day R*Yes OO No
Night [ Yes X" No

Transferring Calls to the Operator

What is the operator’s extension number on the telephone system? Day X 0 (zero) o____
Night [J 0 (zero) o___

Call transfer type to use for operator’s extension 1 Release
X*  Await Answer for _a rings

O  Wait for Ringback  for rings
(3 rings or more)

Application Screen, Page 3

Worksheet

4 System Schedules

Use this worksheet to define the system’s Day Mode operating schedule. This will usually match the company’s
office hours. All other hours the system operates in Night Mode. You may specify up to three ranges of hours and
days for Day Mode operation.

31. Daytime Schedule (Enter up to three ranges of hours and days for Schedule #1. Use separate sheets for
#2 and #3.)
a: _8:00 am/~pm- to _5:00 —am-/pm on Mon Tue Wed THu Fri —Sat-SUn—
b: am Fpm- fo —am—/ pm on Mon—Fue-Wed—FHu—Fri- Sat SUn—
c: am fpm— to —am-/ pm on Mom—TFue-Wed—THu—Fri—Sat—SUn
Ignore holidays? O Yes X* No

32. Special Schedule (#4) & Day O Night

33. Holidays (Write in the day & month of up to eighteen holidays)

34. Automatiqally adjust system for Daylight Savings Time?

O Yes Date On Date Off
X No

Application Screen, Page 4

QuickStart® Application Worksheets
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Await Answer

When the cal transfer type is Await Answer, the voice mail system puts the caller
on hold and dids the operator’s extension. If the operator answers within the
number of rings specified in the Rings fidd, the voice mail system puts the
cdler through.

If the extension is busy or does not answer within the specified number of rings,
the voice mail system plays the operator's greeting and then takes an action
(typicaly, going to a specid interview box). See the  Reference Manual for more
information on this cal transfer type.

Wait for Ringback

When the cal transfer type is Wait for Ringback, the voice mall system puts the
cdler on hold and dids the operator's extenson. If the extension rings the
number of times specified in the Rings fidd, the voice mall system releases the
cdl to the Comdid telephone system.

If the extenson is answered while the voice mail system is counting rings, the
voice mal system puts the cal through. If the extension is busy, the voice mail
system plays the extension's greeting and takes the specified action. With the

Wait for Ringback cal transfer type, the operaior cannot use cal screening

festures. See the Reference Manual for more information on this cal transfer
option.

Rings
This specifies the number of rings the voice mail system will wait for a cal to be
answered. The minimum number of rings is 3.

Write in the number of rings for your application. We recommend that you use 3
or 4 rings.
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Worksheet 4:
System Schedules

Most organizations have established working hours. You can set up the voice
mail sysem to handle cals differently when your organization is open and
closed. The voice mall system uses a Day Mode schedule to define the hours
your organization is open. The rest of the time the system operates in Night
Mode.

You can define up to four different Day Mode schedules, and then assign to
different voice ports or transaction hoxes different Day Mode schedules. In most
cases, however, you will use only one Day Mode schedule, Schedule  #1. This
worksheet defines only one schedule. You may want to define others later.

31. Daytime Schedule

Write down your organization's regular business hours. Page 20 shows a sample
of a completed Schedules Workshest.

Each working schedule you define for a ste can be specified in three different
ranges of hours. These ranges (ab,c) define the hours classified as Day Mode.
Note that you may sPecify an(}/ hours as Day Mode; they need not fall in the

range that is normally considered daytime. For any hours not specified, the voice
mail system operates in Night Mode.

Typicaly, you specify only one range, which might be something like 8:00 am
5:00 pm Monday through Friday. However, if your organization has different,
weekend hours, you may specify ranges for Saturday and Sunday. In the sample
shown, the schedule is completed for a business that is open from 9 am to 8 pm
Monday through Friday; from 10 am to 5 pm on Saturday, and 11 am to 3 pm on
Sunday.

If your organization closes for lunch hour, you can specify Day hours as 8 am to
12 pmin range (@) and 1 pm to 5 pm in range  (b). The voice mail system will
then be in Night Mode from noon to 1 pm.

Ignore  holidays?

In most cases, because your organization is closed on holidays, you will want the
voice mail system to operate in Night Mode for 24 hours on those days. This is

the default setting. If Schedule #] should not follow your regular Day Mode and
Night Mode hours on officid holidays (that is, if you want Schedule #1 to operate
in Night Mode for 24 hours) select No and fill in  33. Holidays. If you want the
system to follow your regular Day and Night schedule on holidays, select Yes and
kip the 33. Holidays section of the worksheet.



Worksheet

3 Operator Handling

20. When is an operator available to handle calls?
Day [R*Yes O No
Night O Yes E* No

Transferring Calls to the Operator

What is the operator's extension number on the telephone system?  Day ® 0 (zero) O
Night O 0 (zero) o

Call transfer type to use for operator's extension O Release
B* Await Answer for 4 rings

O wait for Ringback forr i n g s
(3 rings or more)

Application Screen, Page 3

Worksheet

4 System Schedules

Use this worksheet to define the system’s Day Mode operating schedule. This will usually match the company’s
office hours. All other hours the system operates in Night Mode. You may specify up to three ranges of hours and

days for Day Mode operation.

31. Daytime Schedule (Enter up to three ranges of hours and days for Schedule #1. Use separate sheets for

#2 and #3.)
a _8:00 am/-pm- to _5:00 -am- / pm on Mon Tue Wed THu Fri —Sat--Stm—

b: am Apm- to -am-/pm on Mon—Fue-Wed—FHu—Fri- Sat SUn-
c am Fpm- to —am-/ pm on Monm—Tue-Wed—TFHu—Fri—Sat- SUn
Ignore holidays? a e 040

32. Special Schedule #4) R Day {1 Night
33. Holidays (Write in the day & month of up to eighteen holidays)

34. Automatically adjust system for Daylight Savings Time?

Q e Date On Date Off
B No

Application Screen, Page 4
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32. Schedule #4

Schedule #4 is a special schedule. Schedule #4 stays in either Day Mode or Night
Mode, 24 hours a day, 365 days a year. The mode will not change unless you
change it at the console. Use Schedule #4 to set a group of ports or transaction
boxes to stay in a particular mode regardliess of the time of day. By changing the
setting of Schedule #4, you can reset all the ports or transaction boxes that use
Schedule #4. The Schedule #4 field has no impact on Schedule #1, #2, or #3.

33. Holidays

At most sites, the voice mail system operates in Night Mode for 24 hours on any
day marked as a holiday. You may specify up to 18 holidays. List only the month
and day for each holiday. You must update the holiday schedule each year to
cover holidays which fall on a different date each year.

34. Daylight Savings Time

The voice mail system can automatically adjust its internal clock for Daylight
Savings Time in those countries and locations that recognize it.

Select Yesif you want the voice mail system to adjust for Daylight Savings Time,
and enter the dates when Daylight Savings Time changes. If you select No, you
may still manually reset the computer’s clock twice a year for Daylight Savings
Time.




22 \Worksheet 5: Default Subscriber Settings ExecuMail6.5 .

Worksheet 5: Default
Subscriber Settings

This worksheet helps you plan the default seitings for every new subscriber.
ExecuMail makes adding subscribers with standard features quick and easy. All
you have to do is fill in the QuickStart Application Screen, Page 5 with the
settings you want for each subscriber. Then, every new subscriber you add will
have the settings you choose on this default screen. This saves you time, because
you don't have to configure each subscriber individualy. Of course, you can dlill
change any setting for any particular subscriber who wants settings different from
the defaullt.

Use this worksheet to specify default settings for: Persond  IDs, feature access, call
transfer, message waiting lamps, and message delivery.

Personal ID and Access Codes

Personal ID for Subscribers

Firg, write down the convention you want the system to use when creating
Persona IDs for subscribers.

On the default setup, when you add a new subscriber, the system automatically
creates a unique Persond 1D for the subscriber by adding the number 8 to the
beginning of the subscriber's Extension # ID (we write this as “8X”). You can
change the number 8 to another number or string of numbers plus X (the
extenson  number).

NOTE: Although you don't have to base the Persond  IDs on extenson
numbers, this saves you from having to think of a unique Persona 1D each
time you add a subscriber to the system.

If you want to change the default convention to something else, enter that on the
worksheet. For more details about IDs, see the Reference Manual.

Access Codes

Write down the access codes you want to set up for each subscriber. Access
codes alow or deny particular features, such as specia delivery options, the
enroliment  conversation, and whether subscribers can send open group
messages. You can specify any combination of the following access codes:



Worksheet

5 | Default Subscriber Settings

Use this worksheet to specify settings that will apply to most subscribers, including settings for Personal i1Ds, how
calls are transferred, whether message waiting lamps are used, and whether the system will call the subscriber to

deliver messages. Although these settings apply to most subscribers, you may specify custom settings for an
individual subscriber on another worksheet.

The system automatically assigns a Personal ID to a new subscriber by adding one or more digits to the
subscriber’s extension (X’). For example, ‘8X’ would create a Personal ID of 8100 for extension 100.

Access codes allow or deny subscribers particular features of the system. See the Application Manual or the
system’s on-line help for access code definitions.

Default Change to:
Personal ID for Subscribers 8X
Access Codes PCBF

Transfer calls to subscribers? R*Yes O No
Call transfer type
&i* Await Answer for _4  rings Use call screening? [ Yes [J*No
O Release (Use only with Await Answer call transfer type)
L} Wait for Ringback ~ for — frings Use call holding? O Yes O Vox O*No
(3 rings or more) (Do not use with Release call transfer type)

Activate message waiting lamps for new messages? [X*Yes [ONo
(The telephone system must support message waiting lamps or indicators)

Should the system call the subscriber's extension to deliver new messages? B Yes O*No

O Wait__30_minutes after a new message arrives before trying to call.

Hours to deliver: _8:00  am/pm to _ 5:30 am/pm on Mon Tue Wed THu Fri Sat SUn
Ring the extension for 4 rings before hanging up (3 or more rings)

Choose one of the following:

[0  Deliver each new message as it arrives. If no answer, try again every minutes.
® Deliver a batch of new messages every __30  minutes,
O Deliver all messages as soon as an urgent one arrives. if no answer, try again every minutes.

" Application Screen, Page 5

QuickStart® Application Worksheets
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A [No Setup Options Access]

This denies the subscriber access to changing setup options by phone. With this
code, the subscriber cannot change personal greetings, message groups, call
transfer options, message delivery, recorded name, spelled name, security code,
or directory listing. The access codes A and T may be combined to deny access
to al setup options except personal greetings.

B [No Receipt Summary]

The system does not tell the subscriber that the messages he or she sent to a
particular person were received, unless the subscriber marks a message for
explicit return recelipt.

C [Cancel Public Message Notification]

This prevents the system from notifying the subscriber when a public message is
received. A public message is not addressed to a particular extension. Use this
code for subscribers who have public message access (that is, -who do not have
the P code), but want their message lamp lit only for messages sent specificaly

to them.

D [Directory Restriction / Unlisted]
This excludes the subscriber from the automatic directory of subscribers.

E  [Address Messages by Extension]
The subscriber leaves messages by extenson number instead of by the first three
|etters of the recipient’s last name.

F  [First-Time Enrollment Conversation]

The voice mail sysem will enrall the subscriber by phone the next time the
subscriber cals the system. This code speeds up the installation process by
dlowing subscribers to enroll themselves over the phone, rather than having the
system manager add each subscriber at the console.

G [Cannot Change Greeting]
The subscriber cannot change his or her persona greetings.

K  [Can Change Call Holding by Phone]
The subscriber can turn cal holding on or off by phone.

L [Length of Messages Announced]

The system announces the length of messages. With this feature, the system will
announce how long new and old messages are, for example “You  have 3 new
messages totaling 3 minutes, 20 seconds. Would you like to hear them?’

M [Menu Mode Exclusively]

The subscriber hears the system’s quick option menus for al voice mail features,
instead of the usual yes-and-no conversation. This code cancels the effect of the T
access code.

N [No-Hands Message Retrieval]

This code turns on hands-free message retrieval. The system does not ask the
subscriber “Would you like to hear them. 7 between message sources. This feature
should not be used unless the Comdia telephone system provides “immediate
disconnect.”
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Call Transfer

0 [No Old Messages]
The subscriber cannot review old messages.

P [No Public Messages]
The subscriber cannot access public messages. Usualy, only one or two people
a any site need access to public messages.

Q [No Urgent Messages]
The subscriber cannot mark messages urgent.

R [Cannot Redirect Messages]
The subscriber cannot redirect messages he or she has received.

S [Cannot Send Messages]
The subscriber cannot leave messages for other subscribers, guests, and groups.

T [Traditional Conversation]

The subscriber hears the four basic questions in the order used in a previous
software version: Check new messages, Leave messages, Change greetings,
Review old messages. To reach setup options other than greetings, the subscriber
presses ## after the system asks “Would you like to do anything else?. The M
access code cancels the effect of this code.

U [No Messages to Subscribers]
The subscriber cannot send messages to other subscribers. The subscriber can
leave messages for his or her own guests and message groups.

V  [No Private Messages]
The subscriber cannot mark messages private. Any message the subscriber sends
may be redirected by the recipient.

W [No Future Delivery]
The subscriber cannot mark messages for future delivery.

X [No Return Receipt Request] . _
The subscriber cannot mark messages for explicit return receipt.

Y  [No Open Groups]

The subscriber cannot creste open groups, or leave messages for open message
groups. The subscriber can dtill create and leave messages for his or her own
privale message groups.

Z [Automatic Return Receipt]

The system automatically marks every message sent by the subscriber for return
receipt requested. To avoid redundant return receipts and receipt summary
announcements, never use the Z code without also using the B access code.

See the Reference Manual for more details about access codes.

Transfer calls to subscribers?

Select Yes if you want the voice mail system to transfer cals for most subscribers.
When cal transfer is set to Yes, the voice mail system will transfer calers to the
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subscriber’s actual extension. If the extension is busy or does not answer, the
caller may leave a message.

If you select No, calers may leave a message in a subscriber's voice mailbox, but
they cannot directly reach a subscriber’s extension without going through the
operator. Select No if you want to use voice mail only.

Call transfer type

Sdlect the cal transfer method that will be applied to most subscribers. There are
three ways the voice mail system can transfer a call to a subscriber: Await
Answer, Release and Wait for Ringback. For Comdia telephone systems
(especidly those that do not support Call Forward to Persona Greting), Await
Answer is the most common method of cal transfer to a subscriber.

Await Answer

When the call transfer type is Await Answer, the voice mail system puts the caller
on hold and dids the extension. If the extension is answered within the number
of rings specified in the Rings fidd, the voice mail system puts the caller
through.

If the extension is busy or does not answer within the specified number of rings,
the voice mail system plays the extension’'s greeting and then takes an action
(usually “take message’). See the Reference Manud for more information on this
cal transfer type.

Release

When the call transfer type is Release, the voice mail system puts the caler on
hold, dids the extenson and then releases the cal to the Comdia telephone
system. The voice mail system does not check the progress of the cal or the
status of the called extension. If the extension is busy or is not answered, the
caller cannot leave a message unless the Comdial telephone system supports Call
Forward to Persona Greeting.

Releasing a cal to an extension clears the voice mall system’'s port to take other
cals. However, with the Release cal transfer type, the subscriber  cannot use the
cdl holding or cal screening features.

Waft for Ringback

When the cal transfer type is Wait for Ringback, the voice mall system puts the
cdler on hold and dids the extengon. If the extenson rings the number of times
gpecified in the Rings fidd, the voice mail system releases the cdl to the
Comdia telephone system. ’

If the extension is answered while the voice mail system is counting rings, the
voice mall system puts the cal through. If the extension is busy, the voice mall
system plays the extension's greeting and takes the specified action. With the
Wait for Ringback cal transfer type, the subscriber cannot use cal screening
features. See the Reference Manual for more information on this cal transfer type.

Use call screening?

The cal screening feature lets subscribers find out who's caling before the voice

mail system puts the call through. When call screening is turned on, the voice
mail system asks calers, “whom may I SOy is calling?” before transferring the call
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to the subscriber's extension. When the subscriber answers the call, the voice
mail system plays the caler's name before putting the cal through. You can only
use cal screening with the Await Answer call transfer type.

Use call holding?

The cal holding feature dlows you to “queue up” severa calers who are waiting
for a busy extenson to become free. The voice mail system periodicaly tells
cdlers their pogtion in the queue, and alows them to keep holding, transfer to
another extension or leave a message.

The system provides two different types of call holding. You can set the system so
that outside calers can press 1 to hold for an extension, or say “Yes' instead.
With the firgt type of cdl holding, outsde callers must have touchtone
telephones. With the second type, outside callers do not have to have touchtone

tfelephones The system listens for spoken sound, using the system’s voice detect
eature.

Cdl holding is available with the Awat Answer and Wait for  Ringback call
transfer type. Cal holding is not available with the Release transfer type.

On the worksheet, select Yes if callers should press a touchtone to hold. Select
Vox if calers should say “Yes' to hold. Select No if cal holding should be turned
off for subscribers by default.

Message Notification

When a subscriber or guest has messages pending, the voice mail system can
notify the subscriber by lighting a message waiting lamp, or by playing a stutter
dialtone on the subscriber's work telephone. This feature is called message
notification, and is available only if the Comdia telephone system is programmed
to support it.

Activate message waiting lamps for new messages?

Answer whether you will be using message waiting lamps. The voice mail system
supports message waiting lamps automatically on Comdia telephone systems.
Select Yes to use message waiting lamps to notify subscribers that they have

pendin? messages. Message waiting lamps should be used whenever they are
available.

Message Delivery

The voice mail system can call a subscriber to notify him or her of pending
messages. For example, when a message comes in, the voice mail system can
did the subscriber's extension number, wait for an answer, and then say:

‘This is ExecuMail calling with a message for <subscriber’s name>. Please enter
your Personal ID now to receive the message. ”

if the subscriber enters the correct Personal ID (and security code, if applicable),
the voice mall system proceeds with the conversation in the same manner that it
does when the subscriber cals the voice mall system directly.
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Should the system call the subscriber’s extension?

Check Yes if you want messages delivered to each subscriber's work telephone,
as described above. If No, skip the rest of this workshest.

Wait ___ minutes after a new message arrives

Check 1f you want the system to wait before delivering new messafga, and enter
how long the sysem should wait in the Wait minutes fidd. This fied
applies to Batch message delivery only. Write down the days and times you want
the voice mall system to cal you to deliver your messages. Select the number of
times the voice mail system will ring a subscriber’'s extenson on each  delivery
atempt.

Each, Batch, or Urgent Delivery _ .
Check whether you want Each, Batch or Urgent delivery. Also, write down the
time interva (in minutes) between delivery attempts.

Each

With Each message delivery, the voice mail system calls the subscriber each time
a new message comes in, regardless of when it last tried to cal the subscriber.
This method speeds up the delivery of new messages, but aso increases the
amount of diaing out the system does. This means that the dial-out ports may be
tied up more frequently. If the dia-out ports are constantly busy, the voice mall
system may have to hold dial-out requests in a queue until a dia-out port is free.
This could result in actud delays in delivery.

Batch |
With Baich message delivery, any message that comes in since the last attempted 1
delivery will be added to the batch and delivered at the next specified time

intervl. A 30-minute deivery interval is sitable for most indallations. Using

batch message delivery lessens the amount of time the voice mail system ties up

voice ports diaing out to deliver messages.

Urgent

Urgent message delivery works like Each message delivery, except the voice mail
system only cals you each time an urgent message comes in. The system won't
cal when there are only norma priority new messages waiting.
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Worksheet 6:
System Security

The voice mall system offers system-wide features that protect the system from
unauthorized access and from certain system errors.

Use Worksheet 6 to identify:

= How many times a caler can misdial.

= Whether a caller should be routed to another System ID for help after
misdialing.

= The minimum amount of available message storage space the system
requires.

= Who should receive a voice message if certain system errors occur.

How many times should a caller be allowed to misdial?

|dentify the number of timesacdler isalowed to misdid. Thisindudesthe
number of times an outside caller can try entering a vaid System ID to route his
or her cdl, and the number of times a subscriber is alowed to try to enter a vaid
Persond ID and security code.

Should a caller be routed to another System ID for help?

Identify how the system handles a caller who exceeds the number of invaid
entries  allowed.

At most Stes, the system is set to hang up on callers who misdia the number of
times specified. However, the system can aso route calers to another System 1D
for additiona help. For example, you could route these calers to the operator,
who can help determine the correct Extension # ID or Box ID.

When should subscribers be asked to delete messages?

[dentify the minimum number of minutes of available message storage space the
system requires before asking subscribers to delete unnecessary messages.

To help prevent the system from running out of storage space, the system asks
subscribers to delete unnecessary messages when space is getting low. Most
systems st the minimum amount to 15 minutes. You should not decrease this
amount. However, you may increase it for larger systems with many subscribers
or ports.
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6 System Security

Use this worksheet to specify several system-wide features that protect your system from unauthorized access
and from certain system errors.

53. How many times should a caller be allowed to misdial?
O J*4times O times
Should a caller be routed to another System ID for help after misdialing repeatedly?
O *No (system hangs up) O Yes, route to System ID

55. When should the system ask subscribers to delete unnecessary messages?
[* When there is less than 15 minutes of message storage space left
C When there is less than minutes of message storage space left

58. Who should receive a voice message if a system error occurs?
[J* Everyone who receives public messages

B These subscribers: Name: Jonathan Wnter Personal ID: 82219
Name: Personal ID:
Name: Personal ID:

Application Screen, Page 6

Worksheet

7 Directory Assistance

The voice mail system offers an automatic directory of extensions, numeric directory assistance, and a special
Departments transaction box to help callers find out the extension number of the person or department they're
trying to reach. Use this worksheet to choose the directory assistance the system will provide.

Directory  Assistance
Default ID Change to: Make change on:

[* Automatic directory assistance 555 Apnlication Screen, Page 6
Should the system automatically route the caller if there is only one matching name in the automatic
directory?  &* Yes O No

Default 1D Change to: Make change on:
O Numeric directory assistance $411 Groups Screen

O Departments transaction box 411 Transaction Directory

QuickStart® Application Worksheets

Copyright © 1988-94 Active Voice Corporation 4194




QuickStart Application Manual Worksheet 6: System Security 31

Who should receive a voice message if an error occurs?
Identify who should receive a voice message if a system error occurs.

The system can tell you in two ways if a system error occurs. by displaying a text
message a the system console, and for some errors, by aso sending a voice

message.

Most systems are set to send a voice message to everyone with public message
access (no P access code). A public message is a specia kind of message
avallable only to authorized subscribers. I you choose to send error messages to
subscribers with public message access, be sure to set at least one subscriber for
public message access when you complete Worksheet 12:  Special Subscriber
Settings. You may also want to remove the ¢ access code for subscribers with
public message access, so that the system can cal them or light a lamp when
new public messages are waiting. For details about public messages, see the
Reference Manual.

You may aso specify one or more specific subscribers who should receive these
messages. This can be in addition to subscribers who receive public messages, or
in place of them. Write each subscriber’s name and Persona ID on the
worksheet.

For details about error messages, see the Reference Manual.
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Worksheet 7:
Directory Assistance

People who call your organization may not know the extenson number of the
person they are trying to reach. In these cases, a caler must find out the
extenson by speaking to the operator or by looking up the extension in a
directory.

The voice mal system offers two kinds of directory assistance to help outside
calers look up a subscriber's extension:

= Automatic directory assistance. The automatic directory provides a list of
subscriber names and extensions. Outside callers find out a subscriber’s
extenson by spelling the first three letters of the subscriber’s name. Outside
calers must have letters on thelr touchtone keypads to use automatic
directory assistance.

= Numeric directory assistance. The numeric directory alows outside callers
to press numbers instead of letters to look up a subscriber's extension.
Numeric directory assistance involves grouping subscribers by a common
characteristic (such as department, location, or schedule), and cregting a
menu of choices that assigns a single touchtone to each directory grouping.

Use Worksheet 7 to plan the type of directory assistance you want to offer outside
cdlers. Or, if you will not be using directory assistance for this application, write
that on the worksheet, and skip to Worksheet 8. For more information about
directory assistance, see the Reference Manual.

NOTE: You can adso use transaction boxes to set up other kinds of call
routing for outside calers who don't know the extenson number. The system
comes with a sample transaction box (called the Departments Box) to help
you set up specid cal routing to departments.

Directory  Assistance

Some sites may want to use both automatic and numeric directory assistance if
some outside callers have lettered keypads, while others do not.

Indicate which type of directory assistance the system should offer. You can offer
automatic directory assistance, or numeric directory assistance, or both. Using
automatic directory assistance requires only that outside calers have letters on
their keypad that match the system’'s keypad map, and that you mention the
System ID for directory assistance in the Opening Line. Using numeric directory
assistance or transaction boxes for directory assistance requires additional setup
a the system console.

b
i



Worksheet

6 System Security

Use this worksheet to specify several system-wide features that protect your system from unauthorized access
and from certain system errors.

53. How many times should a caller be allowed to misdial?
®* 4 times O times
Should a caller be routed to another System ID for help after misdialing repeatedly?
U’ No (system hangs up) [1 Yes, route to System ID

55. When should the system ask subscribers to delete unnecessary messages?
®* When there is less than 15 minutes of message storage space left
O When there is less than minutes of message storage space left

58. Who should receive a voice message if a system error occurs?
[J* Everyone who receives public messages

O  These subscribers: Name: Jonathan Wnter Personal ID: 82219
Name: Personal ID:
Name: Personal ID:

Application Screen, Page 6

Worksheet

7 Directory Assistance

The voice mail system offers an automatic directory of extensions, numeric directory assistance, and a special
Departments transaction box to help callers find out the extension number of the person or department they're
trying to reach. Use this worksheet to choose the directory assistance the system will provide.

Directory  Assistance
Default 1D Change to: Make change on:

I* Automatic directory assistance 555 Application Screen, Page 6

Should the system automatically route the caller if there is only one matching name in the automatic
directory? &+ @i+ O &0

Default 1D Change to: Make change on:
0 Numeric directory assistance $411 Groups Screen
1 Departments transaction box 411 Transaction Directory

QuickStart® Application Worksheets
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If you are using automatic directory assistance, the system can automaticaly
route a caler to the correct Extension # ID if there is only name that matches the
three letters the caler enters. Indicate on the worksheet whether you want to use
this feature with automatic directory assistance.

System IDs for Directory Assistance

Indicate on the worksheet the System [Ds callers should press to reach directory
assistance. The default System ID for automatic directory assistance is  555. If you
will be using a different System ID, mark that information on the workshest.

Numeric directory assistance requires special configuration a the system console.
If you will be using numeric directory assistance, write in the System ID you will
use. Refer to the Reference Manual for details on how to set up numeric directory
assistance.

Be sure to mention the System IDs for directory assistance in the Opening Line.

Department  Transaction Box
The system is shipped with a department directory which has the System ID 411.
This transaction box announces.

“Press | For Sales, 2 for support, or 3 for a list of all personnel. Once again: press I
for Sales, 2 for Support, or 3 For a list of all personnel. ”

To use this departments transaction box, you can modify its greeting or System ID
to fit your application. If the system will use the default department transaction
box, indicate that on the worksheet. Otherwise, write “remove’ on the worksheet.

:
Joo
l



QuickStart Application Manual Worksheet 8: Public Fax Box 35

Worksheet 8: Public Fax Box

The voice mail system can detect incoming faxes and route them to a fax
machine. This feature eliminates the need for a separate, dedicated telephone
line for your fax machine. Each time the system transfers a call to the fax
extension, it can send a public announcement to the Public Fax Box.

If you plan to use the voice mail system’s fax detect feature, complete this
worksheet. Be sure to specify the fax extenson number, System ID, and call
transfer parameters. Also, indicate whether the person sending the fax is asked to
record a message describing the fax.

The Public Fax Box is quite flexible. For details on the various options available,
refer to the Reference Manual.

Fax ID

Indicate the System ID for the Public Fax Box. You can choose an ID that alows
cdlersto manudly did the fax machine extenson, or make it accessble only
when a fax machine cals the system. If you expect most callers will have letters
on their telephone keypads, you can set the Fax ID to “FAX”. In the Opening
Line, be sure to tell calers what System ID to press to send a fax.

By default, the System ID is set to SFAXBOX. If the System ID begins with the $
symbol, callers will not be able to select the fax machine by pressing touchtones.
Thus, the system will only be able to route automatic faxes sent directly from a
fax machine.

VoiceName

Indicate whether you want to change the Public Fax Box's recorded name, which
is “The Public Fax Box”. If you decide to change the recording, write in the name
you would like to use.

Transfer calls to the Public Fax Box?

To use the fax detect feature, you must indicate the actual telephone extension
the fax machine is connected to. Select Yes, and write in the fax machine's
extenson number.



Worksheet

8 Public Fax Box

You can route incoming faxes to a particular extension, known as the Public Fax Box. This extension is then
connected to one or more fax machines. Use this worksheet to specify how to set up the Public Fax Box. If you
will not be using the Public Fax Box, you may skip this worksheet.

Fax ID: O*$FAXBOX U FAX(329) [ Other:
Voice Name: ®* <..the Public Fax Box...” ] Other:

NOTE: If you use the default Fax System ID, callers can't dial the Public Fax Box directly.

Transfer calls to the Public Fax Box? ® Yes, to extension 345 [J* No (Turn off Public Fax Box)
Call transfer type @I* Await Answer for _4 rings Cl Release CI Wait for Ringback for ____ rings

— (should be at least 3 rings)
Use call holding? & Yes OVox 0 *No (Do not use holding with Release call transfer type)

Alternate Action: (if fax call transfer is unsuccessful)

R®* Say “Goodbye” then hang up O Route the call to another subscriber or transaction
O Transfer the call to the operator box (Use Go-to-ID ->)
[J Restart the call at the Opening Line O Hang up

Announce Options

Use this decision chart to decide how to handle manual fax calls and how to announce calls that are transferred
to the Public Fax Box. Circle the choice you want for “Announce..“.

r- Ask caller to record an introduction?

%

YES 0
v v
Send a public announcement Send a public announcement
rwhen a fax call is transferred? l rwhen a fax call is transferred? 1
YES NO YES NO

v v v
Announce = Announce = Announce = Announce =
ALWAYS VOICE POST NEVER

Application Screen, Page ¢
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Call transfer type

Select the transfer method that the voice mail system will use for the Public Fax
Box. There are three ways the voice mail system can transfer a call: Await
Answer, Release, and Wait for Ringback. For Comdia telephone systems
(especidly those that do not support Call Forward to Persona Greeting), Await
Answer is the most common method of cal transfer.

Await Answer

When the call transfer type is Await Answer, the voice mail system reminds the
caler to press the Start button on his or her fax machine when he or she hears

the fax tone, puts the caler on hold, then dias the fax extension. If the extenson
is answered within the number of rings specified in the Rings fidd, the voice
mail system waits for the caller to press the Start button, then puts the fax

through.

If the extension is busy or does not answer within the specified number of rings,
and cal holding for the fax extension is turned off, the voice mail system takes
the dternate action (typically, transfer to the operator).

Release

When the cal transfer type is Release, the voice mail system puts the caller on

hold, dids the fax extenson and then releases the cal to the Comdia telephone
system. The voice mall system does not check the progress of the fax cal or the

status of the fax extension.

Releasing a cal to the fax extension clears the voice mail system’s port to take
other calls. However, with the Release cal transfer type, the subscriber cannot
hold for the fax machine.

Wait for Ringback

When the cal transfer type is Wait for Ringback, the voice mail system puts the
cdler on hold and diasthe fax extenson. If the extension rings the number of
times specified in the Rings fidd, the voice mail system releases the cdl to the
Comdia telephone system. The number of rings should be set to at least three.

If the fax extension is answered while the voice mall system is counting rings, the
voice mail system puts the fax cal through. If the extension is busy and call
holding for the fax extension is turned off, the voice mail system takes the
dternate action (typicaly, transfer to the operator).

Use call holding?

Indicate whether callers should be able to hold if the fax extension is busy. To
use cdl holding, you must use the Await Answer or Wait for Ringback cdll 2t
transfer type. v

The system provides two different types of cal holding. You can set the system o
that outside callers can press 1 to hold for an extension, or say “Yes' instead.
With the firgt type of cdl holding, outside cdlers must have touchtone
telephones. With the second type, outside calers do not have to have touchtone

%elephones The system listens for spoken sound, using the system’s voice detect
eature.



38 Worksheet 8: Public Fax Box ExecuMail6.5 3

On the worksheet, select Yes if calers should press a touchtone to hold for the
Public Fax Box. Select V ox if calers should say “Yes’ to hold. Select No if call
holding should be turned off for the Public Fax Box by default.

Alternate Action

Indicate how the system should handle the caler if the transfer to the fax
extenson is unsuccessful (and cal holding is not alowed). The most common
choice is transfer to operator. The possible actions are as follows:.

Transfer to operator o
Trandfer the caller to the operator.

Say Goodbhye
The system says “If you need further assistance, press the pound key —now. Thank
you and goodbye” and hangs up.

Hang up
The system hangs up, without saying goodbye.

G0 to another ID

The system routes the caller to another System ID. Be sure to write down the
System ID if you choose this option.

Restart the call
Return the cdler to the Opening Line.

Announce  Options

Indicate whether the system should send a public notice when it transfers a call
to the fax machine, and whether it asks the person sending a manua fax to
record a message describing the fax and who it's for. There are four possible
vadues Al ways, Voi ce, Post, and Never.

Ask caller to record a Notify when fax call is transferred?
message?
Always Yes Yes
Voice Yes Only when caller records a voice message
Post No Yes
Never No No

If you do use fax notification, the fax notice will be delivered to the Operator
Box and received by any subscriber who has public message access. (Typicaly
this is the operator or System manager.)
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Worksheet 9: Subscriber List

Subscribers are the people who are enrolled in the voice mail system. Subscribers
usudly have an extenson number on your Comdia telephone system. The voice
mail system transfers calls to subscribers, and takes messages when they are on
the telephone or away from their desks.

There are two different ways to enroll subscribers on the system: by range, and
one-by-one. There are advantages and disadvantages to each method.

Before you fill in Worksheet 9, read Two Ways to Enroll Subscribers to decide
which method you would like to use. Then, if you decide to enroll subscribers by
range, use the worksheet to write down the starting and stopping Extenson  # 1D
of each range.

Or, if you decide to enroll subscribers one-by-one, use Worksheet 9 to write down
the extenson numbers and names of al the subscribers you wish to add to the
system. If you aready have such a list of subscribers, you may use it instead of
this  workshest.

Two Ways to Enroll Subscribers

There are two ways to enroll subscribers in the system. A system manager can
enroll al the subscribers a the console: entering each subscriber's  1Ds and
spelled name, recording a name, and setting any specid options. An dternate
way is to add a range of subscriber mailboxes with the ¥ access code, and let
subscribers enroll themselves by phone when they first call the system.

There are advantages to each method, and some sites may use both methods of
enrollment. Enrolling a the console gives the system manager full control. The
subscriber's last and first name can be fully spelled out on-screen, which makes it
easer to maintain the system later. No extra, unused mailboxes are created.
When the subscriber first calls the system, their voice mailbox is fully functiond.

Having subscribers enroll themselves by phone creates less work for the system
manager, who can simply add a range of subscriber mailboxes and then tell
users their Personal [Ds. Through the enrollment conversation, subscribers learn
about the system’s features. They are encouraged to record their own personal
greetings and name, and set their own security code. The system may be less
secure, however, if not dl the mailboxes that are created are actually used. Also,
the spelled name that a subscriber enters by phone is displayed on-screen in a
way that may not match the subscriber's actua name.




Worksheet

9 Subscriber List

Page.1 of 1 |

if you are adding subscribers by range, list the range(s) of Extension # [Ds (for example, 210-320). If you are
adding subscribers one-by-one, make as many copies of this worksheet as necessary to create a list of all
subscribers. For each person, write the full name and extension number, with the lowest extension number first.
Also, check off any subscribers you do NOT want listed in directory assistance. If you have a list or directory of all
personnel and their extension numbers, you may use it in place of this worksheet.

Extension # ID Range 1 Start : s top:
Extension # ID Range 2 Start : stop:
Extension # ID Range 3 Start : s top
Extension Last Name First & Middle Names Unlisted
210 Wood Doug O
211 Col e James O
212 Thonpson Bob O
213 Smith Li sa O
214 Br own Davi d O
215 Shadbolt Ron 0O
216 Peck Di ana a
217 Rowe Bar bar a a
218 Ri chnond Wlliam O
219 Wt son Sandy O
220 White Sally O
221 W nt er Jonat han a
O
|
O
a
O
|
cl
d
Personal Directory Screen
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When using enrollment by phone, you may want to do two things soon after
generd enrollment:

m  Deete any unused subscriber mailboxes

m  Go through the Persona Directory in ID Sort order and type in the full name
for each subscriber.

Extension # ID Range 1,2 and 3

If you decide to add subscribers by range, write down the starting and stopping
Extenson # ID of each range. If you have more than three ranges, make copies of
the worksheet.

Extension / Last Name / First & Middle Names

If you decide to add subscribers oneby-one, write down the subscribers you want
to add to your system, in the order of their extension number, with the lowest
extenson number first and the highest last. This will make it easier to add the
subscribers to the system later.

Unlisted
Indicate if any subscribers should not be listed in directory assistance.

Some subscribers may want to be left out of the directory assistance, so that
outside calers can't find out the subscriber’s extenson number without asking
the operator. If the site uses automatic directory assistance, subscribers can
change their automatic directory listing by phone a any time, by accessing their
setup options. If the site uses numeric directory assistance, only a system
manager can add or remove someone in the numeric directory.




42 Worksheet 10: Guests ExecuMail6.5

Worksheet 710: Guests

Some subscribers may wish to provide more persond call handling for specia
clients, contacts, friends, or family. Rather than accessing the system as outside
calers, these individuals can be enrolled as guests of a particular subscriber.
Each guest receives a Personal ID. The system greets guests by name and gives
them immediate access to their host subscriber’s voice mailbox.

A guest can leave messages for the host subscriber and receive messages from
the host subscriber the same way other subscribers leave two-way messages.

Use this worksheet to list each guest on the system, and the guest's host

subscriber. Be sure to ask subscribers to tell you about any guests they would like
added to the system. A Guest Request Fomm is available in the Learing ExecuMail
manua to help you gather this information.

Host Subscriber

List the name of the subscriber who will host the guest. This is the only
subscriber who can leave messages for the guest. This is aso the only subscriber
who will receive twoway messages from the guest.

Guest Name

List the name of the guest. There is no limit to the number of guests a subscriber
may host. 1f the system uses a lettered keypad, the subscriber can use the first
three letters of the guest's last name to leave messages for the guest. Otherwise,
the subscriber can use the guest's Persond ID.

Guest Personal ID

Write down the Persona ID the guest will use to aceess his or her messages from
the host subscriber. Like any other Sysem ID, the guest’s Persond ID must be
unique. See the Reference Manual if you need further information.

Urgent?

Specify whether the guest will be able to send urgent messages to the host
subscriber.



Worksheet

10 Guests

rPagel_of_l_ |

A subscriber may have one or more guests. Like subscribers, guests can leave and receive messages on the
system, but can do so only with their host subscriber. Guests are usually important clients, family members, or

others with whom a subscriber wants regular, two-way communication. Make as many copies of this worksheet as
you need to list the host subscriber, guest name, and guest Personal ID. If the subscriber wants to receive the

guests messages as urgent messages, put a check mark next to the guest's name.

Host  Subscriber Guest Name Guest Personal ID Urgent?
Doug Wod Alice Wod 825423 O
Brian Wbod 84437

Jai e Wod 8559 Q

Q

Janes Cole Alan _Geen 82626 ®
El

Bob  Thonpson Hel en  Thonpson 843536 d
g

O

O

O

O

O

O

O

O

O

O

Personal Directory Screen

QuickStart® Application Worksheets

Copyright @ 1986-94 Active Voice Corporation 404



44  Worksheet 71: Message Groups ExecuMail6.5

Worksheet 117:
Message Groups

The voice mail system alows you to create message groups of subscribers to
make it easy to send the same message to several people a once. A message
group is like a didribution list for a memo. When you send a message to a
message group, it is available to al subscribers who are listed as the members of
the group.

Subscribers can creste and maintain their own message groups from any
touchtone telephone. A system manager can aso create and maintan message
groups at the system console.

This worksheet helps you plan the message groups created a the console. Make
a copy of the worksheet for each message group you plan to add.

Considerations

When you add message groups to the system, you should consider these things.

= Does the system’s keypad map have letters or numbers only? If the
system uses a lettered keypad map, message group names may begin with
three letters. Subscribers send a message to a group by spelling the group's
name using the touchtone keypad.

If some or dl subscribers have only numbers on ther keypads, you should
choose a specid System ID for sending messages to numbered groups, and
message group names should begin with three numbers. Subscribers send a
message to a group by first pressing the specid System ID for numbered
groups, then the group’s number.

= Can anyone besides the owner send a message to the group? A message
group can either be open or private. All authorized subscribers can send
messages to open message groups. A private message group belongs to a
single subscriber, caled the group’s owner. Only the group’s owner can
send messages to his or her private groups. The members of a private group
will be able to hear group messages, but they won't be able to send a
message to the group themselves.

= Should the message be delivered only to the first person who hears the
message? A message group can have ether broadcast or dispatch
digtribution. With broadcast distribution, every member of the group receives

a copy of the message. With dispaich digtribution, only the first person to
hear the message receives it.




1 Message Groups

Page3 of_9

If a subscriber wants to regularly send messages to a group of other subscribers or guests, you may create a message
group for him or her. Subscribers can also create their own message groups over the phone. Decide whether message
groups should begin with letters or numbers. If message groups begin with numbers, include the special System ID for
sending group messages. For each group you need, write down the group’s name or number, as well as the group’s
owner. Indicate whether the owner is the only person who can send messages to the group. A group can also be set
for dispatch distribution, so that only the first person to hear the message actually receives it.

Select message groups by name or by number?
U Use named groups (Message group names begin with 3 letters)
0 Use numbered groups (Message group names begin with 3 numbers)

System ID for numbered groups: (Application Screen, Page 6)
Group Name or Number: Sal es Group Owner:  Jonathan Wnter
Deliver the message only to the first person who Can someone besides the owner send a message to
hears it? this group?

O ves (DISPATCH distribution) B Yes (OPEN group)

®* No * No (PRIVATE group)

Group Members

Ron Shadbolt

Wlliam Richnond

James Cole

Di ana Peck

Groups Screen

QuickStart™ Application Worksheets
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Spelled Names vs. Numbers

Indicate whether the message groups on the system should begin with three
|etters, or three numbers. If message group names will begin with numbers, aso
indicate the System ID subscribers press before leaving group messages.

The specid System ID for numbered groups must be unique. It's best if the
number is short (two or three digits), to speed the flow of the conversation (the
system prompts a subscriber for the System ID each time a subscriber leaves a
message). Keep in mind that the 1D you choose will prevent you from using a
range of other System [Ds. For example, using 14 for the specid System ID for
numbered groups makes the ranges 140-149 and 1400-1499 unavailable.

Group Name or Number

Indicate the name or S-digit number of the message group. Remember that
Stﬁbscribers will use the message group’s name or number to leave messages for
the group.

For stes using spelled-name groups, give careful consideration to the names you
give open groups. Subscribers use the first three letters of the group name to send
messages to it, so the name you choose should be easy to remember. For
example, it would be easy to remember that entering A-L-L sends a message to a
group containing “al staff”. However, it would be more difficult to remember to
enter E-M-P for the same group which was named “employees’.

For stes using numbered groups, note that a 3-digit group number is not a
System D, so it does not have to be unique.

NOTE: It is best not to use your system's wildcard character (usualy 1 or 0)
in the group number.

You can have more than one message group with the same spelled name or
group number. If this occurs, subscribers choose the correct group by listening to
the group's recorded name, lust as they do when choosing between  subscribers
with the same last name.

Group Owner

Write down the name of the subscriber who will  own this group. Only the owner
of the group can change the group by phone.

Deliver the message only to the first person who hears it?

Sdlect whether the group will have dispatch or broadcast digtribution. Most
groups will have broadcast distribution.

Can others send a message fo this group?

Indicate whether the message group is open or private. Remember, if the group is
open, al authorized subscribers can send messages to the group. If the group is
private, only the group’s owner can send messages to the group.
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Group Members

List the names of the subscribers who will be included in the group. Any
subscriber can be a member of a group. A guest can be a member only of his or

her host's private message groups.
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Worksheet 122 Special
Subscriber Settings

It's easy to customize features for individual subscribers who have specia needs.
Just by changing the values on a subscriber's Personal Directory page, the system
manager can configure features individualy for any subscriber, a any time.
Subscribers can aso change many features themselves from any touchtone
telephone.

Make a copy of Worksheet 12 for each subscriber who requires a configuration
different from the default settings you entered on Worksheet 5. Then, complete a
separate worksheet for each of these subscribers to document the customized
features.

Name
Write the name of the subscriber these settings are for.

Personal ID

Write the subscriber’s Persond ID. You may change the Personal ID to something
other than the default numbering scheme, but each subscriber’s Persona ID must
be unique.

Exfension # ID

Indicate the ID outside calers will press to reach the subscriber's telephone or
voice mailbox. The Extenson # ID is usualy the same as the subscriber’s actua
telephone extension number, but it doesn't have to be.

Access Codes

Indicate the features you want to turn on or turn off by writing down the access
code for those features. An access code is a single letter that turns on or off a
specific feature for a subscriber. You can specify any combination of the
following access codes:

A [No Setup Options Access]

This denies the subscriber access to changing setup options by phone. With this
code, the subscriber cannot change persona greetings, message groups, call
transfer options, message delivery, recorded name, spelled name, security code,
or directory listing. The access codes A and T may be combined to deny access
to al setup options except persona greetings.



Worksheet

12 Special Subscriber Settings

Page1l of3 |

Name Jonathan  Wnter
Personal ID 82219

Extension # 1D 221 Hold | Archive messages _1_/_3 days
Access Codes _ PCL

Transfer calls to subscriber? X* Yes O No
Call transfer type [* Await Answer for _g rings [0 Release [ Wait for Ringback for ____ rings
(3 rings or more) (3 rings or more)

Transfer options [ Announce O Confirm ® Introduce [J Message Screen [d Screen U None

Screening options * 0 Announce ¢ P Confirm [  Introduce 1  Message Screen [J Screen [J None
(Use transfer & screening options only with Await Answer call transfer type)

Turn screening options on? & Yes O *No Use call holding? OO Yes O Vox B* No
(Do not use with Release call transfer type)

U Take amessage [ Other Action
If taking message:
Maximum Message Length _45_ seconds  Allow caller to edit message? W’ Yes [ONo
Mark the messages urgent? [ Yes [O* No @ Ask
Action after message? hans up

Use one-key dialing during greeting? O Yes B®* No

Lamp # 221 Activate message waiting lamps for new messages? ®*Yes OO No

(The telephone system must support message waiting lamps or indicators)
Phone #1 221 Waitmifutes before trying to call.
Hours to deliver: 7:30 _am /pm to 6:00 am / pm on Mon Tue Wed THu Fri Sat Stn

Try for __6 _rings before hanging up. Try again in 15 minutes.
Deliver [ Each new message [J Batches of new messages [J Urgent messages only

Phone #2 555-8391 Wait__ 0 minutes before trying to call.

Hours to deliver: __6:30 am/pmto _ loioo @M / pm on Mon Tue Wed THu Fri Sat Stn
Try for __ 6 _ rings before hanging up. Try again in_30 minutes.

Deliver 1  Each new message []Batches of new messages [J Urgent messages only

Phone #3 555- 8391 Waitmi@utes before trying to call.

Hours to deliver: __10:01  _am/pm to 7:00 am /pm on Mon Tue Wed THu Fri Sat Stn
Try for 12 rings before hanging up. Try again in _15 minutes.

Deliver- Each new message W Batches of new messages ([  Urgent messages only

Phone #4 Wait minutes before trying to call.

Hours to deliver: am/pm to am / pm on Mon Tue Wed THu Fri Sat SUn
Try for __ rings before hanging up. Try again in ____ minutes.

Deliver 00 Each new message [JBatches of new messages [J Urgent messages only

Personal Directory Screen

QuickStart® Application Worksheets
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B [No Receipt Summary]

The system does not tell the subscriber that the messages he or she sent to a
particular subscriber were received, unless the subscriber marks a message for
explicit return receipt.

C [Cancel Public Message Notification]

This prevents the system from notifying a subscriber when a public message is
received. A public message is not addressed to a particular extension. Use this
code for subscribers who have public message access (that is, who do  not have

the P code), but want their message lamp lit only for messages sent specificaly
to them.

D [Directory Restriction / Unlisted]
This excludes the subscriber from the automatic directory of subscribers.

E  [Address Messages by Extension]
The subscriber leaves messages by extension number instead of by the first three
|etters of the recipient’s last name.

F  [First-Time Enrollment Conversation]
The voice mail system will enrall the subscriber by phone the next time the
subscriber cals the system.

G  [Cannot Change Greeting]
The subscriber cannot change his or her persona greetings.

K [Can Change Call Holding by Phone]
The subscriber can turn cdl holding on or off by phone.

L  [Length of Messages Announced]

The system announces the length of messages. With this feature, the system will
announce how long new and old messages last, for example “You have 3 new
messages totaling 3 minutes, 20 seconds. Would you like to hear them?’

M [Menu Mode Exclusively]

The subscriber hears the system’s quick option menus for al voice mal features,
instead of the usua yes-and-no conversation. This code cancels the effect of the
T access code.

N  [NoHands Message Retrieval]

This code turns on hands-free message retrieval. The system does not ask the
subscriber “Would you like to hear them?” between message sources. This feature
should not be used unless the Comdial telephone system provides “immediate
disconnect.”

O [No Old Messages]
The subscriber cannot review old messages.

P [No Public Messages]

The subscriber cannot access public messages. Usualy, only one or two people
a any Ste need access to public messages. ‘If you are using the Public Interview
Box, be sure to set a least one person for public message access (remove the P
access code). For details about the Public Interview Box, see Worksheet 13.

i
|
[
1
{.
i



QuickStart Application Manual Worksheet 12: Special Subscriber Settings 51

Q [No Urgent Messages]
The subscriber cannot mark messages urgent.

R [Cannot Redirect Messages]
The subscriber cannot redirect messages he or she has received.

S [Cannot Send Messages]
The subscriber cannot leave messages for other subscribers, guests, and groups.

T [Traditional Conversation]

The subscriber hears the four basic questions in this order: Check new messages,
Leave messages, Change greetings, Review old messages. To reach setup options
other than greetings, the subscriber presses # # after the system asks “Would you
like to do anything else.?”” The M access code cancels the effect of this code.

U [No Messages to S&scribers]
The subscriber cannot send messages to other subscribers. The subscriber can
leave messages for his or her own guests and message groups.

V  [No Private Messages]
The subscriber cannot mark messages private. Any message the subscriber sends
may be redirected by the recipient.

W [No Future Delivery]
The subscriber cannot mark messages for future delivery.

X [No Return Receipt Requested]
The subscriber cannot mark messages for explicit return receipt.

Y  [No Open Groups]

The subscriber cannot create open groups, or leave messages for open message
groups. The subscriber can still creste and leave messages for his or her own
private message groups.

Z [Automatic Return Receipt]

The system automatically marks every message sent by the subscriber for return
receipt requested. To avoid redundant return receipts and receipt summary
announcements, never use the Z code without also using the B access code.

For more details about access codes, see the Reference Manual.

Call Transfer

Indicate whether call transfer should be turned on or off. When cal transfer is
turned on for a subscriber, the voice mal system transfers incoming cals to the
subscriber’s extension. The subscriber can turn cal transfer on or off from any
touchtone telephone.

If you select No, outside calers may dtill leave a message in the subscriber’s
voice mailbox, but they cannot directly reach the subscriber's extension without
going through the operator. Select No if the subscriber will use voice mail only.
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Call Transfer Type

Select the call transfer method that the voice mail system will use for the
subscriber. There are three ways the voice mail system can transfer a cal to a
subscriber: Await Answer, Release and Wait for Ringback. For Comdia telephone
systems (especialy those that do not support Cal Forward to Persona Greeting),
Await Answer is the most common method of call transfer to a subscriber.

Await Answer

When the cal transfer type is Await Answer, the voice mail system puts the caller
on hold and dids the extengion. If the extenson is answered within the number
(?]f rin%s specified in the Rings fidd, the voice mail system puts the caler
through.

If the extension is busy or does not answer within the specified number of rings,
the voice mall system plays the extension’s greeting and then takes an action
(usually “take message’). See the Reference Manual for more informaion on this
cal transfer type.

Release

When the cal transfer type is Release, the voice mail system puts the caller on
hold, dias the extension and then releases the cal to the Comdia telephone
system. The voice mail system does not check the progress of the cal or the
status of the caled extenson. If the extension is busy or is not answered, the
caler cannot leave a message unless the Comdia telephone system supports Call
Forward to Persond Greeting.

Releasing a cal to an extension clears the voice mail system’s port to take other
cals. However, with the Release call transfer type, the subscriber cannot use the
cal holding or cal screening features.

Wait for Ringback

When the cal transfer type is Wait for Ringback, the voice mail system puts the
cdler on hold and dias the extension. If the extenson rings the number of times
specified in the Rings fidd, the voice mall system reeases the cdll to the

Comdia telephone system.

If the extension is answered while the voice mall system is counting rings, the
voice mall system puts the cdl through. If the extengon is busy, the voice mall
system plays the extenson's greeting and takes the specified action. With the
Wait for Ringback call transfer type, the subscriber cannot use call screening
features. See the Reference Manual for more information on this cal transfer type.

Transfer options

Indicate which call transfer options the subscriber will use. These options control
how the voice mail system transfers cals to the subscriber. These options are
active only when cal transfer is turned on and set to Await Answer. Choose any
or dl of the following options.

Announce [A]
The subscriber hears a beep before being connected to the caller.
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Confirm [C]
The subscriber hears “Please press | to take the call or 2 and I'll take a message. ”
The subscriber must press 1 to be connected to the caller.

Dialtone Detect [D]
The voice mail system checks for dialtone before transferring the cal. Use this

transfer option if the Comdia telephone system does not provide “immediate
disconnect”.

Introduce [l]

The subscriber hears “Call for <subscriber’s recorded name>" before being
connected to the caler.

Screen [S] or Message Screen [M]

The caler is asked, “Whom may | say is calling?, then the system records the
caler's name. Before the cal is transferred, the subscriber hears  “Call from
<caller’s name>. " The M option also adds the caler’s name to a message the
caler leaves. Do not use these options together.

Screening  options

If the subscriber will use cal screening, indicate which transfer options the
subscriber will use when call screening is turned on. You can only use call
screening with the Await Answer call transfer type.

In most cases, you will use at least Message Screen [M] and Confirm [C] for the
screening options. The cal screening feature lets subscribers find out who's
cdling before the voice mall system puts the cal through.

Choose any or dl of the options. A, C, D, 1, M, or S, which are described above
under Transfer Options. (Do not use M and S together.)

Turn screening options on?

When call screening is turned on, the system uses the screening options to
control how cdls are transferred to the subscriber's extension.

Use call holding?

Indicate whether the subscriber will use the voice mail system’'s cal holding
feature. The cal holding feature alows you to “queue up” severd calers who
are waiting for a busy extenson, The voice mail system periodicaly tells calers
their postion in the queue, and dlows them to keep hording, transfer to another
extension or leave a message.

The system provides two different types of cal holding. You can set the system so
that outside callers can press 1 to hold for an extension, or say “Yes' instead.
With the first type of cdl holding, outsde calers must have touchtone

telephones. With the second type, outside callers do not have to have touchtone
telephones. The system listens for spoken sound, using the system's voice detect
feature.

Call holding is available with the Await Answer and Wait for  Ringback call
transfer type. Cal holding is not avallable with the Release transfer type.
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On the worksheet, sdlect Yes if calers should press a touchtone to hold for the
subscriber's extension. Select V ox if calers should say “Yes' to hold. Select No if
cal holding should be turned off for the subscriber by default.

Action A ft er Greeting

Specify how you want the voice mail system to handle calers after they listen to
the subscriber's personal greeting. Choose one of the following options.

Take a message
Take a message from the caler. This is the most commonly used option.

Transfer to operator
Trandfer the caler to the operator.

Say Goodbye

The system says “Ifyou need further assistance, press the pound key now. Thank
you and goodbye” and hangs up.

Hang up
The system hangs up, without saying goodbye.

Go to another JD

The system routes the caler to another System ID. Be sure to write down the
System ID if you choose this option.

Restart the call
Return the cdler to the Opening Line.

If Take a Message is Used

Specify the following information if the system is to take a message after the
greeting.

Maximum Message length

Write the maximum number of seconds a message from an outside caller can
last.

Allow caller to edit message?

Specify whether callers are asked if they want to rerecord or add to thelr message
to the subscriber.

Mark the messages urgent?

Select how the system marks the priority of messages from outside callers. Select
Yes to automatically mark al messages from outside callers urgent. Select No to
mark none of the messages from outside callers urgent. Select Ask if you want
the system to ask outside calers whether the message should be marked urgent.

Action after message?

Choose how you want the system to handle the callers after they record a
message for the subscriber. The possible choices are:

Transfer to operator
Transfer the caller to the operator.
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Say Goodbye

The system says “If you need further assistance, press the pound key now. Thank
you and goodbye’ and hangs up.

Hang up
The sysem hangs up, without saying goodbye.

Go to another ID

The system routes the caler to another System ID. Be sure to write down the
System ID if you choose this option.

Restart the call
Return the caler to the Opening Line.

Use one-key dialing during greeting?
Sdlect whether calers can press single touchtones to route to other System  IDs

during the subscriber’s persona greeting. If yes, indicate on the back of the
worksheet which touchtones and System 1IDs are to be used.

Message Notification and Delivery

When a subscriber or guest has messages pending, the voice mall system can
notify the subscriber by lighting a message waiting lamp or by giving a stutter
dialtone on the subscriber's extension. This feature is caled  message
notification, and is available only if the Comdia telephone system is
programmed to support it. The voice mail system can aso cal a subscriber to
notify him or her of pending messages. This feature is called message  delivery.

Lamp #

Write down the number the voice mall system should did to turn a message
waiting lamp on or off for the subscriber. In most cases, you will use the
subscriber's  extenson  number.

Activate message waiting lamps for new messages?

Indicate whether the voice mail system should activate message waiting lamps for
the subscriber when new messages come in.

For Phone #1. #4

For each telephone number you want the voice mail system to call to deliver
messages for the subscriber, write down the answers to the following:

Phone #
Write in the telephone number you want the system to did.

W a_i_t minutes
Indicate the number of minutes you want the voice mail system to wait after a
new message arives before diding. This applies to batch message delivery only.

Delivery ~ Schedule

Write the times the voice mail system should start delivering messages and stop
delivering messages. Circle the days of the week the voice mail system should
follow this delivery schedule.
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Write down the number of times the voice mail system should ring the telephone
before hanging up, and how long it should wait before trying the telephone
number again.

Select one of the following delivery methods:

Each

With Each message delivery, the voice mail system calls the subscriber each time
a new message comes in, regardiess of when it last tried to notify the subscriber.
This method speeds up the delivery of new messages, but also increases the
amount of diaing out the system does. This means that the dia-out ports may be
tied up more frequently. If the dial-out ports are constantly busy, the voice mail
system may have to hold did-out requests in a queue until a did-out port is free.
This could actualy result in delays in delivery.

Batch

With Batch message delivery, any message that comes in since the last attempted
delivery is added to the batch and delivered at the next specified time interval. A
N-minute delivery interva is suitable for mogt ingtalations. Using batch message
delivery lessens the amount of time the voice mail system ties up system ports
diding out to deliver messages.

Urgent

Urgent message delivery works like Each message delivery, except the voice mail
system only cals you each time an urgent message comes in. The system won't
cal when there are only norma priority new messages waiting.
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Worksheet 13:
Public Interview Box

The Public Interview Box is a specia interview box. Messages Ieft in the Public
Interview Box are called public messages, and are available to any subscriber
with public message access. When no operator is on duty, the Public Interview
Box can collect messages from calers who don't know where to send their
message. By default, the Public Interview Box asks a caller for his or her name,
telephone number and a brief message. However, you can ask callers other
Questions in the Public Interview Box. Use this worksheet if you plan to change
the questions the Public Interview asks.

NOTE: If you are using the Public Interview Box, be sure to set a least one
subscriber for public message access. To do this, remove the P access code
from the subscriber's Access field. Most systems set the system manager and
the receptionist for public message access. For details on speciad subscriber
seftings, see Worksheet 12.

System ID for Public Interview Box

By default, the Public Interview Box uses the System ID, $PM. We recommend
that you do not change this System ID. i

Quesfion

Write out the full text for each interview question. You are alowed up to 20
Questions for the Public Interview Box. It is not necessary that each “question”
actually be a question-you may want to make a statement. For example, at the
end of dl the questions, you might want to say “Thank you for your order. ”

The Public Interview Box comes with six prerecorded questions, listed below:

I “Pm going to ask you several questions. After each, please reply. First,
whom are you trying to reach?”

2. “Who's calling please?”

3. “At what number can you be reached?”

4. “What's this in reference to?”

5. “What additional message would you like to leave?”

6.  “Thank you, I'll make sure your message gets attention.



Worksheet

13 | The Public Interview Box

The Public Interview Box is a special interview box owned by the system. When no operator is on duty, it can
collect messages from callers who don’t know where to send their message. The messages are delivered to all
subscribers with public message access. There is only one Public Interview Box and it cannot be removed from
the system. If you will not be using the Public Interview Box, you may skip this worksheet.

Write in the questions to be asked the caller and the maximum time allowed for the caller's answer.

System ID for Public Interview Box X+ ¢PM O Other

Question Max. Response
(in seconds)

1. Wo is calling, please? 6

Wiom are you trying to reach? 9

Wat's this in reference to? 9

At _what nunber can voube reached? 9

2
3
4
5. What additional message would you like to |eave? 45
6
7
8
9,

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

Should outside callers be allowed to mark messages urgent? O vYes B*No OAsk

Action alter last question
R®* Say “Goodbye” then hang up
O Transfer caller to operator
O . Restart the call at the opening line
0 Route the call to another subscriber or transaction box (Using Go-to-ID  -» )
O Hang up (The system does not say anything after the last question.)

Transaction Directory, Public Interview

QuickStart® Application Worksheets
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For each question you want to change, fill in the maximum length of reply a
caler may leave, in seconds. For questions that normaly have short replies, such
as “What is your phone number?” a reply time of 6 to 10 seconds is usualy
enough.

FF)r each question or statement that does not require a reply, fill in a reply time
of zero.

Should Outside Callers Mark Messages Urgent?

Select how the system marks the priority of messages left in the Public interview
Box. Select Yes to automaticaly mark al messages from outside callers urgent.
Select No to mark none of the messages from outside callers urgent. Select Ask if
you want the system to ask outside calers whether the message should be
marked urgent.

Action after last question

Decide what action you want the voice mail system to take after asking the
questions. The most common choices are Say Goodbye or Hang up. The possible
actions are as follows:

Transfer to operator
Transfer the caler to the operator.

Say Goodbye
The system says “Jfyou need further assistance, press the pound key now. Thank
you and goodbye” and hangs up.

Hang up
The system hangs up, without saying goodbye.

Go to another ID
The system routes the caller to another System ID. Be sure to write down the
System ID if you choose this option.

Restart the call
Return the caler to the Opening Line.
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Worksheets 14 & 15:
Menus & Interviews

By using transaction boxes and interview boxes, you can set up the voice mall
system to do more than just transfer calls to subscribers telephones. You can
offer callers menus of choices, alowing them to select between departments,
directories of services, or submenus. You can route callers to interview boxes, ask
them a series of questions, then route them on to another transaction box.
There's redly no limit to the kinds of speciad applications you can create.

Use Worksheets 14 and 15 to plan any specid cal routing applications you want
to create using transaction boxes and interview boxes. Use Worksheet 14, the
Menus & Interviews Map, to draw a picture of the overal flow and structure of the
gpplication’s transaction boxes and interview boxes.

Then use Worksheet 15, the Menus & Interviews Ligt, to write down the

System IDs, names, and owners of al the transaction boxes and interview boxes
you will need. Also, write down whether the box will route calers to other
System IDs, and, if it's a transaction box, whether it will use one-key diding.

Once you plan the overal scheme for your application, use copies of
Worksheet 16, Transaction Boxes, and Worksheet 17, Interview Boxes, to write
down the specific requirements you will have for each transaction box or
interview  box.

Here is an example application to give you a feel for how transaction boxes work
together. For more detalls, see the Reference Manual.

[
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Worksheet Menus & InterVIeWS
1 4
Map

Use this sheet to draw a map or diagram of any personnel directories, information menus, or special call routing
you will use in your application. You can then use the Menus & Interviews List worksheet to list the transaction
boxes required for this part of your application.

"Thank you for calli ng Floppysoft. For Support, press 200.
For Accounting, press 300. ~For product information, press 400.
For Sales, press 500. Cherwise, please stay on the line and
an operator wll be right with you."

If the |

caller J J |
presses: 200 300 400 500
1 i
200 Technical 400 Product
Support box Information box
To other boxes . To other boxes
depending on caller's depending on caller’s
selection selection .
500 Accounting Sales box
box
To accountant’s To each sales
extension rep In turn

Transaction Directory

QuickStart® Application Worksheets
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Example

A Directory of Departments
FloppySoft Corporation, a software company, plays this Opening Line for calers:

“Thank you For calling FloppySoft, For Technical Support, press 200. For
Accounting, press 300. For product information, press 400. For Sales, press  500.
Otherwise, please stay on the line and an operator will be right with you. ”

Each of the sdlections in this menu corresponds to a System ID for a transaction
box. In this example, the Technical Support transaction box with System ID 200
routes cdls for a specific FloppySoft product, depending on the sdlection the
caller makes.

"Thank you for calling FloppySoft. For Support, press 200.
For Accounting, press 300. For product infornation, press 400.
For Sal es, press 500. Qtherwi se, please stay on the line and

an operator will be right with you."
}
If the ;
caller | I | ]-
presses: 200 300 4(iO 500
200 Technical 400 Product
Support box Information box
To other boxes To other hoxes”
depending on caller's depending on caller's:
selection sel ection
300  Accountingr 500 sales box
box
To accountant's To each sal es
extension rep in turn

Figure 1: FloppySoft's menus and interviews map



Worksheet

e

List

Menus & Interviews

Page_1 of 4.

List here the transaction boxes or interview boxes you need to complete the application features you designed in

the previous worksheet. Make as many copies of this worksheet as you need. For each box listed here,

you

should also complete an individual Transaction Box or Interview Box worksheet.

System ID 200 Name Techni cal Support Box Owner Jonat han Wnter
Transfer? Greeting 0 None | Action after Greeting

OQ Yestobxt#___ Press 1 for NetwWork, 2 for Say- bye

B No DataBase, Or 3 for

Spreadsheet  (pause).

B Use One-Key Dialing

System ID 300 Name Accounting Owner Lisa Snith
Transfer? Greeting [0 None Action after Greeting
U VYes, toExt.# 213 -
' TS ['m sorry, our accountant is
Q 0 not available, Flease Ieave Take a nessage
a nessage.
0 Use One-Kev Dialina
System ID 400 Name Product |nformation Box Owner Jonat han Wnter
Transfer? Greeting ] None | Action after Greeting
O Yes toBxt. # For Network, press 1. For Sav- bve
® No DataBase, press 2. For y-Dy
Spreadsheet, press 3.
Cl Use One-Key Dialing
Svstem ID 500 Name Sal es Box Owner Bob Thonpson
Transfer? Greeting [0 None | Action after Greeting
U VYes, to Ext. #_212
' C T Thank you! 1’11 transfer you
a 20 to the next available sales Go to 501
representative.
00 Use One-Key Dialing
| Svstem ID 404 Name Order Interview Owner Bob Thonpson
Transfer? Greeting O None | Action after Greeting
O Yes, to Ext. # -
0 No Product Order Interview Hang up

O Use One-Key Dialing

Transaction Directory

QuickStart® Application Worksheets
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Each of the Technical Support department’s transaction boxes routes cals to a
hunt group. If dl of the techniciansin a hunt group are unavailable, the voice
mail system takes a message.

200 Tech Support

ext # G eeting Action
|none | "Press 1 for NetWork, 2 for I Say-bye'
DataBase, or 3 for SpreadSheet
(pause) . "

1> 201 2> 202 3> 203

201 Network  Support

ext # G eeting Action
125 "I’'m sorry, all of our Technicians IGoto 0 I

are answering other calls. Please
hold on and I’1ll connect you to
an operator.”

202 Database Support

ext # Greeting Action
138 "I'm sorry, all of our Technicians |Got:o 0 |
are answering other calls. Please

hold on and I’1ll connect you to
an operator."

203 spreadsheet Support

ext # G eeting Action
126 "I‘’m sorry, all of our Technicians |Goto 0 |
are answering other calls. Please

hold on and I’1l1l connect you to
an operator.”

Figure 2: FloppySoft Technical Support menu hoxes

The System ID 300 is the System ID for a transaction box that rings the company
accountant’s extension. If the accountant is away from his or her desk, the voice
mail system takes a message.

300  Accounting

ext # Greeting Action
213 "I’m sorry, our accountant is ‘Take-nag'
unavailable. Please leave a

message."

Figure 3: The FloppySoit Accounting transaction box
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The System ID 400 for product information is a transaction box linked to a series
of transaction boxes in much the same way that the Technica Support
department’s transaction boxes are linked together (Figure 4). The difference is
that while the Technical Support department uses transaction boxes to route cals
to the hunt groups, the product information line uses transaction boxes to
provide information on each of its products.

400 Product Info

ext # G eeting Action
|none | "For Network, press 1. For I Say-byel
DataBase, press 2. For
Spreadsheet, press 3."

1-» 401 2-> 402 3-» 403

401 Network Info

ext # Greeting Action

Inona | "Voted 'Product of the Year' by IGoto 4oo|
Net wor ks Today nmmgazi ne, Floppy-

Soft  Network Managenent is the

perfect tool for any office using

ersonal conputers. To order
twork, press 1.n

1-> 404

402 DataBase | nfo
ext # Greeting Action

Inone | "FloppySoft DataBase i S a full- |Goto 400]
featured, robust database program

To order FloppySoft DataBase,
press 1.°

1-> 404

403 Spreadsheet Info
ext # Greeting Action

"FloppySoft Spreadsheet is an |Goto 4oo|
arithnetically  dynamic spread-

sheet. To order Spreadsheet
press 1.*

1-> 404

404 Order Interview Box

Ouestien 1: VMat_ product_ would you like tQ Q.der?™

Question 2: "What is your phone number?"

Question 3: "To what address do you want the product
shipped?*

Question 4: "To what Purchase Order number should
this be billed?"

Figure 4: FloppySoft product information and ordering menu boxes

The System ID 500 is for a transaction box which is linked to several other

transaction boxes. Each box routes calls to a specific sales representative.

Incoming callers who don't dia the number of a specific representative are
routed to the firgt transaction box in the chain.
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The first box attempts to route the caler to a saes representative. If the sales
representative is not available, the voice mail system routes the caler to the next
transaction box in the chain, which in turn attempts to route the caller to another
sales representative.

500 Sales Hunt-down

ext # Greeting Action

lnone | "Thank you! I’ll transfer you to IGoto 501 |
the next available

representative."

501 Sales Rep #1

ext # G eeting Action

163 "please hold on while | try |Goto 502 l
anot her extemsion.®

502 Sales Rep #2

ext # Greeting Action

164 "Please hold on while | try lGoto 503 l
anot her extension."

503 Sal es Rep #3

ext # Greeting Action

101 *Please hold on while I try Goto 504
another extension."

:

504 sSales Rep #4

ext # Greeting Action

135 *Please hold on while I try |Got:o 505 I
snother extension.®

Figure 5: FloppySoft Sales hunt group hoxes

This cycle continues until the caler reaches a sales representative, or until the
system has tried to reach every sdes representative in the hunt group. At this
point, the system transfers the caller to the operator.

505 Sales Rep #5

ext # Greeting Action
131 |"AII of our sales represent- IGoto 0 l
atives are currently hand-

ling other calls. 1711
transfer you to am operator
so that your call gets at-
tention."

Figure 6: Final box in FloppySoft Sales hunt group
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Worksheet 16:
Transaction Boxes

After you complete Worksheets 14 and 15 to plan the overdl flow of your
transaction boxes and interview boxes, you are ready to decide the specifics of
how each box in your application will work.

First, make a copy of Worksheet 16 for each transaction box you will need. Then,
complete a worksheet for each transaction box.

System ID

Write down the transaction box's System ID.

Name
Write down the name of the transaction box.

Give the box a name that describes its purpose, such as “Customer Information
Box.” Keep in mind that the owner of the box can use the firdt three letters of the
box’s name to record a greeting for the box by phone.

Owner

Write down the name of the subscriber who will own the transaction box. This
person will be able to listen to the box's messages and record the box's greetings.

Call Transfer

Transfer the calls reaching this box fo an extension?

Indicate whether you want calls reaching this transaction box to be transferred to
an actud telephone extension during Day Mode or Night Mode.

Select Yes and write down the extension number if calers reaching the
transaction box should be immediately transferred to an extension. Callers will
not hear the transaction box's greeting before being transferred. Select No to turn
cal transfer off for this transaction box.

Call transfer type

Sdlect the transfer method that the voice mail system will use for this transaction
box. There are three ways in which the voice mail system can transfer a call:
Awat Answer, Release and Wait for Ringback. For Comdia telephone systems
(especidly those that do not support Cal Forward to Personal Greeting), Await
Answer is the most common method of call transfer.
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16 Transaction Boxes
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Transaction boxes are the building blocks of special applications. They can be used to provide audiotext, one-key
menus, special message taking, and special call routing. For each transaction box in your application, fill out a
copy of this worksheet.

System ID 201 Name NetWork Support Owner Jonathan Winter

Transfer the calls reaching this box to an extension?
Day hours B Yes, to extension _125 [O* No
Night hours 00 VYes, to extension X* No

Call transfer type [XI* Await Answer for_4 rings [1 Release [J Wait for Ringback for ___rings
(8 rings or more) (3 rings or more)

Transfer options [ Announce [ Confirm [ lIntroduce [J Message Screen [0 Screen [0 None
(Use only with Await Answer call transfer type)

Use call holding? [0 Yes [0 Vox E* No
(Do not use with Release call transfer type)

Day Greeting I‘'m sorry, all of our Technicians are answering other calls. Please hold
on and I’ll connect you to an operator.

Night Greeting You’'ve reached our NetWork support desk after hours. You may leave a
message for our technicians. Be sure to include your phone number.

Use one-key dialing during greeting? [ Yes X* No

1= 2= 3= 4 = 5=
6 7= 8=

Day Night (check one box for Day hours and one box for Night hours)

0O Say “Goodbye” then hang up

[ Transter the caller to the operator

O Restart the call at the Opening Line

[ Route the call to another subscriber or transaction box (Use Go-to-ID > )
O interview the caller (Use Go-to-ID -> $PM)

® Take a message

oooOooRn

If taking message:
Maximum Message Length _180 seconds Aliow caller to edit message? [X* Yes [0 No

Mark the messages urgent? [J Yes [1* No [® Ask
Action after message? __say Goodbye

Transaction Directory
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Await Answer

When the call transfer type is Await Answer, the voice mail system puts the caller
on hold and dials the extension. If the extension is answered within the number
of rings specified in the Rings field, the voice mail system puts the caller
through.

If the extension is busy or does not answer within the specified number of rings,
the voice mail system plays the extension’s greeting and then takes an action
(usually “take message™). See the Reference Manual for more information on this
call transfer type.

Release

When the call transfer type is Release, the voice mail system puts the caller on
hold, dials the extension and then releases the call to the Comdial telephone
system. The voice mail system does not check the progress of the call or the
status of the called extension. If the extension is busy or is not answered, the
caller cannot leave a message unless the Comdial telephone system supports Call
Forward to Personal Greeting,

Releasing a call to an extension clears the voice mail system’s port to take other
calls. However, with the Release call transfer type, the subscriber cannot use the
call holding or call screening features.

Wait for Ringback

When the call transfer type is Wait for Ringback, the voice mail system puts the
caller on hold and dials the extension. If the extension rings the number of times
specified in the Rings field, the voice mail system releases the call to the
Comdial telephone system.

If the extension is answered while the voice mail system is counting rings, the
voice mail system puts the call through. If the extension is busy, the voice mail
system plays the extension’s greeting and takes the specified action. With the
Wait for Ringback call transfer type, the subscriber cannot use call screening
features. See the Reference Manual for more information on this call transfer type.

Transfer options

Indicate which call transfer options the transaction box will use. These options
control how the voice mail system transfers calls to the subscriber who answers
the telephone when a call is transferred from this transaction box. These options
are active only when call transfer is turned on. Choose any or all of the following
options:

Announce [A]
The subscriber hears a beep before being connected to the caller.

Confirm [C]
The subscriber hears “Please press 1 to take the call or 2 and I'll take a message.”
The subscriber must press 1 to be connected to the caller.

Dialtone Detect [D]
The voice mail system checks for dialtone before transferring the call. Use this

transfer option if the Comdial telephone system does not provide “immediate
disconnect”.
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Introduce [I]
The subscriber hears “Call for <box name>" before being connected to the caller.

Screen [S] or Message Screen [M]

The caller is asked, “Whom may | say is calling?”, then the system records the
caler's name. Before the cal is transferred, the subscriber hears  “Call from

<caller's name>.  The M option aso adds the caler's name to a message the
caler leaves. Do not use these options together.

Greeting

Day Greeting / Night Greeting

Write down the text of the day greeting and the night greeting for the transaction
box.

The caler hears the greeting when cal transfer is turned off, or the extension is
busy or does not answer. The caller hears either the day or night greeting,
depending on whether the schedule for this box is in Day Mode or Night Mode.

Use one-key dialing during greeting?
Indicate whether this transaction box will use onekey diding. If it will, writein
the System IDs that correspond to the single digits.

The onekey diding feature lets you set up single digits to represent full System

IDs for other transaction boxes, interview hoxes, or extenson numbers. Each  one-
key diding menu has ten fields where you can enter the System IDs that will be
subgtituted for individual touchtones. Fill in an existing System ID for each single
digit the caller may press. When you record the greeting, be sure to include

pauses in your recording so the caler has time to make a selection.

The purpose of onekey diding is to Smplify indructions to the cdler. Any time
the caller presses a single digit during or after the greeting, the system trandates
that single digit to the corresponding System ID, and routes the cal accordingly.

Action After Greeting

Sdlect the action the system should take if the caller doesn't press any touchtones
during the greeting. Choose an action for Day Mode and Night Mode.

The voice mail system takes the action only if the cailer does not press any
touchtones during the transaction box’s greeting. If there is no greeting recorded,
the voice mail system takes the action immediately.

You may specify a different action to be taken during Day Mode than during
Night Mode. The possible actions are described below.

Take a message
Take a message from the caler. This is the most commonly used option.

Transfer to operator
Transfer the caler to the operator.

|
!
P
]
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Say Goodbye
The system says “Uf you need further assistance, press the pound key now. Thank
you and goodbye” and hangs up.

Hang up
The system hangs up, without saying goodbye.

Go to another ID

The system routes the caller to another System ID. Be sure to write down the
System ID if you choose this option.

Restart the call
Return the caler to the Opening Line.

If Take a Message is Used

If you want the transaction box to take a message, answer the rest of the
Questions on the worksheet.

Maximum Message Length
Write the maximum number of seconds a message from an outside caller can
last.

Allow caller to edit message?

Specify whether callers should be asked if they want to rerecord or add to their
message to the subscriber.

Mark the messages urgent?

Select how the system marks the priority of messages from outside calers. Select
Yes to automaticaly mark all messages from outside calers urgent. Select No to
mark none of the messages from outside callers urgent. Choose Ask if you want
the system to ask outside callers whether the message should be marked urgent.

Action after message?
Choose how you want the system to handle the callers after they record a
message for the subscriber. The possible choices are:

Transfer to operator
Trandfer the caller to the operator.

Say Goodbye

The system says “If you need further assistance, press the pound key now. Thank
you and goodbye, " and hangs up.

Hang up
The system hangs up, without saying goodbye.

Go to another ID
The system routes the caller to another System ID. Be sure to write down the
System ID if you choose this option.

Restart the call
Return the caler to the Opening Line.
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Worksheet 17:
Interview Boxes

An interview box is a specid type of transaction box which can ask a series of
up to 20 questions and record the caler's responses in a single message.

Make a copy of Worksheet 17 for each interview box your application will use.
Then, fill in the worksheet with the box’s name, owner, and System ID. Write out
the text of each question you want the voice mail system to ask.

Box Name

Write the name of the interview hox. Give the box a name that describes its
purpose, such as “Sdes Order Box.”

Owner

Write the name of the subscriber who will own the interview box. The owner will
receive the messages left in the interview box.

System D

Choose a System ID for the interview box. Make sure this ID does not conflict
with any other System IDs in the system.

Question

Write out the full text for each interview question. You are alowed up to 20
questions for the interview box. It is not necessary that each “question” actually
be a question-you may want to make a statement. For example, a the end of all
the questions, you might want to say “Thank you for your order. "

Fill in the maximum length of reply a caler may leave, in seconds. For questions
that normally have short replies, such as (“What is your phone number?’) areply
time of 6 to 10 seconds is usualy enough. For each question or statement that

does not require a reply, fill in a reply time of zero.

Should Outside Callers Mark Messages Urgent?

Sdlect how the system marks the priority of messages left in the interview box.
Sdlect Yes to automaticaly mark al messages from outside callers urgent. Select
No to mack none of the messages from outside calers urgent. Select Ask if you
want the system to ask outside calers whether the message should be marked
urgent.
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Interview boxes allow you to ask specific questions of callers. All the responses of a caller are joined together in a
single message, which is sent to the owner of the interview box. For each interview box in your application, fill out

a copy of this worksheet. Write in the questions to be asked of the caller and the maximum time allowed for the
caller's answer.

Box Name Order Interview Owner Bob Thonpson

System ID $404

Question Max. Response
(in seconds)

1, What product would you like to order, and how many copies? 10
2. \\hat is your tel ephone nunber? 10
3. How would you like this shipped? 15
4, Please tell me the conplete shipping address. 30
5. To what purchase order nunber should this be hilled? 10
6. Any_addi tional instructions or requests? 40
7. Thank wWe will confirmyour order within one business day. 0
6.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

Should outside callers be allowed to mark messages urgent? O Yes B*No O Ask
Action after last question

®* Say “Goodbye” then hang up

[0 Transfer caller to operator

U Restart the call at the Opening Line

O Route the call to another subscriber or transaction box (Using Go-to-ID -» )

O Hang up (The system does not say anything after the last question.)

Transaction Directory
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Action after last question

Decide what action you want the voice mail system to take after asking the
guestions. The most common choices are Say Goodbye or Hang ve. The
possible actions are as follows:

Transfer to operator
Transfer the caller to the operator.

Say Goodbye
The system says “# you need further assistance, press the pound key now. Thank
you and goodbye, ” and hangs up.

Hang up
The system hangs up, without saying goodbye.

Go to another JD
The system routes the caller to another System ID. Be sure to write down the
System D if you choose this option.

Restart the call
Return the caler to the Opening Line.

.....

ey
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Before You Begin
Filling In the Screens

Now that you have filled in al of your worksheets, you are ready to actualy fill
in the system screens with the configuration you have chosen. Before you begin
filling in screens, take a minute to read through this section.

Using the Completed Worksheets

It's easy to use your completed worksheets to configure the system, because the
worksheets correspond to the voice mail system screens. The name of the screen
is printed in the lower right comer of the worksheet. For those screens with
numbered lines, the line numbers on the worksheets correspond to the line
numbers on each screen.

This section of the guide walks you through using each worksheet to fill in the
system screens, step by step. Just sign in to the system, find the screen you want,
and type your answers to the worksheet questions in the fields on the screen.
Your application will be configured in no time.

If you have any questions as you configure the application, refer to this manua
or to the Reference Manual for details about system features.

Sign In to the System

Only a system manager can access the system screens and change their contents.
To configure the voice mail system, first sign in to the system a the console using
a system manager Personal ID. If you don't know a valid system manager
Persond D, check with your instaler.

To sign in to the system:
I Press 2} The sysem prompts. Please enter your ID.

2. Type the system manager Personal ID (&=Enter). The system displays the
QuickStart Application Screen, Page 1.

NOTE: If you are not sure how to use the system’s screens and keys, take
some time to work through the first two chapters of the  Learning ExecuMail
manual. The lessons explain how to sign in, how to quickly move to each
screen, and how to edit the system’s screens.

You are ready to begin typing in your answers to the questions on the
worksheets.
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NOTE: If you get interrupted as you configure the appliceation, the  system
may sign you out and return to the Banner Screen. The system does  this
automatically to protect the system from unauthorized access. If this occurs,
just sign back in and continue from where you left off.
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Program Worksheet 1:
Site Information

You enter the site information from Worksheet 1 on the QuickStart Application
Screen, Page 1 (Figure 7).

1. Site name: Your Conpany Name
2. Contact: Phone#:
Calls Answered
3. Total trunks/stations: 0 /o Calls (¥a
4, Calls Answered: Al-t N ght ||s Al'l-trunks
5. A1 ports busy action: R|ng um|| answer ed
. Access  Nunbers
6. Trunk Pilot # # of Trunks Answered: 0
Alternate Trunk #s:
7. Voi ce Port Statlons Pilot #
Station  Numbers

Figure 7: QuickStart Application Screen, Page 1

The QuickStart Application Screen, Page 1 gives an overview of how your system
is configured. It keeps important telephone traffic and contact information in one
place.

1, Site name
Move the cursor to the Site name fidd. Type the name of the Site (&Enter),

2. Contact name & Phone #

In the Contact field, type the contact’s name (€Enter). In the Phone# fidd,
type the contact's work telephone number  (&Enter).

Calls Answered

3. Total number of trunks / total number of stations

Inthe Total trunks/stations fidd, typethe number of trunks (<Enter),
followed by the number of dations for the Comdia telephone system.

Number of Calls per day

In the Calls/day field, type the average number of calls received on the site's
busiest days (& Enter).
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4. Day Calls Answered/Night Calls Answered
IntheDay Cal I's Answered fidd, type one of the following:

Worksheet choice You type

All trunks A
Some  trunks S
No trunks F  (<Enter

Repeat this step for the Night Calls field to indicate how you want the voice
mall system to answer trunks a night.

5. Action to take when all ports are busy
In the Al ports busy action fied, type one of the following:

Worksheet choice You type

Ring until answered R
Operator  forward 0
Busy tone B

System Access Numbers

6. Trunk Numbers

Inthe Trunk Pil ot #fidd, type the area code and telephone number
outside callers use to reach the voice mail system and press (& Enter)._If the
voice mail system answers only internaly forwarded calls, just press («Enter)_to
leave the field blank.

Number of trunks answered

Inthe# of Trunks Answered fidd, type the number of trunks the voice
mail system will answer and press (SEnter).

Alternate trunk numbers

Inthe Al ternate Trunk #s fidd, type any other telephone number outside
calers can use to reach the voice mail system and press (&Enter). You can

enter additional numbers in up to three different fields. Press (&=Enter) after you
type each number to move the cursor to the next telephone number field.

7. Voice Port Stations/Pilot Number

Inthe Voi ce Port Stations field, type the number of ports on the system
used for voice mail.

Inthe Pi | ot #field, type the internd extenson number subscribers useto
reach the voice mail system (&Eter),

Station Number for each port

Inthe Stati on Nunbers fidd, type dl the Comdial telephone system’s station
numbers that are connected to a voice mail system port. Type the numbers in
ascending order, separated by commas. If the station numbers are sequentia, you
may enter a range of numbers separated by a hyphen (for example, 101-104).
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Comdial Telephone System Information

To sdect the appropriate Comdid telephone system you will be using with the
voice mail system, move to the QuickStart Switch Setup Screen, Page 1 (Figure 8)
by pressing ©m}E).

ecuTech 2000 Series COMB20 2¢

1. Switch: coMpIAL filx
2. Integration Options: COWM DTMFCP wuT=a DI DT3=3

utdl?l Access:

IS=

ranster In|t|ate &, X Recal |: &
Connect: Q Busy Recall: &
5 TT Prompt/Msg/Recorc% 5 /7 /9 Release on LCR? Yes
6. Answer on r|ng O f-hook delay: 5
7. Rn ? 10 Ring-of t  time:” 40
8. Poof ed deI ay 450

Figure 8 QuickStart Switch Setup Screen, Page 1
Inthe Switch field, type com followed by a space and press (&Enter). The
system will find the name of the first matching Comdia telephone system in

ExecuMail's switch library. Then the system prompts you for the model name and
software version. For example, you type covm for Comdia and the system asks:

I's it the ExecuTech 2000? (Y/N):
If you answer No, then the system tries another model name, such as:

Is it the DXP? (Y/N):

NOTE: Be sure you choose the correct model name and software version for
your sitel Some Comdia telephone system models have different software
versons that each act differently with the voice mail system.

When you answer Yes to a model name, the system asks.

Are you sure you want to initialize all swtch
par anet er s?

When you press (), the fields on the screen are automatically filled with the
parameters best suited to your Comdia telephone system.
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Program Worksheet 2:
The Opening Line

You use the information from Worksheet 2 on the  QuickStart Application Screen,
Page 2 (Figure 9). Use this worksheet to help you as you record your Opening
Line prompts and set up how the system handles incoming calls.

IBayNt BayNt

10. Intro (Hello, this is, i QP <= <= ¢- <o <= ga g- oe- <~
I1. Action "(Enter ext nunber QP <= <= <= <= <5 ce gm k-
1.2. Qherwise (Hold for oger) :

$P

QP :5 <¢- <~ <&~ &= <= <= <= <&-
13.5ystem! D i f no TTs: M

% Por t Sttatus A%s Ans ' Albls A/OD
. s to ans 0= 0

16. 9N| ght &ﬁ%duie >(%O 1 1 1 1
17. Spe0| al ~ Port Options:

Figure 9: QuickStart Application Screen, Page 2

If you are not aready viewing the QuickStart Application Screen, press (Cui}{A),
then to display Page 2.

All Ports

10-12. Record Introduction, Action and Otherwise prompts

You record the Introduction, Action and & herwi se prompts on the
QuickStart Application Screen, Page 2, lines 10-12. As you look a the screen,
notice that under the column titled All Ports Day there are either numbers
or the letters QP. The numbers indicate the length, in seconds, of the associated
prompt. Prompts greater than nine seconds are displayed as  >9. QP indicates the

prompt has been loaded into the Quick Play index. See the  Reference Manual for
a description of Quick Play.

These prompts have aready been recorded for a default Opening Line, but you
may rerecord them to personalize the voice mail system for your application.

Rerecording prompts involves two main steps:

= Edablish a “loca connection” with the voice mail system. Local connection
is made with the (E8) Select Port, and Local on/off, command keys

This is a quick, 4step process. You W need a telephone within arm’s reach
of the system console.
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= Use the and command keys to listen to and rerecord the
prompts.

To establish a local connection:

I Did the system. If you are on a busy system, you might have to wait until a
port is free to answer calls.

2. After you dia, watch the port status indicators in the upper-left comer of the
Banner Screen. Look for the port taking your cal. You will see RI NG NG
followed shortly by pay answer (or NGT ANSVER) asyourline rings,
I's answered, and the system plays the Opening Line greeting.

3. The port sdlection indicator, >>, shows which port will connect locally when
you press (F4). Press' (£3) to move the “>>” indicator to the port that has
answered your call.

4. Press to connect localy. The port status indicator will change to
Local Connect, and any message you hear playing will stop.

NOTE: Once you are connected localy, leave the telephone handset
off-hook. If you hang up the telephone before you are finished with the local

connection, you will have to disconnect and then reestablish your
connection.

To rerecord the Intro prompt:

1. Make sure the cursor is on line 10 on the  QuickStart Application Screen,
Page 2, under All Ports Day.

2. Press (F9). Press [Spacsbar) to tart recording. Read the text of the
Introduction prompt from the worksheet. Press any key to stop recording.

3. Listen to the prompt to make sure it sounds the way you want it to. Press
to hear the prompt.

4. Repeat steps 1 through 3 until you are satisfied with the recording of the
prompt.

Rerecord the Action and Otherwise prompts, too. When you are finished, be sure
to press again to disconnect locdly. If you forget, you will tie up a port until
the loca connection is disconnected.

For tips on recording high-quality prompts, refer to the  Reference Manual.

13. Action to fake if caller does not press a fone

If the caller doesn't press any touchtones during the Opening Line prompts, the
voice mall system routes the caller to the System ID you typein the system 1D
i f norrs fidds

There are two fields to be filled in: one for Day Mode, and one for Night Mode.
You must enter a System ID in each fidld, unless you want the system to sSmply
hang up on calers who do not enter touchtones.
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Follow the gppropriate step to fill in the sysem 1D if No TTs fidd in the
Day column. Then follow the gppropriate sep to fill in the field in the Nt
column.

On the worksheet, if you chose:

Transfer Call to Operator
Type the operator's ID, (usualy 0) and press («Enter).

Interview the caller
Type $pM and press (Enter), Callers will be routed to the Public Interview
Box.

Hang Up
Leave the field blank (no System ID). To delete an existing ID, position the cursor
on the ID and press the key severa times until the field is empty. Press

E=).

Other
Type the System ID of the transaction box, interview box, or other System ID to
which you want the voice mail system to route the caller. Press  (<Enter),

NOTE: A System ID may have up to ten digits, but only three digits are
digolayed a atimein thisfied. You can scroll [eft and right through the field.
To guarantee that nothing is hidden to right of the entry, press to
delete to the end of the field.
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Program Worksheet 3:
Operator Handling

You use the information from Worksheet 3 on the  QuickStart Application Screen,
Page 3 (Figure 10).

System ID: O Voice name: 0:01

>Greeting —Tt—>Action
D@y? Yes-->,0 »Day: 0:10 Day: GotolD-->$PM
Nite? No Nite: 0:08 Nite: GotoID-->$PM
Await-Ans-->4 Rings Alt: 0:08 Max- msg: 90 sec
Intro: 0:02 Hol ding? No Edits OK? Yes
Transfer Options Active: DN Send Mg Urgent? No

After Msg: Say-bye

Alternate System IDs for Special Operators on each Port:

Figure 10: QuickStart Application Screen, Page 3

If you are not dready viewing the QuickStart Application Screen, press (Ciij{A),
then press until you display Page 3.

20. When is an operator available to handle calls?
Move the cursor to the Day? field, and type Y_[Enter) if an operator is

available during the hours your organization is open (Day Mode) (&Enter),
Type N if no operator is available.

Follow these same steps for the Nite? fied.

What is the operator's extension number on the system?

If an operator will be available to handle calls during Day Mode or Night Mode, -
type the operator's actual extension number after the arrow (for example,
Yes ->, 0). Often the operator's extension is 0 (zero). If your telephone has a
different extension number for the operator, type the number and press
(=)

Call Transfer Type to use for operator's extension

The call transfer type field is located directly below the Nite? fidd. It is not
labeled. The transfer type field can have one of three possible settings:

Rel ease, Await -Ans, or Wait-ring. To change the seiting, postion the
cursor on the field and, over the existing setting, type:
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Worksheet Choice You type

Release R

Awat Answer A

Wait for Ringback w (Enter
Rings to wait

Inthe Rings field, type the number of Rings to Wait and press (€Enter). This
parameter does not apply if you selected Release as the cal transfer type.

i
4
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Program Worksheet 4:
System Schedules

You use the information from Worksheet 4 on the QuickStart Application Screen,
Page 4 (Figure 11).

31, Schedul e #1 Schedul e #2 Schedul e #3
6’;1: 8:00am- 5:00pm MIVHF A a:
: c: c:

Current node: Dny Current  node: N GHT Current mode: N GHT
Ignore holidays? No Ignore holidays? No Ignore holidays? No

32. Schedul e #4: DAY
33.  Holidays:

34, Dayli[%n Savings? No O Now? NA
te On: Of: Hours: 1

Figure 11: QuickStart Application Screen, Page 4

If you are not already viewing the QuickStart Application Screen, press (Cii}{A),
then press until you display Page 4.

37. Daytime Schedule

Move the cursor to Schedule #1. Type the beginning time (in HH:MM format)
(EEnter). Type the ending time (EErer). Type the letters for the days of the
week this range applies to. The vaid letters are;

M Monday
T Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

C(n'nlg

You can enter up to 3 different ranges for each separate schedule. (For example,
your organization could be open from 800 am to 12:00 pm, closed for lunch
from 1200 pm to 1:.00 pm, and then reopen from 1:.00 pm to 6:00 pm.) Don't

forget to enter the days of the week (MTWHFSU) for each schedule range
entered. (Note that H = Thursday and U = Sunday).

lgnore  holidays?

If Schedule #1 should not recognize holidays (in other words, if Schedule #1
should follow its norma hours on dl holidays), move the cursor to the Ignore
hol i days? fidd. Type v (&Ener).
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Schedule #2, Schedule #3, and Schedule =4 are for advanced applications, as
described in the Reference Manual. Leave the fields for these schedules blank for
now.

33. Holidays

Type the dates your organization is closed on the two rows below Line 33. Type
the date of the month, followed by a hyphen (-, followed by the first three letters
of the month and press (<Enter), For example, type |-Jan (&Enter). Y ou

may enter up to nine holidays on each row. The date will be consdered a

holiday in any year.

34. Automatically adjust system for Daylight Savings Time?

Type Y or N_(€Enter) to set the Daylight Savings? field on Line 34 to
Yes or No. If you set the field to Yes, type the date that  the system will turn on
Daylight Savings Time in the Date On field. In the Date Off field, enter the
day that the system will turn off Daylight Savings. Use the same format  (date-
month) as you did for your holidays (for example 31-Dec).
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Program Worksheet 5:
Default Subscriber Settings

You use the information from Worksheet 5 on the QuickStart Application Screen,
Page 5 (Figure 12).

Personal ID: 8X
Hol d/ Archive  nsgs: 0 /2 days
Accessn . PCBF
—>Transfer >Greeting >Action
Transfer? Yes-->,X Take-msg
Await-Ans-->4 Ri né;s -
Screening? No Hol di ng? No Max- msg: 90 sec Edits ok? Yes
—Message Notification
Lamp #: X Activate Lanps? VYes
#1: X after 0 mn, 8:00am- 6:00pm MTWHF 4 rings 30 min,Off
#2: after 0 mn, Ggooopm- 9: OOpm MTWHF 5 rings 60 mn,Off
#3: after 0 mn. 12:00am-11:59pm MIVHFSU O rings 30 min, O f
#4: after 0 mn  12:00am-11:59pm MIVHFSU 4 rings 60 min, Urgent
Crl-E for expanded options

Figure 12: QuickStart Application Screen, Page 5

If you are not aready viewing the QuickStart Application Screen, press (Ci}{A),
then press until you display Page 5.

The parameters on this screen will be applied to new subscribers as they are
added to the system. Later you can change these parameters for individual
subscribers on their Personal Directory Screens.

Changing parameters on the QuickStart Application Screen, Page 5, does not
change those parameters for subscribers aready enrolled in the system.

Personal ID & Access Codes

Personal ID for Subscribers

To use a different numbering convention for Personal  IDs, type a different prefix
in the Persona ID field and press (Enter).

Access Codes
To turn on or off specific features for subscribers, highlight the Access field. To
add codes, type the access codes and press (&€Enter). TO remove codes, press

You can aso use a specia pop-up window to add or remove access codes for a
subscriber (Figure 13). On the pop-up window, a code that is active has a dtar
(*) in its checkbox.
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Narfe: Jefferson, Thomas SYSTEM
Personal ID  TOM Voi ce nanme: 0:02
Exten5|on # 1D 1776 Hol d/ Archive  msgs: 0 /2 days
— ACCESS CODE OPTI ONS Press ESC to Exit 3
A [ ] No Setup Options J [ ] Unused S [ ] Can't Send Message
B [*] No Rec’t Summary K[ ] Can Edit Hol ding T[] Traditional Order
€ [*] No Public Notify L {] l\Aassa e Length u [ ] Not to Subscribers
D[] Not in Directory M [ ] Menu de v [ ] No Private Message
E [ ] Messages by Ext N [ ] Hands-Free Play W[ 1 No Future Delivery
F [] First-Time Enroll 0 [1No Od Messages X [ 1 No Receipt Request
@[] Can't Edit Geet P [ ] No Public Message Y [ ] No Open G oups
KW [ 1 Unused Q [ I No Urgent Message Z [ ] Automatic Receipts
I [ ] Unused R[] Can't Redirect
!LIPress Tl 5« TaB or Shift|-TAB to nove; Press SPACE to add or renpbve a code =

Figure 13: Access code options window

To add or remove access codes at the access code options window:

1. Press [C}{E).
2. Press (CEm)

3. Press the T5) @SMEER[) (0 () or 3 keysto highlight the
checkbox for the code you want.

4. Press to add or remove a code.
5 Press to close the window.

Call Transfer

Transfer calls to subscribers?

Iif Yes, highlight the Transfer? fidld. Type Y (&Enier). After the arrow (=),
type X [(«Enter). This shorthand means that the voice mail system will transfer
cals to each subscriber’s extension. Later you will assign Extension  # IDs to
individual subscribers as you add them to the system, as described on
Worksheet 9.

If No type in the Transfer? fied and skip the ret of this
section.

Call transfer type

The transfer type field is located directly below the Transfer? fidd. It is not
labeled. It will have one of three possible seitings Release, Awai t-Arm or
Wi t-ring. To change the setting, position the cursor on the field, and, over
the existing setting, type:

Worksheet Choice You type

Await Answer A

Release R

Wait for Ringback w
for rings

In the Rings fidd, type the number of times the extension should ring before
the caler is transferred to the subscriber’s voice mailbox  (&Enter), This
parameter does not apply if you selected Release as the cal transfer type.
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Use call screening?

Press (Cui}E), then to expand the screen. If you want to use call
screening, in the Screening Opt i ons  fidd, type sc for Screen-Confirm and
press («Enter). Move the cursor to the Screening? field, and type Y for Yes
(&EEnter). You can turn on call screening only with the Await Answer call

transfer type.

If you do not want to use call screening, set the Screening? field to No. Move
the cursor to the Transfer Opt i ons fidd. Type A for Announce and press
(EEnter). Subscribers will hear a beep before the voice mail system connects

an outsde caler. If you are using the Release cal transfer type, leave hoth the
Screening Options and the Transfer Options fidds blank.

Use call holding?
St up cdl holding. In the Holding? fied:

Worksheet Choice You type

Yes y
VOX A « Enter
No N

Keep in mind that you cannot use call holding with the Release call transfer type.

Press to close the expanded window.

Message Notification

Lamp #

In the Lamp # field type the telephone number the system should did to turn a
message waiting lamp on or off for the subscriber and press — (&=Enter),
Typicdly, you use an X to represent a subscriber’s extension number.

Activate message waiting lamps for new messages?

In the Activate Lamps? field, type Y for Yesor N for No and press
to indicate whether the voice mail system should activate message
waiting lamps for every subscriber.

If you select Yes, dso check the Message Lamp On and Off codes at the top of
the QuickStart Switch Setup Screen, Page 2 to ensure that they are the correct
codes for your Comdial telephone system. These codes were configured
automatically when you typed in the name of your Comdia telephone system.
(See Worksheet 1.)

Message Delivery

Should the system call the subscriber to deliver messages?

If you answered Yes on the Worksheet, move the cursor to the  #1 field. Type X
if you want the system to cal a subscriber’s extension number.
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W a i f minutes

In the after field, type the number of minutes you want the voice mail system
to wait after a new message arrives and press (<Enter). This gpplies only to
Batch message delivery.

Delivery Schedule

The fields where you type a delivery number and schedule for the subscriber's
extenson are not marked. After you type the X for the subscriber's extension
number, the cursor automatically moves to the next field.

i
5
5

Type the time the voice mal system should start delivering messages and  press
(©Enter). Type the time the voice mall system should stop delivering messages
and press (& Enter).

Type the days of the week the voice mail system should follow this delivery
schedule and press (&ZEnter). Use these letters:

M Monday
T Tuesday
W Wednesday
H Thursday
F Friday

S Saturday
U Sunday

Type the number of times the voice mal system should ring the extension before
hanging up and press (ZExer).

On the far right of the #1 Line, type a code to select a delivery method and press
(EEnter). Use these letters.

B for Batch
E for Each
U for Urgent
0 for Off
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Program Worksheet 6:
System Security

You use the information from Worksheet 6 on the  QuickStart Application Screen,
Page 6 (Figure 14).

. Public Hold/Archive msgs: 0 /2 New Msgs 0=0:00 Total: 0=0:00
52. Max person ersornecordrn 300 Max screening recording: 6
53. Skrppback IIBTE on #: g Max IDsea??errpts 4 Ba% ID Goto-9>
54. Record Pauses. .. Beginni ng 5 Short  endi ng: 2L0ngend| n%
55. Beep on record?” Yes sk full warning at: 15 mins | eft
56. Blank PC screen? Yes Screen Type Auto Keypad 0=7, 2=9 keys
57. CS Surrender Dai | y: Vieekl nthly
58.  Startup: érror notices to:
59. ID for Alpha Directory: 553 blic FAutoBoxfer7 Yes ID for Num G oups:
i ax

Fax | D $raxBox Transfer7 No , Al't Action: Operator
Voi ce nanme: 0:02 wait- Ans-->4 Rings

Holdr ng? No Announce: Al ways

Figure 14: QuickStart Application Screen, Page 6

If you are not dready viewing the QuickStart Application Screen, press (CtiHA),
then press until you display Page 6.

53. Max ID attempts

Use the Max ID attempts field to set the number of times a cdler can
misdid. To use avaue other than the default of 4, highlight the
Max ID attempts field. Type the new value (&Enter),

If a caler should be routed to another System ID for help after misdiding, type
the Sysem ID inthe Bad 1D Goto--~> field (¢<Enter).

55. Disk full warning at ___ mins left

Use the Disk full warning at left nfineld to set the
number of minutes of available message storage space alowed before the system
asks subscribers to delete unnecessary messages. To change this setting, highlight
the Disk full warning at mins left field. Type the new value

()

58. Error notices to

Use the Error notices to field to set who should receive a voice message
if certain system errors occur. The system is set by default to the System ID for

the Operator Box (System ID @), which sends the messages to everyone with
public message access. If the System ID for the Operator Box is different on your
system, be sure to replace 0 with the correct ID.
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Or, to send the messages to a subscriber, replace the Operator Box's System ID
with a subscriber's Persona ID. To send the messages to more than one
subscriber, separate the subscribers Persond  IDs with commas (for example,
8123,8456,8 678). You can dso send the message to everyone with public
message access and to one or more subscribers (for example,
@,8123,8456,8789).

NOTE: If you use the Operator Box System ID to send error notices to
everyone with public message access, be sure to remove the P access code
for a least one subscriber. See Worksheet 12 for details.

o
L
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Program Worksheet 7:
Directory Assistance

Use the information you gathered on Worksheet 7 to set up directory assistance.

Automatic Directory Assistance

To turn on automatic directory assistance requires no specid configuration. The
default system comes with the automatic directory aready set to the System ID
555 in the ID for Alpha Directory fidd on the QuickStart Applicaion
Screen, Page 6 (Figure 15).

. Maximum Message Life: 999 days '
51. Public Hold/Archive msgs: 0 /2 New Msgs: 0=0:00 Total: 0=0:00

52. Max person-person recordi ng 300 gecs  Max screening recording: 6
53, Skip back time on # 4 Mix 1D "attenpts: 4 Bad”I D Goto-->
54. Record rauses...Beginning: 5 Short endlng 2 Long ending 3
55. Beep on recor§7 Yes Disk full warning at: 15 mins left

56. Blank PC screen? Yes Screen Type Auto Keyﬂad Q=7, Z=9 keys

57. @S Surrender- Daily: Vieek

58.  Startup: , Error notices to;

59. ID for Alpha Directory: 555 Auto xfer? Yes ID for Num G oups:

Public Fax Box

Pax |D: $FAXBOX Transfer? No Al't Action: Operator

Vol ce nanme: 0:02 AwFé nAgs-->4 Rings
I

Announce: Al ways

Figure 15: QuickStart Application Screen, Page 6

If you are not aready viewing the QuickStart Application Screen, press (CriMa),
then press until you display Pege 6.

NOTE: Be sure to mention in the Opening Line the System ID outside callers
press to reach automatic directory assistance.

To change the System ID for the automatic directory:
I Move the cursor to the ID for Alpha Directory fidd on line 59.

2. Type the new System ID and press (&Enter).

To turn off the automatic directory:
1. Movethecursortothel D for Al pha Directory fiddonline59.

2. Press repeatedly until the field is empty (&Enter).
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To route callers to the correct Extension # ID automatically
1. Highlignt the Auto xf er? fidd.

2. TypeY (Eneq to set the fidd to Yes.

To ask callers to enter the Extension # ID before their call is routed:
1. Highlight the Auto xfer? field.

2. TypeN to st the field to No.

Numeric Directory Assistance

Setting up numeric directory assistance requires specia configuration at the
system console. To set up numeric directory assistance, you add directory menus
and directory groups at the Groups Screen, then manualy add subscribers to
directory groups. Numeric directory assistance requires ongoing maintenance as
new subscribers or groupings are added or deleted from the system. Subscribers
cannot change their liging in the numeric directory themselves by phone.

If you want to set up numeric directory assstance, refer to the  Reference Manual
for detaled information and steps.

Department Transaction Box

The system is shipped with a department directory using a transaction box with
the System ID 411. If you decided to use this directory on your system, you may
want to rerecord its greetings or change its System ID.

If you decided not to use this department directory, you should delete the
transaction boxes named:

® Depatments Box

= Sdes Box

= Technicd Support Box

To rerecord greetings for the Department, Sales, or Technical Support Box:

1. Edablish a local connection with the voice mail system. For steps, see
page 82.

2. Press to access the Transaction Directory.

3. Press the or keys (or use the Jump command) to display the
transaction box you want to change (either: bepartments Box, Sales
Box, or the Technica Support Box).

4. Highlight the Gregting Day fidd.

5. Press (E8). Press (Spacebar) to dtart recording the new greeting. Press any
key to stop recording.

6. Ligten to the greeting to make sure it sounds the way you want it to. Press
to hear it.

7. Repeat steps 5 and 6 until you are satisfied with the recording.
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To change the System ID callers press to reach the department directory:
1. Press to access the Transaction Directory.

2. Press the or keys (or use the Jump command) to display the
Depart nments Box.

3. Move the cursor to the system | D fidd.

4. Type the new System ID and press (<=Enter).

To delete the transaction boxes:
I Pres to access the Transaction Directory.

2. Pressthe or keys (or use the Jump command) to display the
transaction box you want to delete (either: Departments Box, Sdes
Box, orthe Technical Support Box).

3. Press ().

4.  Press [&Emer) to select Box.

5. Press (¥) for Yes to delete the transaction box.

6. Repeat steps 1 through 5 for each box in the department directory.
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Program Worksheet 8:
Public Fax Box

To set up the fax detect feature, fill in the Public Fax Box fields on the  QuickStart
Application Screen, Page 6 (Figure 16).

51. Public Hold/Archive msgs: 0 /2 New Msgs 0=0:00 Total: 0=0:00
52. Max person-person recording: 300 secs Max screening recording: 6
53. gkip back tine on # 4 Mx 1D attemuts: 4 Bad” I D Goto-->
54. Record Pauses...Beginning: 5 Short ending: 2 Long ending; 3
55. Beep on record? Yes Disk full warning at: 15 mns |eft
56. Blank PC screen? Yes Screen Type: Auto Keypad: =7, z=9 keys
57. 08 Surrender- Daily: \féelylp: . Nor%%ly: y

. Startup: NG rror notices to: 0
59. ID for Alpha Directory: 555 Auto xfer? Yes IDfor Num G oups:
Publ i ¢ Pax Box
Fax | D $FAXBOX Transfer? No Al't Action: Operator
voi ce nane: 0:02 Await-Ans--»4 Rings
Hol di ng? No Announce: Al ways

Figure 16: The Public Fax Box

If you are not aready viewing the QuickStart Application Screen, Page 6, press
(CuiMA). Press or until Page 6 is displayed.

Fax D

Move the cursor to the Fax ID field. Type the System ID the Public Fax Box
(&Enter). By default, the System ID is set to $FAXBOX.

Voice Name

If you want to change this, establish aloca connection and rerecord the Public
Fax Box's name. The default recorded name is “The Public Fax Box”. For steps to
establish a local connection, see page 82.

To rerecord the name:
. Once alocd connection is established, highlight the VVoice Name field.

2. Press (7). Press (Spacebar) to start recording. Say the name. Press any key
to stop recording.

3. Ligen to the name to make sure it sounds the way you want it to. Press
to hear the name.

4. Repeat steps 2 and 3 until you are satisfied with the recording.
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Transfer calls to the Public Fax Box?

Move the cursor to the Transfer? field. Type Y (&Ened). Type the fax
maching's extension number on the Comdia telephone system (&Enter}_|f you
are using more than one fax machine, set up a hunt group on your Comdia
telephone system for the fax machines extensions, and enter the pilot extension
number here.

Call transfer type

Set the cal transfer type. The transfer type field is located directly below the
Transfer? fidd. It isnot labeled. Y ou can choose one of three possible
stings: Release, Await -Ang, or wait -ring. To change the siting,
position the cursor on the field, and, over the existing setting, type:

Worksheet Choice You type

Await Answer A

Release R[T-

Wait for Ringback w
for rngs

In the Rings fidd, type the number of times the fax extenson should ring
before the system takes the dternate action and press (&Erter). This parameter
does not apply if you selected Release as the call transfer type.

Use call holding?
Set up cdl holding. In the Holding? fidd:

Worksheet Choice You type

Yes y
VOX v
No N

Keep in mind that you cannot use cal holding with the Release call transfer type.

Alternate Action

Set how the system should handle the caler if the transfer to the fax extension is
unsuccessful. The most common choice is Transfer to operator. Depending on
which dternate action was checked off on the worksheet, enter the following in
the Alt Action field.

Worksheet Choice You type

Say “Goodoye” and hangup S
Transfer caller to operator 0
Restart call from Opening Line R
Try another System ID G (& Enter
(and specify the System ID)
Hangup H (<Ener

Announce Options

In the Announce field, set whether the system should send a public notice
when it transfers a cal to the fax machine, and whether it asks the person
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sending a manua fax to record a message describing the fax and who it's for.
Depending on the choice circle on the worksheet, enter the following:

Worksheet Choice You type

Always A
Voice A
Post P [«Enter
Never N

Set the CNG Startup Parameter

To use the Public Fax Box, you must add the one dtartup parameter to the
Startup field on Line 58 of the QuickStart Application Screen, Page 6. This
parameter sets the voice mail system to recognize incoming fax tone.

To add the CNG startup parameter:

L

2.

Highlight the Startup field on the QuickStart Application Screen, Page 6.

If necessary, press repeatedly to move the cursor to the end of any
startup options aready entered in the field.

Type ONG (&=Enter).

T
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Program Worksheet 9:
Subscriber List

You use Worksheet 9 to add new subscribers to the system on the Persona
Directory Screen. A sample page from the Persona Directory Screen is shown in
Figure 17.

ER Hogh R R
Personal |D: %1%312 Voice name: 0:02
Bxtension # 1D 1231 Hold/Archive msgs: 0 /2 days
Access:  PCB New Msgs:0 =0:00 Total:0 =0:00
—>Transfer >Greeting >Action
Tfan.Sfef? No »Std: 0:00 l Take-msq
wait -Ang-->4

Ri ngs .
reening? No Holding? No Alt: 0:00 | Max-nsg: 90 sec Edits OK? Yes

- Message ~Notification -
Lamp # X , Activate Lamps?. No O Now? No
#1: after 0 mn,  8:00am- 6:00pm MIWHE 5 rings 30 min,Off
#2: after 0 mn,  6:00pm- 9:00pm MIWHE 4 Rings 60 min,Off
#3: after 0 mn, 12:00am-11:59pm MIVHESU 0 Rings 30 nmin, O f
#4: after 0 mn, 12:00am-11:59pm MIVHFSU 4 Rings 60 min,Urgent

ctrl-E for expanded options

Figure 17: Personal Directory Screen

Before you add subscribers, be sure you set up the default settings for each
subscriber on the QuickStart Application Screen, Page 5. Then, any subscribers
you add to the system will be set up with the default features automaticaly,

which will save you a lot of time. See Worksheet 5: Default Subscriber Settings for
details.

Once you have set subscriber defaults, press to display the Persona
Directory Screen. To view each subscriber, press the and keys.
The key displays the first subscriber (alphabeticaly) and the key
displays the last subscriber. The Personal Directory Screen keeps a page of
information containing seitings for each subscriber.

The Add Menu

You can add subscribers one by one (see page 103), or by range of
Extenson # [Ds (see below). If the subscribers use consecutive Extension  # [Ds,
adding by range can save several steps.

To add subscribers by range:
L Press to Add.

2. Press(3) @) to select Range (&Enter).

3. Type the starting number of the range and press (Tap). Type the ending
number of the range and press (& Enter).
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Enter Range of Extension $# IDs
Start: stop:

If desired, type any numbers or letters as a prefix to the Extenson  # IDs you
are adding. Press (T&). Type any numbers or letters as a suffix to the
Extenson # IDs you are adding. Press («Enter),

Constant prefix:
Constant suffix:

The system displays the range you selected and asks you to confirm.

To accept the range, press (V). Otherwise, press ). Follow these steps
again to add a new range of Extenson # IDs.

Once you confirm the range, the system displays a series of status messages
as it adds the Extenson # IDs.

If an ID in the range conflicts with a System ID dready in your system, that
particular 1D is not added. You will see this message:

ID. .. conflicts with existing

ID:  <ID and nanme of mailbox> and was not added.
Pl ease nmake a note of this.

Do you want to continue with the

next Extension # ID (Y/N)?

To continue adding the remaining Extension # IDs in the range, press([{).

To stop the process atogether, press (V). You may then repeat these steps to
add different ranges of Extension # IDs that do not include the conflicting

IDs.

When the system finishes adding the range of Extenson # IDs, look through

the Persona Directory to find the pages the system added. Each new

subscriber has a spelled name with the Extenson # ID in curly brackets { }.

Kl(;r eacfr]d?ijscriber added by range, retype each subscriber’s name in the
me field.

Await-Am- ->4 Ri ngs
Screeni ng? No Hol di ng? No At: 0:00 Max- nsg: 90 gec Edits OK? Yes
—Message Notification

G e fasiny i ;
Personal ID: 812314 Voi ce nane: 0:00
Extension # |ID 12314 Hol d/ Archi ve msgs: 0 /2 days
Access:  PCBF New Meceas:0 =0:00 Total:0 =0 0O
—>Transfer >Greetin -4Action
Transfer? Yes-->,X »Std: o:go Take- nmsg

Lamp # X ) Activate Lanps? Yes On Now? No
#1: x after 0 mn.  8:00am- 6: OCCpm MIWHF 4 rings 30 min,Of
#2: after 0 nn  6:00pm- 9: OOpmM MTWHF 5 Rings 60 nin, Of
#3: after 0 mn, 12:00am-11:59pm MIVWHFSU O Rings 30 min,Off
#4: after 0 mn, 12:00am-11:59pm MIVWHFSU 4 Rings 60 min,Urgent

Grl-E for expanded options

Figure

18: Subscriber added by range
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To add subscribers one by one:
I, Press (F8) to display the Add menu.

2. Press (§) to sdect Subscriber.
3. Type the extenson number [Enter).

4. Type the person's last name (&Enter).
5. Type the person's first name  («=Enter).

6. Press to accept the default Persona ID for this subscriber, or type
a different 1D. Press [Enter). e

To make it easy to add severa subscribers at once, the system automatically
prompts you for the next Extenson # ID.

Continue adding the rest of the subscribers on your list by repeating steps 3

through 6 for each one. Press to return to the Personal Directory Page when
you are finished.

For any subscriber who should not be listed in the automatic directory, add the
letter D to that subscriber's Access field. Remember that subscribers can aso
change their automatic directory listing a any time from any touchtone
telephone.

Record Names

For sites that are not using the subscriber enrollment conversation (the letter F in
subscribers Access field), you should record a name for each subscriber you just
added. The subscriber can m-record the name in his or her own voice later.

The system plays a subscriber’s name to identify the source or destination of a
message. To reduce confusion, it's very important that each subscriber has a
recorded name.

Making a recording at the system console involves establishing a local
connection with the voice mail system, then recording the names using a
telephone  handset.

To record a subscriber’s name:
1. Establish a local connection. For steps, see page &2

2. Press the or keys (or use the Jump command) to display the
subscriber’s Persond Directory Page. Highlight the Voice namefidd.

3. Press (B8). Press [Spacebar) to start recording. Say the subscriber's first
and last name. Press any key to stop recording.

4. Listen to the name to make sure it is correct. Press to hear the name.
5. Repeat steps 3 and 4 until you are satisfied with the recording.

6. Repeat steps 2 through 5 for each new subscriber.
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When you are finished recording names, be sure to press agan to N
disconnect locdly. If you forget, you will tie up aport until the loca connection
IS disconnected.

For tips on making recordings, refer to the Reference Manual.
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Program Worksheet 10:
Guests

You use the information from Worksheet 10 to add guests on the Persona
Directory Screen. A example of a guest’s Personal Directory Screen is shown in
Figure 19.

Name : ton, George UESE Of 3 evese Jefferson. Thomas
pPersonal | D é'gé@g g 0I CEé nane’ "0:02 !

New Mgs:0 =0:00 Total:0 =0:00
Send wmsg Urgent? No

Message Notification

#1: after 0 min, 8:00am- 6:00pm MTWHF 4 rings 30 min,Off
#2: after 0 min, 6:00pm- 9:00pm MTWHF 5 rings 60 min,Off
#3: after 0 min, 12:00am-11:59pm MTWHFSU 0 rings 30 min,Off
#4: after 0 min, 12:00am-11:59pm MTWHFSU 4 rings 60 min,Urgent

Figure 19: Personal Directory Screen for a guest

If you are not dready viewing the Persona Directory, press D).
Add Guests

Follow these steps for each guest.

To add a guest:

. Pressthe or keys to display the page belonging to the host
subscriber.

2. Press ).
3. Press (Spacsbar)_once to select Guest (< Enter),

4. Press to confirm the name of the host subscriber.

5 Type the guest subscriber's Personal ID  (&Entr).

6. Type the guest's last name (& Enter),
1. Type the guest's first name (& Enter),

8. Record a name for the guest. For complete steps, see page 103.
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Mark Messages Urgent

If the guest will be able to send the host subscriber urgent messages, move the
cursor to the Send Msg Urgent? fidd. To configure the system to mark all
messages from the guest urgent, type v To configure the system to ask
the guest each time if the message is urgent, type A for Ask and press (&Enter).

Message Notification

Even though guests do not use an internad extension, you can set the system to
cal a guest & up to 4 outside telephone numbers.

To set the system to deliver messages to a guest:

L.

2.

Highlight the #1 field.

Type the number the voice mail system should cal to deliver messages
(e,

Intheaf ter fidd, type the number of minutes you want the voice mall
system to wait after a new message arrives and press (&Enter). This
applies only to batch message delivery.

Type the time the voice mail system should start delivering messages and
press (EEnter).

Type the time the voice mail system should stop delivering messages and
press (&Enter)

Type the days of the week the voice mail system should follow this delivery
schedule and press (€Enter). Use these letters:

M Monday
T Tueday
W Wednesday
H Thursday
F Friday

S Saturday
U Sunday

Type the number of times the voice mail system should ring the number
before hanging up and press (&Emer).

On the far right of the 1 line, type a code to sclect addivery method and
press (< Enter). Use these letters:

B for Batch
E for Each
U for Urgent
0 for Off

Repeat this process to add more delivery numbers and schedules for the
guest, if desred.
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Program Worksheet 11:
Message Groups

You use the information from Worksheet 11 to add message groups a the Groups
Screen (Figure 20).

Dispatch: No Voice: 0:02
Member name Last contacted Menber nanme . Llast contacted
Xavier, Jan ' Yale, Hugh
Yeoman, Mke Yi nP, Sue
Zaftig, Pat ZelTer, Nell
Zink, = Jay

Figure 20: Groups Screen

To view the Groups Screen, press (CHHG).

Using Numbered Groups

If you are using numbered message groups instead of spelled-name groups, you
aso need to be sure to set a speciad System ID for leaving numbered group
messages. You set the specid System ID inthe | D for Num G oups fiddd on
the QuickStart Application Screen, Page 6 (Figure 21).

i ] s
51. Public Hol d?Archlve msgs: 0 7/2 New Msgg: =000 Total: 0=0:00
52. Max person-personecordi ng: 300 secs Max screening recording: 6
53. Skip back time on # 4 Max D attenpts:.. 4 Bag IDGr.o-9>
54. Record Pauses...Beginning: 5 Short endi ng: 2Longndi ng:
55. Beep on record? Yes Disk full warning at: 15 mns |eért
56. Blank PC screen? Yes Screen Type: Auto Keypad: =7, 2=9 keys
57. 0S Surrender- Daily: W}ewl}:(: , Nbrmly: Q 9 ey
58. Startup: i rror notices to: 0
59. ID for Alpha Directory: 555 Auto xfer? Yes IDfor Num Goups: 77

Public Fax Box .
Fax |D. $FAXBOX Transfer? No ) Al't Action: Cperator
Vol ce name: 0:02 Await-Ans-->4 Ri ngs

Hol ding? No Announce: Al ways

Figure 21: ID for Num Groups field

To set a special System ID for numbered groups:

I Press to view the QuickStart Application Screen. Press or
until you see Pege 6.
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2. Press3) repeatedly until you highlight thel D f or Num Groups field.
3. Typethe System ID (&Enter).

Adding Message Groups at the Console

Subscribers can add message groups to the system from any  touchtone
telephone. The system manager can also add message groups a the system
console. Worksheet 11 is used for message groups added at the console.

Adding a new message group from the console involves two main steps.

= Add the message group
» Add members to the message group

To add a new message group:
I If necessary, press (CHHG) to display the Goups Screen.

2. Press to add a new group.

3. To add a private message group, press (F). To add an open message group,
press (0).

4. To assign the system manager as the group’s owner, press (&Enter).
To assign a different subscriber as the group’s owner, press (). Type the
first few letters of the owner's last name and press (&Enter). The system
displays the first matching name. Press (¥) to select the name, or (V) to
display the next matching name. Press (N) until you see the name you want.
Then, press &

5. After you select the message group’s owner, type the group’'s name or
number and press (eEnter). For numbered groups, the first three
characters of the group name should be digits (for example, 234  Sal es
Group). For lettered groups, subscribers will use the first three letters of the
group name to leave messages for the group.

6. Record a name for the group. Follow the steps to establish a locd
connection and record the name, just as you did for subscribers names. For
more information, see page 103.

To add members to the message group:
1. Press @)

2. Press to sdlect Member.

3. Type the first few letters of the first group member's last name. The system
displays the first matching name.

4. Press (¥) to add the subscriber to the group, or press () to display the next

meatching name. Continue pressing () or () until you have added dl the
members to the message group.



QuickStart Application Manual Program Worksheet 12: Special Subscriber Settings 109

Program Worksheet 12
Special Subscriber Settings

Use the information on Worksheet 12 to set up custom features for individual
subscribers on the Personal Directory Screen. Several custom call transfer features
you will set up from Worksheet 12 are available on the Expanded Transfer
Options window (Figure 22).

Personal ID 812323 Voi ce name: (:02
Extension # D 12313 Hol d/ Archive  nsgs: 0 /2 days
— EXPANDED TRANSFER OPTIONS Press ESC to Exit
[:>Transfer >Greeting —r>Action
Transfer? Yes -->,X »Std: 0:06 | Take-nsg
Await-Ans-->4 Ri ngs )
Screening? Yes Holding? No At: 0:05 Max- nsQ: 90 gec Edits OK? Yes
»Transfer (ptions : AC Send g Ugent? Ask
Scr eeni ng tions: ASC Active: STD | After Mg: Hangup
One key dialing: 1> 2> 3> 4> 5>
6> 7> 8> 9> 0>

Figure 22: Personal Directory Screen with expanded transfer options displayed

The subscribers you add to the system with Worksheet 9 all receive the default
settings on the QuickStart Application Screen, Page 5. However, there may be
some subscribers who want features other than the default. Using Worksheet 12
as your guide, configure custom message delivery schedules, delivery methods,
one-key dialing, transfer options and screening options by changing the settings
on individual Personal Directory pages for those subscribers.

NOTE: This section assumes you have aready added the subscribers to the
system. To add a new subscriber, follow the procedure in the section of this

guide called Program Worksheet 9.

To view a subscriber’s Personal Directory Page:
1. Press [CH}{D) to display the Personal Directory.

2.  Pressthe or keys (or use the Jump command) to display the
correct  subscriber.

To view Expanded Transfer Options for a subscriber:
1. At the subscriber’'s Personal Directory page, press (CiHE).

2. Press to highlight Transfer Options (&Enter).
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Once you open the Expanded Transfer Options window, it stays open as  you
scroll through the Persona Directory to view subscribers pages.

You fill in the fields on the Persona Directory Screen in one of  two ways.
= Type over the contents of the field with the new values, and press
(CEne).

= Type a code in the field and press («Enter). The codes turn different
features on or off, depending on the field. You should have aready
determined the correct codes when you filled in Worksheet  12.

Name, IDs, Hold/Archive Time

To change a subscriber’s Name, Personal ID, Extension # ID, or
Hold/Archive time:

. Move the cursor to the field you want to change.

2. Type the change and press (&Enter). -

Access Codes

Access codes turn on or off certain features for the subscriber. Each code is a
single letter representing a feature. Just add or remove the access codes to or
from the subscriber’s Access fidd.

To add or remove an access code: !
. Highlight the Access field.

2. Make sure your keyboard is in INSERT mode. To add a code, type any
missing letters. Move the cursor to any code you want to delete. Press the
key to remove the code. Press when you are finished.

You can aso use a specid pop-up window to add or remove access codes for a
subscriber (Figure 23). On the pop-up window, a code that is active has a star
(*) in its checkbox.

; onas
Personal 1D TOM Voi ce name: 0:02
tension # 1D 1776 Hol d/ Ar chi ve msgs: 0/2 days
— ACCESS CODE OPTI ONS Press ESC to Exit 3
A [ 1 No Setup Options J [ ] Unused S [] Can't Send Message
B [*] No Rec’t Summary K[ ] Can Edit Hol ding. T [ ] Traditional Order
C [*] No Public Notify L [ 1 Message Length u { 1" Not to Subscribers
D&]]Not in Directory M [ ] Menu Mde v { ] No Private Message
E Messages by Ext N [ ] Hands-Free Play W[ ] No Future Delivery
F []First-Time Enroll 0[] No Od Messages X [ 1 No Receipt Request
G[1Can't Edit Geet P[] No Public Message | Y ]] No Open G oups
H & ] Unused Q1] No Ugent Message | 2 Automatic Receipts
| ] Unused R [ ] Can't Redirect
tpress T | -« TaB or Shiff-TAB to nmove; Press space fo add Of remove a code =

Figure 23: Access code options window

Once you open the Access Code Options window, it stays open as you scroll ,
through the Persond Directory to view subscribers pages. e
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To add or remove access codes at the pop-up window:
1. Press (CE}{E).

2. Press to select Access Codes.

3. Pressthe (Tab%) (&Shij{Tab5) or (3) keys to highlight the
checkbox to the left of the description of the code.

4.  Press to add or remove the code.

5 Pres to close the pop-up window.

Call Transfer

Transfer calls to subscriber?

When call transfer is turned on for a subscriber, you can set severa custom
features that control how the voice mail system transfers calls. The subscriber can
turn cal transfer to a work extension on or off from any touchtone telephone.
When cal transfer is turned on, the custom settings you configure in the middle
portion of the Persona Directory page take effect. Even if cal transfer is turned
off for a particular subscriber, you may want to set up custom cal transfer
features. That way, when the subscriber turns call transfer on, the custom features
will be avallable.

To turn call transfer on or off:
1. Highlight the Trander? fidd.

2. To tun cal transfer on, type v (<Erer), After the arow (-->), type X
if cals should be transterred to the subscriber's extension. Or,
type a different telephone extension number.

To turn cal trandfer off, type N and skip the rest of this section.

Call transfer type

The transfer type field is located directly below the Transfer? fidd. It is not
labeled. It will have one of three possible settings: Rel ease, Await-Am or
Wi t-ring. To change the seiting, position the cursor on the field, and, over
the existing setting, type:

Worksheet Choice You type

Await Answer A

Release R

Wait for Ringback W
for rings

In the Rings fidd, type the number of times the extenson should ring before
the caler is transferred to the subscriber's voice mailbox. Press  (&Enter), This
parameter does not apply if you selected Release as the cdll transfer type.
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Transferoptions

If necessary, display the Expanded Transfer Options window. (See the steps on
page 109.) Move the cursor to the Transfer Options field. The voice mail
system will use these options when cal transfer is turned on, if the cal transfer
type is Await-Ans.

Type as many of these codes in the field as you need:

Worksheet Choice You Type

Announce A
Confirm C
Dialtone Detect D
Introduce 1
Message Screen M
Screen S « Enter

NOTE: Do not use the M and S options together.

Screening options

Move the cursor to the Screening Options field. The voice mal system will
use these options when call screening is turned on, if the cal transfer type is
Avai t - Am Type as many of these codes in the field as you need:

Worksheet Choice You Type

Announce A
Confirm C
Dialtone Detect D
Introduce I
Message Screen M
Screen S « Enter

NOTE: Do not use the M and S options together.

Turn screening options on?

To turn cal screening on or off, first move the cursor to the Screening? field. To

turn it on, type Y (&Enter). Keep in mind that you can only use cal screening
with the Awat Answer call transfer type.

To turn call screening off, type N (&<Enter).

Use call holding?
Set up cal holding. In the Holding? field:

Worksheet Choice You type

Yes Y ([ Enter
VOX V  [«<Enter
No N

Keep in mind that you cannot use cal holding with the Release call transfer type.
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Action After Greeting

Move the cursor to the field undernesth = >Act ion. Type the code that
represents how you want the voice mal system to handle the cal after playing
the subscriber's personal greeting. Your options are:

Worksheet Choice You Type

Take a message T

Transfer to operator O [(«Enter)

Say Goodbye S nter)

Hang up H

Go to another 1D G
Restart the call R

If faking a message

If the Action is set to Take-nag, these additiona parameters affect the way the
system takes the message.

Maximum Message Length
Move the cursor to the Max-msgy field. Type the maximum number of seconds a
message from an outside caller can last and press (&Enier].

Allow caller to edit message?

Move the cursor to the Edits ok? field. To alow outside calers to rerecord
their messages to this subscriber, type v (EEnter). To prevent calers from
rerecording their messages, type N (&Enter).

Mark the messages urgent?

Move the cursor to the Send Msg Urgent? field. To set the system to mark all
messages from outside calers urgent, type v (&Emed. To keep outside callers
from marking messages urgent, type N (&Enter). To set the system to ask callers

if they want to send their message urgent, type A for Ask and press (& Enter).

Action after message?

Move the cursor to the After Mg fidld. Type the code for the action you want
the system to take after recording a message from an outside caller and press
The possible choices are:

Worksheet Choice You Type

Transfer to operator o)
Say Goodbye S (S
Hang up H
Go to another 1D G [<Enter
Restart the call R  (<Enter

Use one-key dialing during greeting?

Use the ne key dialing portion of the Expanded Transfer Options screen
to set up single digits to represent full Sysem [Ds for other transaction boxes,
interview boxes, or subscriber extension numbers. Move the cursor  to the
single-digit number you want to use. Type the System ID and press

Press to close the Expanded Transfer Options window.
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Message Notification & Delivery

If you are looking a the Expanded Transfer Options portion of the subscriber's
Personal Directory page, press (Ese) to close it. The system displays the Message
Not i f icatiom portion of the screen. This is where you set up message
notification and delivery settings for the subscriber.

lamp #

Inthe Lanp # field, type the number the voice mail system should did to turn a
message waiting lamp on or off for the subscriber. In most cases, you will use X
for the subscriber’s extension number.

Activate message waiting lamps for new messages?

Inthe Activate Lanps? field, type v for Yesor N for No and press
to indicate whether the voice mail system should activate message
waiting  lamps.

If you select Yes, aso check the Message Lamp On and Off codes at the top of
the QuickStart Switch Setup Screen, Page 2 to ensure that they are the correct
codes for your Comdia telephone system. These codes were configured

automatically when you typed in your Comdial telephone system. (See
Worksheet 1.

For Phone #1- #4

You fill in the specifics for each message delivery telephone number on the last 4
lines of the Message Notification portion of the screen. For each telephone
number you want the voice mail system to call to ddiver messages, fill in the
following:

NOTE: See the Reference Manual for details about the special characters you
can use in message delivery telephone numbers. These characters alow you
to program pauses and other specid diding for your Comdia telephone
system.

Phone #
Type the telephone number you want the system to did and press  (&Enter),

W a i tminutes

In the after field, type the number of minutes you want the voice mail system
to wait after a new message arrives and press (Enier). This applies only to
batch message delivery.

Delivery ~ Schedule

Next, type the time the voice mail system should start delivering messages and
press (€Enter). Type the time the voice mail system should stop delivering
messages and press (&Enter).

Type the days of the week the voice mail system should follow this delivery
schedule and press (ZEnter). Use these letters:
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M Monday
T Tuesday
W Wednesday
H Thursday
F Friday

S Saturday
U Sunday

Type the number of times the voice mail system should ring the extension before
hanging up and press (&Enter).

Type a code to select a delivery method and press (€Enter). Use these |etters:

B for Batch
E for Each
U for Urgent
0 for Off
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Program Worksheet 13:
Public Interview Box

You use the information from Worksheet 13 on the Public Interview Box page of
the Transaction Directory (Figure 24).

System I D: $pM Voi ce nane: 0:02
~ Question == Reply —— - Question ~— Reply — | — Question —~ Reply
1. 0:08 6 secs . 0:00 0 secs 17. 0:00 0 secs
2. 0:02 9 secs 10. 0:00 0 secs 18. 0:00 0 secs
3. 0:02 9 secs 11. 0:00 0 secs 19. o0:00 0 secs
4. 0:02 9 secs 12. 0:00 secs 20. 0:00 0 secs
g. 88:33 go secs ﬁ ggg 8 Secs

. 0: secs . 0 secs

7. 0:00 é) secs 15. 0:00 0 secs Send ’VEgSaU' ent? No

8. 0:00 secs 16. 0:00 0 secs After: Say-bye

Figure 24: Transaction Directory, Public Interview Box

To view the Public Interview Box, sign in and press to view the
Transaction Directory. Press or (or use the Jump command) to
display the Public Interview Box.

To record the Public Interview Box questions, follow the ingtructions beginning
on page 82 to establish a local connection and record the questions. After you
record dl the questions, type the maximum reply time (in seconds) for each
Question, immediately to the right of the question.

Should outside callers mark messages urgent?

Move the cursor to the Send Msg Urgent? field. To set the system to mark dl
messages left in the Public Interview Box urgent, type Y  (<Enter). To keep

outside calers from marking messages urgent, type « (€Enter), To et the

system to ask callers each time if they want to send ther message urgent, type A
for Ask and press (& Enter).
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Action after last question

Depending on which action was selected on the worksheet, type the following in
the After fied:
Worksheet Choice
Say “Goodbye’ then hangup
Transfer caler to operator
Restart cal from Opening Line
Try another System 1D

u

—

<

=}
@D

and

—|

ecify the System ID)

34

1
m
2

T aOmWowg
iiii
mjmjpmijm
EX] E EN] ES
g|lzllzile

Hangup
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Program Worksheets 14 & 15:
Menus & Interviews

The Menus & Interviews worksheets are meant to be used as guides for designing
your application’s transaction boxes and interview hoxes. For each box that you
have listed on Worksheet 15, you should complete a separate Worksheet 16 (for a
transaction box) or Worksheet 17 (for an interview box).

You will then configure each transaction box or interview box from those
workshests.
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Program Worksheet 16:
Transaction Boxes

For each copy of Worksheet 16 you have filled in, add a transaction box to the
system at the Transaction Directory (Figure 25).

System ID: 201 Voice name: 0:02 Schedule #:
—>Transfer >Greeting ——>Action
Day? Yes-->,125 »Day: 0:13 Day: Operator
Nite? No Nite: 0:00 Nite: Take-msg
Await-Ans-->4 Rings At: 0:00 Max-msqg: 90 sec
Intro. 0:00 Hol ding? No Edits OK? Yes
Transfer Options : A Active: DN Send Mg Urgent? No
After g:  Say-bye
One key dialing: 1> 2> 3> 4> 5>
6> 7> 8> 9> 0>

figure 25: Sample transaction box

To view the Transaction Directory, press (Tij{T).

NOTE: When you add a transaction box, the system copies the call transfer

and action parameters from the transaction box you are viewing when you
add the box.

Add a Transaction Box

To add a transaction box
I If necessary, press to access the Transaction Directory.

2. Press for the Add menu.

3. Select Transaction box.

4. You are prompted with: Add transaction box for <System
Manager name>? (Y/N) Press (@) for No if you want the box to belong
to a different subscriber. You are then prompted with: Add transacti on
box for which subscriber (enter last nane): Enterthel ast
name of the subscriber who will own the box. Any letter or word that you
enter, whether or not it is a valid subscriber name, will put you into an
alphabetical list of subscribers with the following confirmation prompts:



120 Program Worksheet 16: Transaction Boxes ExecuMail6.5

Call Transfer

Add transaction box for subscriber <NAME>
(Press ESC to quit)? (Y/N):

If you press (N) for No, the same prompt offers the name of the next
subscriber (alphabeticaly) in the system. If you press (€Enter) for Yes,
you are then prompted for the System ID and name of the transaction box.

5. Type the System ID for the transaction box (EEnter).

6. Type the name of the transaction box (&Enter). The name may not be left
blank. The first three letters of this name may be used by the subscriber
owning the box to record new greetings. (If your system has been set up for
numeric access only, the owner may use the box's System ID to record
greetings) The system then displays the new transaction box on screen.

7. After adding a transaction box, record a name for the box. Follow the steps
to establish a loca connection and record the name, just as you did for
subscribers names. For steps to establish a local connection, see page 82.

Transfer the calls reaching this box fo an extension?
To turn on call transfer to another extension during Day Mode:
1. Highlight the Day? fidd.

2. Type v (CEme)
3. Type the extension number (&Enrter).

To turn cal transfer on during Night Mode, repeat these steps for the Nite?
field.

Call transfer type

Set the cdl transfer type. The transfer type field is located directly below the
Transfer? field. It is not labeled. You can choose one of three possible
settings: Awai t - Am Rel ease, or Wit-ring. To change the setting,
position the cursor on the field, and, over the exidting setting, type:

Worksheet Choice You type

Await Answer A (SEnen

Release R  [«<Enter

Wait for Ringback w
for rings

In the Rings fidd, type the number of times the extension should ring before
giving up on cal transfer. Press [Enter]. This parameter does not apply if you
selected Release as the cdll trandfer type.
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Transferoptions

Move the cursor to the Transfer Options fidd.The voice mal sysem will
use these options when call transfer is turned on, if the cal transfer type is
Await-An& Type as many of these codes in the field as you need:

Worksheet Choice You Type
Announce A
Confirm C
Dialtone Detect D
Introduce |
Message Screen M  (&€Enter)
Screen S 4 Enter

NOTE: Do not use the M and the S access codes together.

Use call holding?

To turn cadl holding on or off, move the cursor to the Holding? fied. To turn it
on, type Y (&Enern). Kegp in mind that you cannot use call holding with the
Release cal transfer type.

To turn cal holding off, type N (EEnter).

Action after Greeting

Move the cursor to the field underneath « sact ion. Type the code that
represents how you want the voice mail system to handle the cal after playing

the box's greeting. You can choose a different action for Day Mode and Night
Mode. Your options are:

Worksheet Choice You Type

Take a message T
Transfer to operator 0
Say Goodbye S
Hang up H
Go to another 1D G
Restart the call R + Enter

If taking a message

If the Action is set to Take-msg, these additional parameters affect the way the
system takes the message.

Maximum Message Length

Move the cursor to the Max-msg field. Type the maximum number of seconds a
message from an outside caller can last and press (&Enter).

Allow caller to edit message?

Move the cursor to the Edits Ok? field. To alow outsde calers to m-record
their messages to this box, type v (&Enter). To prevent calers from

rerecording their messages to this box, type N (&Enter),
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Mark the messages urgent?

To set the system to mark al messages for this transaction box urgent, type ¥
(&=Enter). To keep outside calers from marking messages urgent, type N
(&Enter). To set the system to ask cdlers if they want to send their message
urgent, type A for Ask and press (&Enter).

Action after message?
Move the cursor to the After Msg field. Type the code for the action you want
the system to take after recording a message from an outside caller and press

(&<Ener). The possible choices are:

Worksheet Choice Type

Transfer to operator O (eEnter
Say Goodbye S [«<Enter
Hang up H [Enten)
Go to another 1D G (SEnter
Restart the call R (Enter)

Use one-key dialing during greeting?

Usethe One key dial i ng portion of the screen to set up single digitsto
represent full System IDs for other transaction boxes, interview boxes, or
subscriber extenson numbers. Move the cursor to the singledigit number you
want to use. Type the System ID  («=Enter),
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Program Worksheet 7.
Interview Boxes

For each copy of Worksheet 17 you filled in, add an interview box a the
Transaction Directory. A sample interview box appears in Figure 26.

Name: Sales Interv B terview box o enny

System 1D 5500 ° ew Hox 8| cevrliarm: 0:02
— Question — Reply == == QUEStiON == Reply = | = Question === Reply ——
1. 0:08 6 secs 9. 0:00 0 secs 17. 0:00 0 secs
2. 0:02 9 secs 10. 0:00 0 secs 18. 0:00 0 secs
3.0:02 9 secs 11. 0:00 0  secs 19. 0:00 0 secs
4. 0:02 9  secs 12. 0:00 0 secs 20. 0:00 0  secs
%. 0:03 610 secs %2 0:00 8 secs

. 0:03 secs . 0:00 secs

7. 0:00 0 secs 15. 0:00 0 secs Send Mg Urgem? No
8. 0:00 0 secs 16. 0:00 0 secs After: “Say-bye

Figure 26: Sample interview hox

If you are not aready viewing the Transaction Directory, press (CriHT).

Add an Interview Box
To add an interview box
1. If necessary, press (CE}T) to access the Transaction Directory.

2. Press for the Add menu.

3. Press (3) (&Ener) to select | nterview box.

4. You ae prompted with: Add interview box for <System L
Manager nanme>? (Y/N) Press (N) for No if you want the box to belong i
to a different subscriber. You are then prompted with: Add i ntervi ew L
box for which subscriber (enter l|ast name): Enterthelast
name of the subscriber who will own the box. Any letter or word that you
enter, whether or not it is a valid subscriber name, will put you into an
dphabetical list of subscribers with  the following confirmation prompts:

Add interview box for subscriber <NAME>
(Press ESC to quit)? (Y/N):

If you press ®) for No, the same prompt offers the name of the next
subscriber (alphabeticaly) in the system. If you press (&Enter) for Yes,
you are then prompted for the System ID and name of the interview box.
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5 Typethe System ID  [&=Enter).

6.  Type the name of the interview box (& Enter), You must type a name. The
system then displays the new interview box on screen.

7. After adding an interview box, record a name for the box. Follow the steps
to establish a local connection and record the name, just as you did for
subscribers names. For steps to establish a local connection, see page  82.

Record Interview Box Questions

To record the interview box’s questions, establish a loca connection and record
the questions, just as you did with subscriber names. For steps to establish a local
connection, see page 82.

After you record each question, type the maximum reply time (in seconds)
immediately to the right of the question.

Should outside callers mark messages urgent?

Move the cursor to the Send Msg Urgent? field. To set the system to mark all
messages left in the interview box urgent, type v (<Emer). To keep outside
calers from marking messages urgent, type N (€Enter), T0 et the system to ask
calers if they want to send their message urgent, type A for Ask and press
()

Action after last question

Depending on which action was checked off on the worksheet, enter the
following in the After field.

Worksheet Choice You type
Say “Goodbye” and hangup S
Transfer caller to operator 0
Restart call from Opening Line R (&Ener
Try another System 1D G
(and specify the System ID)
Hangup H (SEnter
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Worksheet

1 Site Information

1. Site name

2. Contact name J_Phone #

3. Total number of trunks Number of calls per day
Total number of stations
4. Day calis to be answered (check one) Night calls to be answered (check one)
[3* All trunks O* Al trunks
O Some trunks [J Some trunks
O No trunks (forwarded calls only) O No trunks (forwarded calls only)

5. Action to take for overflow calls, when all system ports are busy (check one)
O* Ring system until it answers (System will answer as soon as a port is free.)
OO0 Forward calls to Operator (Live Operator handles overflow calls.)
O Issue busy tone

6. Trunk pilot number Number of trunks answered by system

Alternate trunk numbers

7. Voice Port Stations Pilot number

Station Number for each port:

2. 3.
5 6. 7 .

10. 11. 12.
13. 14. 15. 16.
17. 18. 18. 20.
21. 22, 23. 24.
25. 26. 27. 28.
29. 30. 31. 32.
33. 34. 35. 36.

Application Screen, Page 1

Manufacturer Model Software Release #

Switch Setup Screen, Page 1

Keypad Map
O Q=7,7=9 0 QZ on the 0 Key O Numbers Only Keypad
O QZonthe 1 Key O Swedish Keypad
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Worksheet

2 The Opening Line

The Opening Line consists of three voice prompts which the system plays to callers when it answers a call. For
each of the three prompts, you may select the default prompt or write down an announcement suitable for your
application. Also identify what should happen if the caller does not respond to the prompts.

10. Introduction
Day O1* “Thank you for calling [name of company]”

O Other:

Night [J* Same as Day prompt
O Other:

11. Call to Action

Day 00" “If you're calling from a touchtone phone, you may enter the extension at any time.
If you don'’t know the extension, press 411 for a directory...(1 second pause)”
O Other:

Night [* Same as Day prompt

O Other:
12. Otherwise
Day [3* “Otherwise, please stay on the line and an operator will be right with you.”
O Other:

Night [O* “Otherwise, please answer the following questions, and I'll make sure your message
gets attention.”

O “Otherwise, please call back during normal working hours: !
O Same as Day prompt
[0 Other:

13. Action to take if caller does not press a tone

Day Action Night Action
O* Transfer call to operator O Transfer call to operator
O  Interview the caller [* Interview the caller
O Hangup O Hangup
[0 Other: O Other:

Application Screen, Page 2
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Worksheet

3 Operator Handling

20. When is an operator available to handle calls?
Day 0O*Yes O No
Night [0 Yes [O*No

Transferring Calls to the Operator

What is the operator's extension number on the telephone system? Day 0 0 (zero) O
Night [J 0 (zero) O

Call transfer type to use for operator’s extension O Release
*  Await Answer for rings
O  Wait for Ringback  for rings

(3 rings or more)

Application Screen, Page 3

Worksheet

4 System Schedules

Use this worksheet to define the system’s Day Mode operating schedule. This will usually match the company’s
office hours. All other hours the system operates in Night Mode. You may specify up to three ranges of hours and
days for Day Mode operation.

31. Daytime Schedule (Enter up to three ranges of hours and days for Schedule #1. Use separate sheets for

#2 and #3.)
aa_________am/pm to am/pm on Mon Tue Wed THu Fri Sat SUn
b: am/pm to am/pm on Mon Tue Wed THu Fri Sat SUn
c: am/pm to am/pm on Mon Tue Wed THu Fri Sat SUn
ignore holidays? O Yes O*No

32. Special Schedule (#4) [0 Day O Night

33. Holidays (Write in the day & month of up to eighteen holidays)

34. Automatically adjust system for Daylight Savings Time?

[ ] Yés Date On Date Off
O No

Application Screen, Page 4
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Worksheet

5 | Default Subscriber Settings

Use this worksheet to specify settings that will apply to most subscribers, inciuding settings for Personal IDs, how
calls are transferred, whether message waiting lamps are used, and whether the system will call the subscriber to

deliver messages. Although these settings apply to most subscribers, you may specify custom settings for an
individual subscriber on another worksheet.

The system automatically assigns a Personal ID to a new subscriber by adding one or more digits to the
subscriber’s extension (‘X’). For example, ‘8X’ would create a Personal ID of 8100 for extension 100.

Access codes allow or deny subscribers particular features of the system. See the Application Manual or the
system’s on-line help for access code definitions.

Default Change to:
Personal ID for Subscribers 8X
Access Codes PCBF

Transfer calls to subscribers? O*Yes O No

Call fransfer type
OO Await Answer for rings Use call screening? [ Yes [O*No
O Release (Use only with Await Answer call transfer type)
O Wait for Ringback ~ for _____ rings Use call holding? O Yes O Vox OO*No

(3 rings or more)

Activate message waiting lamps for new messages? [J*Yes [1No
(The telephone system must support message waiting lamps or indicators)

Should the system call the subscriber’s extension to deliver new messages? O Yes [O*No

O wait minutes after a new message arrives before trying to call.

Hours to deliver: am/pm to am/pm on Mon Tue Wed THu Fri Sat SUn
Ring the extension for rings before hanging up (3 or more rings)

Choose one of the following:

O Deliver each new message as it arrives. If no answer, try again every minutes.
O Deliver a batch of new messages every minutes.
O -Deliver all messages as soon an urgent one arrives. If no answer, try again every minutes.

Application Screen, Page 5
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Worksheet

6 System Security

Use this worksheet to specify several system-wide features that protect your system from unauthorized access
and from certain system errors.

53. How many times should a caller be allowed to misdial?
O* 4 times (| times

Should a caller be routed to another System ID for help after misdialing repeatedly?
0O* No (system hangs up) O Yes, route to System ID

55. When should the system ask subscribers to delete unnecessary messages?
[J* When there is less than 15 minutes of message storage space left
O When there is less than minutes of message storage space left

58. Who should receive a voice message if a system error occurs?
[* Everyone who receives public messages

0 These subscribers: Name: Personal ID:
Name: Personal ID:
Name: Personal ID:

Application Screen, Page 6

Worksheet

7 Directory Assistance

The voice mail system offers an automatic directory of extensions, numeric directory assistance, and a special
Departments transaction box to help callers find out the extension number of the person or department they are
trying to reach. Use this worksheet to choose the directory assistance the system will provide.

Directory Assistance
Default ID Change to: Make change on:

O* Automatic directory assistance 555 Application Screen, Page 6

Should the system automatically route the caller if there is only one matching name in the automatic
directory? [1* Yes [ No

Default ID Change to: Make change on:
O Numeric directory assistance $411 Groups Screen
O Departments transaction box 411 Transaction Directory

QuickStart® Application Worksheets
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Worksheet

8 Public Fax Box

You can route incoming faxes to a particular extension, known as the Public Fax Box. This extension is then

connected to one or more fax machines. Use this worksheet to specify how to set up the Public Fax Box. If you
will not be using the Public Fax Box, you may skip this worksheet,

Fax ID: [J*$FAXBOX [0 FAX (329) [ Other:
Voice Name: O+ “..the Public Fax Box...” O Other:

NOTE: If you use the default Fax System ID, callers can't dial the Public Fax Box directly.

Transfer calls to the Public Fax Box? O Yes, to extension O* No (Turn off Public Fax Box)

Call transfer type [1* Await Answer for __ rings [J Release [J Wait for Ringback for ___rings
(should be at least 3 rings)
Use call holding? [0 Yes [ Vox [1* No (Do not use holding with Release call transfer type)

Alternate Action: (if fax call transfer is unsuccessful)

[1* Say “Goodbye” then hang up O Route the call to another subscriber or transaction
O Transfer the call to the operator box (Use Go-to-ID -> )
O Restart the call at the Opening Line O Hang up

Announce Options

Use this decision chart to decide how to handle manual fax calls and how to announce calls that are transferred
to the Public Fax Box. Circle the choice you want for “Announce="".

I— Ask calier to record an introduction? —I

YES NO
v \4
Send a public announcement Send a public announcement
when a fax call is transferred?—l |'when a fax call is transferred?']
YES NO YES NO

v v v v
[ Announce = Announce = [ Announce = [ Announce =
ALWAYS VOICE POST NEVER

Application Screen, Page 6
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Worksheet

9 Subscriber List

Page _ of __

If you are adding subscribers by range, list the range(s) of Extension # IDs (for example, 210-320). If you are
adding subscribers one-by-one, make as many copies of this worksheet as necessary to create a list of all
subscribers. For each person, write the full name and extension number, with the lowest extension number first.
Also, check off any subscribers you do NOT want listed in directory assistance. If you have a list or directory of all
personnel and their extension numbers, you may use it in place of this worksheet.

Extension # ID Range 1 Start : Stop:

Extension # ID Range 2 Start : Stop:

Extension # ID Range 3 Start : Stop:

Extension Last Name First & Middle Names Unlisted
|
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O

Personal Directory Screen
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Worksheet

10 Guests

Page __of __

A subscriber may have one or more guests. Like subscribers, guests can leave and receive messages on the
system, but can do so only with their host subscriber. Guests are usually important clients, family members, or
others with whom a subscriber wants regular, two-way communication. Make as many copies of this worksheet as
you need to list the host subscriber, guest name, and guest Personal ID. If the subscriber wants to receive the
guest’s messages as urgent messages, put a check mark next to the guest's name.

Host Subscriber Guest Name Guest Personal ID Urgent?

|

O 0o oo0ogo0gaOo0o0oo0oaoqoooqaonoaoaoqooaoao

Personal Directory Screen
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Worksheet

11 ' Message Groups

Page _ of __

If a subscriber wants to regularly send messages to a group of other subscribers or guests, you may create a message
group for him or her. Subscribers can also create their own message groups over the phone. Decide whether message
groups should begin with letters or numbers. If message groups begin with numbers, include the special System ID for
sending group messages. For each group you need, write down the group’s name or number, as well as the group’s
owner. Indicate whether the owner is the only person who can send messages to the group. A group can also be set
for dispatch distribution, so that only the first person to hear the message actually receives it.

Select message groups by name or by number?

O Use named groups (Message group names begin with 3 letters)

0O Use numbered groups (Message group names begin with 3 numbers)
System ID for numbered groups: (Application Screen, Page 6)

Group Name or Number: Group Owner:
Deliver the message only to the first person who Can someone besides the owner send a message to
hears it? this group?

O Yes (DISPATCH distribution) O Yes (OPEN group)

0O No 0" No (PRIVATE group)

Group Members

Groups Screen
—
QuickStart® Application Worksheets

Copyright © 1986-94 Active Voice Corporation 4/94




Worksheet

12 | Special Subscriber Settings

Page _ of

.
i
.
i
e
[
i

Name
Personai ID

Extension # ID Hold / Archive messages
Access Codes

/___days

Transfer calls to subscriber? [J*Yes [ No

Call transfer type [1* Await Answer for __ rings [ Release [J Wait for Ringback for __ rings
(3 rings or more) (3 rings or more)

Transfer options [0 Announce 0 Confirm [ Introduce [ Message Screen [T Screen [J None

Screening options [J Announce O Confirm O Introduce [J Message Screen [1 Screen [0 None
(Use transfer & screening options only with Await Answer call transfer type)

Turn screening optionson? [0 Yes [O0* No Use call holding? [J Yes O Vox [O* No
{Do not use with Release call transfer type)

O Take a message [J Other Action
If taking message:

Maximum Message Length ___ seconds  Allow caller to edit message? [I* Yes [0 No

Mark the messages urgent? [0 Yes [O* No [O Ask

Action after message?
Use one-key dialing during greeting? [ Yes [J* No

Lamp # Activate message waiting lamps for new messages? [1*Yes [0 No

(The telephone system must support message waiting lamps or indicators)

Phone #1 Wait minutes before trying to call.

Hours to deliver: am/pm to am/pm on Mon Tue Wed THu Fri Sat SUn o
Try for rings before hanging up. Try again in minutes. b
Deliver [ Each new message [J Batches of new messages [] Urgent messages only
Phone #2 Wait minutes before trying to call.
Hours to deliver: am/pm to am/pm on Mon Tue Wed THu Fri Sat SUn :
Try for rings before hanging up. Try again in minutes.

Deliver [ Each new message [ Batches of new messages [1 Urgent messages only

Phone #3 Wait minutes before trying to call.

Hours to deliver: am/pm to am/pm on Mon Tue Wed THu Fri Sat SUn
Try for rings before hanging up. Try again in minutes.

Deliver [0 Each new message [J Batches of new messages [0 Urgent messages only

Phone #4 Wait minutes before trying to call.

Hours to deliver: am/pm to am/pm on Mon Tue Wed THu Fri Sat SUn
Try for rings before hanging up. Try again in minutes.

Deliver [0 Each new message L[] Batches of new messages [ Urgent messages only

Personal Directory Screen

QuickStart® Application Worksheets

Copyright © 1986-94 Active Voice Corporation 4/94

|
1



Worksheet

13 | The Public Interview Box

The Public Interview Box is a special interview box owned by the system. When no operator is on duty, it can
collect messages from callers who don't know where to send their message. The messages are delivered to all
subscribers with public message access. There is only one Public Interview Box and it cannot be removed from
the system. If you will not be using the Public Interview Box, you may skip this worksheet.

Write in the questions to be asked the caller and the maximum time allowed for the caller's answer.

System ID for Public Interview Box [0* $PM [ Other

Question Max. Response
{(in seconds)
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20.

Should outside callers be allowed to mark messages urgent? [Yes [O*No [J sk

Action after last question
[0* Say "Goodbye" then hang up
Transfer caller to operator
Restart the call at the opening line
Route the call to another subscriber or transaction box (Using Go-to-ID -> )
Hang up (The system does not say anything after the last question.)

oooo

Transaction Directory, Public Interview
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Worksheet Men us & Inte rviews
14
Map

Use this sheet to draw a map or diagram of any personnel directories, information menus, or special call routing
you will use in your application. You can then use the Menus & Interviews List worksheet to list the transaction
boxes required for this part of your application.

Transaction Directory

QuickStart® Application Worksheets
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Worksheet

15

Menus & Interviews
List

Page _ _of

List here the transaction boxes or interview boxes you need to complete the application features you designed in
the previous worksheet. Make as many copies of this worksheet as you need. For each box listed here, you
should also complete an individual Transaction Box or Interview Box worksheet.

System ID Name Owner
Transfer? Greeting [0 None | Action after Greeting
[ Yes, to Ext. #
O No
O Use One-Key Dialing
System ID Name Owner
Transfer? Greeting [0 None | Action after Greeting
O Yes, to Ext. #
O No
O Use One-Key Dialing
System ID Name Owner
Transfer? Greeting O None | Action after Greeting
O Yes, to Ext. #
O No
OO Use One-Key Dialing
System ID Name Owner
Transfer? Greeting O None | Action after Greeting
O Yes, to Ext. #
O No
O Use One-Key Dialing
System ID Name Owner
Transfer? . Greeting O None | Action after Greeting
[0 Yes, to Ext. #
O No
O Use One-Key Dialing
Transaction Directory
QuickStart® Application Worksheet
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Worksheet

16 Transaction Boxes

Page _ of __

Transaction boxes are the building blocks of special applications. They can be used to provide audiotext, one-key
menus, special message taking, and special call routing. For each transaction box in your application, fill out a
copy of this worksheet.

System 1D Name Owner

Transfer the calls reaching this box to an extension?

Day hours OO Yes, to extension O*No
Night hours O Yes, to extension 0" No
Call transfer type [1* Await Answer for___rings [0 Release [J Wait for Ringback for ___rings
(3 rings or more) (3 rings or more)

Transfer options [ Announce [ Confirm [ Introduce [1 Message Screen [0 Screen [0 None
(Use only with Await Answer call transfer type)

Use call holding? [ Yes O Vox J* No
(Do not use with Release call transfer type)

Day Greeting

Night Greeting

Use one-key dialing during greeting? [ Yes [I* No
1= 2 = 3 = 4 = —_— 5 =
6= 7 8

Day Night (check one box for Day hours and one box for Night hours)

o 0O Say “Goodbye” then hang up

O 0O Transfer the caller to the operator

O 0 Restart the call at the Opening Line e '
O 0O Route the call to another subscriber or transaction box (Use Go-to-ID -> )
O o Interview the caller (Use Go-to-ID -> $PM)

O 4

Take a message

If taking-message:

Maximum Message Length seconds  Allow caller to edit message? [1* Yes [J No
Mark the messages urgent? [ Yes [O* No [ Ask
Action after message?

Transaction Directory

QuickStart® Application Worksheets
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Worksheet

17 Interview Boxes

Page _ of

Interview boxes allow you to ask specific questions of callers. All the responses of a caller are joined togethe'r ina
single message, which is sent to the owner of the interview box. For each interview box in your application, fill out

a copy of this worksheet. Write in the questions to be asked the caller and the maximum time allowed for the
caller's answer.

Box Name Owner
System ID
Question Max. Response
(in seconds)
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
Should outside callers be allowed to mark messages urgent? [JYes [*No [JAsk
Action after last question
0" Say "Goodbye" then hang up
O Transfer caller to operator
[0 Restart the call at the Opening Line
00  Route the call to another subscriber or transaction box (Using Go-to-ID -> )
O Hangup (The system does not say anything after the last question.)
Transaction Directory
QuickStart® Application Worksheets
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Using This Guide

This guide will help you customize the system conversation. The guide is
designed to be used in conjunction with the Reference Manual, which describes
how to record Opening Line prompts and other voice fields. The guide is divided
into the following sections.

Changing the Conversation gives the basic steps for customizing the system
prompts, including how to use the lists at the back of the guide to identify
the specific prompts you want changed. It assumes you understand the
design of the system conversation.

Conversation Overview fully describes the system conversation and details
each of its parts, including phrases, phrase names, prompts, prompt sets,
prompt numbers, voice fields, and the Voice Prompt Editor Screen. You may
wish to read this section before attempting to change any prompts.

Appendix A: Prompt by Text lists the system prompts, sorted alphabetically
by prompt text. The list includes the complete prompt number, the number
of the floppy disk where the original system prompt is stored, the prompt
text, and the phrase or phrases which use the prompt.

Appendix B: Prompt by Number lists the system prompts, sorted by
complete prompt number. The list includes the complete prompt number,
the number of the floppy disk where the original system prompt is stored,
the prompt text, and the phrase or phrases which use the prompt.

Appendix C: Phrase by Name lists the systemn phrases, sorted alphabetically
by phrase name. The list includes the phrase name, the phrase text, and the
prompts associated with the phrase.
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Changing the
Conversation

While you do not have to change the conversation on your system, some
applications are more effective if you do. For example, two organizations may
want to share a single system, or one organization may want to offer service in
more than one language.

You may want to change the systemn’s Opening Line. This allows you to greet
callers with your organization’s name, offer a directory of extensions, and tell
callers about any customized menus.

NOTE: Complete instructions on changing the Opening Line are found in the
Reference Manual.

If you decide to change any of your system prompts (other than the Opening
Line), you will need to:

Understand the system conversation design.
Identify the prompt number of the specific prompt you want to change.
Locate that prompt on screen.

Select the appropriate voice field column.

Re-record the voice field.

Understand the System Conversation Design

In order to maintain the natural flow of your system conversation, it is important
to understand how the different parts of the conversation work together before
making any changes.

The system conversation consists of phrases and prompts. Whenever the system
reaches a point in the conversation where it needs to play a recording, that
location is marked with a unigue phrase. This phrase is a set of instructions that
tells the system which prompt (or prompts) to play. A prompt is the actual
recording the system plays.

The same prompt may be used at several different points in the conversation. In
other words, the same prompt may be used by more than one phrase. If a prompt
is used in more than one phrase, you should think about how your prompt
changes will sound in each phrase before doing any re-recording.

You may wish to read the section Conversation Quverview on page 5, before
making any prompt changes.
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Identify the Prompt Number

Before you re-record a prompt, you must first identify the complete number of
the prompt you want to re-record. The way to identify a prompt number depends
on how you discovered the change you want to make:

m. [f you heard the part of the conversation you want to change while listening
to the system conversation, you know the prompt text.

®  [f you read the part of the conversation you want to change in the system
documentation, you know the phrase name. PH_Chk_YouHaveUrgent is an
example of a phrase name.

If you know the prompt text:

1. Look up the prompt you want to change using the alphabetical prompt list
in Appendix A: Prompt by Text.

2. Remember that the same prompt may be used in more than one phrase in
the system conversation. Check which phrases use the prompt. If the prompt
is used in only one phrase, skip to step 3.

If the prompt is used in more than one phrase, look up each phrase in
Appendix C: Phrase by Name. Make sure the new prompt you want to record
works in each of these phrases.

3. Write down the complete prompt number for each prompt you wish to
change (for example, DRO@3), and skip to the section, Locate the Prompt on
the Voice Prompt Editor Screen.

If you know the phrase name:
1. Look up the phrase in Appendix C: Phrase by Name.

2. Check which prompts are associated with that phrase.

3. Remember that each of these prompts may be used in several other phrases
in the system conversation. Look up each prompt you want to change in
Appendix B: Prompt by Number. If the prompt is used in only one phrase,
skip to step 4.

If the prompt is used in more than one phrase, look up each phrase in
Appendix C: Phrase by Name. Make sure the new prompt you want to record
works in each of these phrases.

4,  Write down the complete prompt number for each prompt you wish to
change (for example, DRG@3).

For more details on prompt numbers or phrase names, see the Conversation
Overview on page 5.
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Locate the Prompt on the Voice Prompt Editor Screen

After identifying the number of the prompt you want to change, locate the voice
field for that prompt on the Voice Prompt Editor Screen.

NOTE: Prompts in the OP prompt set are stored in the Opening Line voice
fields on the QuickStart Application Screen, Page 2. For details, see the topic
Opening Line in the Reference Manual.

1. Sign in at the system console and press (CiHP). The Voice Prompt Editor
Screen appears (Figure 1).

| Description ;

T T ] 3
1 Please press the first thr :4 <- <- <~ <- <=
2 Please enter the letters n :2 <- <~ <= <- <=
3 You may dial the extension :3 <- < <- <= <=
4 To stop the directory, pre :6 <- <~ <= <~ <=
5 There are no matches to th :3 <- <~ <= <= <~
6 Press 1 to try another nam :2 <- <~ <~ <- <=
7 I'm sorry, directory assis :3 <- <- <= <= <=
8 This directory will help vy :4 <- <- <- <- <=
9 End of... 2 <= <- <= <-  <-
10 To start the list again, p :3 <~ <- <~ <= <-
11 To hear the list again, pr :3 <- <- <= <- <=
12 Extension... QP <- <-  <- <= <-
13 For... QP <- <- <= <- <=

Figure 1: Voice Prompt Editor Screen

2. Jump to the prompt you want to change by pressing and typing
the complete prompt number (&ZEnter). For example, type:
DROO3
For details on moving around the Voice Prompt Editor Screen, see page 9.

3. Highlight the voice field you want to record.

For details on selecting the appropriate voice field for your recording, see
page 10.

Record the Voice Field

After you have highlighted a voice field:

1. Establish a local connection using a telephone and the and
command keys.

2. Record the new prompt or other recording using the telephone handset and
the (F8) and command keys.

For details on establishing a local connection, recording voice fields, appending
to prompts, or copying prompts, see the topic Recording Voice Fields in the
Refererice Manual.
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Conversation Overview

This section describes the system conversation and details each of its parts.

The System Conversation

The system conversation consists of phrases and prompts. Whenever the system
reaches a point in the conversation where it needs to play a recording, that
location is marked with a unique phrase. This phrase tells the system which
prompts to play.

Phrases and Phrase Names

Prompts.

A phrase is a set of instructions that tells the system which prompt (or prompts)
to play at a given point in the conversation.

For example, when the system reaches the part of the conversation where it must
ask a subscriber if he or she would like to check new messages, that part of the
conversation is marked with the phrase:

“Would you like to check [it | themn]?” [PH_Chk_WouldLikeToCheck]

One of the instructions in this phrase tells the system to check how many
messages the subscriber has. If there is one new message, the phrase instructs the
system to play prompt SL&5@ (Would you like to check if?) If there is more than
one new message, the phrase instructs the system to play prompt SL@51 (Would
you like to check them?)

The system documentation contains many examples of the system conversation.
To help you identify the specific part of the conversation being discussed, each
example is followed by a phrase name in brackets.

Appendix C lists the system phrases by name. If your system includes additional

feature packages, refer to your feature package documentation for associated
phrases.

A prompt is an actual recording you hear when listening to the system
conversation.

The same prompt may be used at several different points in the conversation. In
other words, the same prompt may be used by more than one phrase. For
example, prompt SLY73 (urgent messages) is used in 6 different phrases.
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Prompt Sets,

Voice Fields

If a prompt is used in more than one phrase, you should consider how the
changed prompt will sound in each phrase before doing any re-recording.

The system prompts are pre-recorded in the system’s “voice” before the voice
mail system is shipped. With the optional ExecuMail Fax Feature Package, the
system conversation may include 500 to 1000 prompts. Prompts are stored on
disk in a prompt set subdirectory by prompt number (for example, (\SL\SL&73).

Prompt Numbers and Prompt Disks

A prompt set is a group of prompts relating to a specific part of the
conversation. For example, the prompts the system plays when outside callers
reach a subscriber’s voice mailbox, a transaction box, or an interview box are in
the “Message Box” prompt set.

Each prompt set is identified by a 2-letter code (for example, prompts in the
“Message Box™ prompt set are identified by MB). Each prompt in the prompt set
has its own number. The complete prompt number contains the prompt set
code followed by a 3-digit number (for example, MBJ@1).

Figure 2 lists the prompt sets. Appendix A lists the system prompts by text.
Appendix B lists the system prompts by number. The system also includes
unnumbered prompts, which are not members of any prompt set. For details, see
Unnumbered Prompts on page 11. If your system includes an additional feature
package, refer to your feature package documentation for any additional
prompts.

The prompt disks store prompts in separate DOS sound files in the appropriate
prompt set’s subdirectory. For example, the first prompt in the “Message Box”
prompt set is stored on Prompt Disk 3 as \MB\MB@@1 (the subdirectory followed
by the complete prompt number).

Each system prompt is accessed through a voice field on a system screen.

Voice fields are located on several of the system screens. Almost all of the voice
fields for prompts are stored on the Voice Prompt Editor Screen. However, the
voice fields for the Opening Line prompts are stored on the QuickStart
Application Screen, Page 2. The voice fields for non-prompt recordings, such as
voice names, transaction box greetings, and interview box questions, are stored
on the appropriate Personal, Group, or Transaction Directory Screen. The
Operator Box voice name and greetings are stored in voice fields on the
QuickStart Application Screen, Page 3. For details, see Unnumbered Prompts on
page 11.

If a prompt’s voice field contains a recording, that field displays a number. The
number represents how many seconds the recording lasts. Prompts lasting longer
than 9 seconds are indicated by >9.
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Conversation Qverview

Prompt Set Prompt Set Prompt Set
Code Screen Name Contents

DR Directory Played when outside callers reach automatic (or
numeric) directory assistance.

DS Delivery Sched’s Played when subscribers set message delivery
schedules by phone.

DT Date & Time Played in timestamps and when subscribers use future
message delivery.

ER Error Notice Played if certain system errors occur. (Error Notice
prompts are not displayed on the Voice Prompt Editor
Screen.)

GL Global Played in several parts of the system conversation
(silence, beeps, “on” and “off").

GR Group Maintain In the transaction box’s 0> field, enter the System ID
of the transaction box that will dial the operator.
Played when subscribers create, change, or delete
message groups.

HD Holding Played when callers hold for an extension (includes
up to 10 music-on-hold prompts).

MB Message Box Played when outside callers reach a subscriber’s voice
mailbox, a transaction box, or an interview box.

ME Menus Played when subscribers use menu mode.

NM Numbers Played whenever a number is needed (message
announcements, dates and timestamps).

0] Intro Played during the Opening Line.

Action (These prompits are stored on the QuickStart
Otherwise Application Screen, Page 2.)

SD Special Delivery Played when subscribers set special delivery options
(urgent, private, return receipt, future delivery).

SL Sub. Listen Played when subscribers call the system to check
messages.

SP Sub. Options Played when subscribers change individual setup
options.

SR Sub. Record Played when subscribers leave messages for

' subscribers, guests, or message groups.
SS Sub. Setup Played for subscribers during fiist-time enrollment.

Figure 2: Prompt sets
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NOTE: A voice field on the Voice Prompt Editor may contain the letters QP,
which means the prompt is indexed for “Quick Play”, a feature that speeds
the system’s conversation. For details on Quick Play, see the Reference
Manual. On the Voice Prompt Editor Screen, only the prompts in the A11
Ports Day voice field may be indexed in Quick Play. The prompts in the
All Ports Nt and the Port n Day/Nt voice fields cannot be indexed
for Quick Play.

If a prompt’s voice field does not contain a recording, that field displays a left
arrow (<-).

The Voice Prompt Editor Screen

Most prompts are stored in voice fields on the Voice Prompt Editor Screen

(Figure 3).
: T T I T
1 Please press the first thr :4 <-  <- <- <~ <= <=
2 Please enter the letters n :2 <- <= <- <= <- <=
3  You may dial the extension :3 <- <= <- <= <- <=
4 To stop the directory, pre :6 <- <= <~ <- <= <=
5 There are no matches to th :3 <- <= <-  <- <- <=
6 Press 1 to try another nam :2 <- <= <- <~ <- <~
7 I'm sorry, directory assis :3 <- <= <- <= <= <=
8 This directory will help y :4 <= <= <= <= <= <=
9 End of... :2 <~ <= <- <~ <-  <-
10 To start the list again, p :3 <~ <= <- <~ <= <=
11 To hear the list again, pr :3 <- <= <- <= <= <=
12 Extension... QP <- <~ <- <= <= <-
13 For... QP <= <= <- <~ <~ <=

Figure 3: Vaice Prompt Editor Screen
The Voice Prompt Editor Screen contains these fields:

PROMPT SET
This field displays the 2-letter code and name of prompt set you're viewing. The
Voice Prompt Editor Screen sorts prompt sets alphabetically by 2-letter code.

Num.

The column on the left side of the screen displays the number for each prompt in
the displayed prompt set. The Voice Prompt Editor Screen stores each set of
prompts by an abbreviated number-only code (for example, 7). The complete
prompt numbers begin with the 2-letter prompt set code, followed by the prompt
number (for example, DR@®7). Complete prompt numbers are used throughout
the system documentation and as filenames on the Prompt Disks and system’s
hard disk. For a list of the system prompts and their numbers, see Appendix A:
Prompt by Text or Appendix B: Prompt by Number. For prompts used in additional
feature packages, refer to the documentation that came with the feature package.

Description

This column displays a brief description of the text of each prompt. The
description usually includes the first words of the prompt, which act as a
reminder of what the prompt says. To read a description that extends beyond the
display space, position the cursor on the description field and press to scroll
to the right. The fully extended description will display up to 250 characters.
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NOTE: Typing a new prompt description does not change the prompt
recording. Similarly, re-recording the prompt does not change the description.
You can only edit the description by typing over the Description
field.

All Ports Day/Nt

This pair of columns contains the voice fields for prompts you want the system to
play on all ports (except for any port that has a port-specific recording). The
prompt in the Day column is played on all ports during Day Mode. The prompt
in the Nt column is played on all ports during Night Mode.

Unless you make recording changes, the original system prompts appear under
the A1l Ports Day column. The system uses these prompts on all ports, day
and night, unless other prompts are recorded specifically for a particular port or
for Night Mode.

Port n Day/Nt -

In addition to the pair of columns for A11 Ports, there is a pair of Day /Nt
columns for each voice port on the system. Each pair of columns contains the
voice fields for prompts you want the system to play for that specific port only.
The prompt in the Day column is played for that specific port during Day Mode.
The prompt in the Nt column is played for that specific port during Night Mode.
These columns allow you to customize an application for different businesses or
departments sharing a system, or to localize an application for businesses offering
service in several different languages.

Moving Around the Screen

To jump to a specific prompt or prompt set, either:

®m  Press (CuiHJ).

B Press (f2), then press to select Jump to Prompt.

In the pop-up box, either:

®  Type a complete prompt number to jump to a prompt (for example, type

DR2@3 (&<Enter)).

®  Type a prompt set code to jump to a prompt set (for example, type
DR ().

®  Type an abbreviated prompt number to jump to a prompt in the prompt set
already on-screen (for example, type @@3 (SEnkr)).

You scroll through the prompt sets by pressing to move to the next prompt
set and to move to the previous set. For a complete list of prompt
sets, see page 7. You scroll through the list of prompts in the prompt set
on-screen by pressing the keys or the and keys.

If you have more than 4 ports on your system, press (PgUp) or
to view the prompts for those ports.

You move from field to field across the page by pressing the and
keys or the arrow keys. In the Description fields, you move
one character at a time by pressing the keys.

{-
i._:
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Selecting Voice Fields

Depending on the voice field selected, you can record prompts to be played on:
® Al ports at all times

®  Only during Day Mode or Night Mode

= Only on certain ports

If a prompt’s voice field does not contain a recording, that field displays a left
arrow (<-). If there is an arrow in the A11 Ports Nt column, the system
plays the A1l Ports Day prompt. When prompts appear in columns other
than A11 Ports Day, the system decides which prompt to play based on the
following priority (Figure 4).

Prompt Priority in Day Mode Prompt Priority in Night Mode
Ist: Port n Day prompt Ist: Port n Nt prompt
2nd: All Ports Day prompt 2nd: Port n Day prompt

3rd: A1l Ports Nt prompt

4th: A1l Ports Day prompt

Figure 4: Prompt priorities in Day Mode and Night Mode

NOTE: The left arrow symbol (<-) means that the system uses the

All Ports Day or All Ports Nt prompt, and not the previous port’s
prompt. If you want several, but not all, ports to play the same prompt, copy
the desired prompt to the voice field for each of the desired ports.

This priority of prompts is best understood by looking at a few examples. Look at
the screen in Figure 5. Some special port-specific prompts have been added for
prompt DRJP1. During Day Mode, callers ringing in on Port 1 hear the Port 1
Day prompt. Callers on Ports 2 and 3 hear the A11 Ports Day prompt.
Callers on Port 4 hear the Port 4 Day prompt.

PROMPT SET: DR-Directory All Ports

Num.] Description \ Day Nt | Day Nt | Day Nt | Day Nt | Day Nt
T ] T T T 1

1 Please press the first thr :9 :8 >9 :6 <~ <~ <= <= 18 <-
2 Please enter the letters n :2 <~ <= <~ <= <= <= <= <-  <-
3 You may dial the extension :3 <- <- <~ <-  <- <= <~ <- <=
4 To stop the directory, pre :6 <- <-  <- <- <= <- <~ <- <=
5 There are no matches to th :3 <«- <= <= <- <= <- <=~ <- <=
6 Press 1 to try another nam :2 <- <- <= <= <- <= <= <- <~
7 I'm sorry, directory assis :3 <~ <-  <- <- <= <- <= <- <=
8 This directory will help y :4 <- <- <= <- <= <- <= <- <=
9 End of... 2 <- <= <- <~ <= <~ <= <~ <=
10 To start the list again, p :3 <- <- <= <-  <- <= <= <- <=
11 To hear the list again, pr :3 <- <- <= <- <= <- <= <- <=
12 Extension... QP <~ <- <= <- <= <- <= <= <=
13 For... QP <- <~ <- <= <= <- <= <= <=

Figure 5: Voice Prompt Editor Screen with port-specific day/night prompts

During Night Mode (Figure 5), callers ringing in on Port 1 hear the Port 1 Nt
prompt. Callers ringing in on Ports 2 and 3 hear the A11 Ports Nt prompt.
Callers on Port 4 hear the Port 4 Day prompt.
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In the example in Figure 6, there is no DR@G1 prompt recorded in the A11
Ports Nt voice field. During Night Mode, callers ringing in on Port 1 hear the
Port 1 Nt prompt. Callers ringing in on Ports 2 and 3 hear the A1l Ports
Day prompt. Callers on Port 4 hear the Port 4 Day prompt.

) Description | |
! T T T T T
1 Please press the first thr :9 <- >9 6 <- <~ <- <= :8 <-
2 Please enter the letters n :2 <- <= < <- <= <- <= <-  <-
3 You may dial the extension :3 <- <- <= <- <= <= <= <= <=
4 To stop the directory, pre :6 <- <-  <- <-  <- <- <= <- <=
5 There are no matches to th :3 «<- <= <- <=  <- <- <= <= <=
6 Press 1 to try another nam :2 <- <- <= <- <= <- <= <- <=
7 I'm sorry, directory assis :3 <- <- <= <~  <- <- <= <- <=
8 This directory will helpy :4 <«- <- <= <- <~ <-  <- <- <=
9 End of... 2 <- <- <= <- <= <=~ <- <- <=
10 To start the list again, r :3 <- <~ <= <- <= <= <= <= <-
11 To hear the list again, pr :3 <«- <= <= <= <= <- <= <- <=
12 Extension... QP <~ <~ <= <- <= <= < <- <
13 For... QP  <- <= <= <= <- <= <= <= <=

Figure 6: Voice Prompt Editor Screen with no All Ports Nt prompt recorded

Storing Prompts on the Hard Disk

When a prompt is recorded in a voice field column other than the 211 Ports
Day column, it keeps the same filename as the prompt stored in the a11
Ports Day column, but adds a new filename extension. The filename
extension indicates whether the prompt is played in Day Mode (A for AM) or
Night Mode (P for PM), along with the number of the port (1, 2, 3, and so on)
which plays the prompt.

For example, the first prompt in the “Message Box™ prompt set is stored with the
filename MB@@1 (“Message Box” prompt set, prompt number 1). If you make
two new recordings for the Port 3 column, the DOS sound files for those Port 3
recordings are named MB@@1.A3 for the Day column, and MB@@1.P3 for the Nt
column.

Unnumbered Prompts

As mentioned earlier in this document, almost all of the voice fields for prompts
are stored on the Voice Prompt Editor Screen. The system includes additional
prompts that are stored on other screens. These unnumbered prompts have a
different type of DOS filename and are not members of any prompt set. For
details on how to move around the voice mail system screens, see the Reference
Manual.

The table below lists the unnumbered prompts, sorted by the screen location
where they are stored. The list includes:

®  The filename including the \OGM subdirectory

®  The number of the floppy disk where the original system prompt is stored
® A description of the prompt, including its screen location

®  The prompt text
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Filename ,Disk lDescription {(Location) Prompt Text

\OGM\ A 1 Operator Box Voice name The operator box.

FCEIB3%%.% (Application Screen, Page 3)

\OGM\ A 1 Intro Operator Box I'11 transfer you now.

BFCEIREES . # (Application Screen, Page 3)

\OGM\A 1 Operator Box Day greeting I'm sorry, the operator is currently

BCEHEERS. ! (Application Screen, Page 3) unavailable. To try again, press 0,
otherwise, please answer the following
questions and I’ll make sure your message
gets attention.

\OGM\A 1 Operator Box Nite greeting You’ve reached our office after hours. No

CIEBER%.Q (Application Screen, Page 3) operator is on duty now. You may leave a
message by answering the following
questions and I‘1ll make sure your message
gets attention.

\OGM\A 1 Operator Box Alt greeting No operator is on duty now. You may leave a

FCEELB%%. & (Application Screen, Page 3) message by answering the following
questions and I’'1l make sure your message
gets attention.

\OGM\A 1 Public Fax Box Voice name The Public Fax Box.

BCEIEE%%. % (Application Screen, Page 6)

\OGM\0 1 George Washington Voice name George Washington.

%&DCEJ$N (Personal Directory)

\OGM\ I 1 Thomas Jefferson Voice name Thomas Jefferson.

%$BDCEDCE (Personal Directory)

\OGM\M 1 Accounts message group Voice Accounts.

FRFB%H&4 . % name (Groups Screen)

\OGM\G 1 All Sales People message group All Sales people.

$E@DCEV9Z.% Voice name (Groups Screen)

\OGM\K 1 Customer Service message group Customer Service.

FTEFB%F&4 . # Voice name (Groups Screen)

\OGM\J 1 Numeric Directory Voice name Numeric Directory.

SEFB%E&L . # (Groups Screen)

\OGM\J 1 Sales message group Voice name Sales.

FCFB%E&4 . % (Groups Screen)

\OGM\K 1 Shipping message group Voice Shipping.

SCFBRF&4 . % name (Groups Screen)

\OGM\L 1 Technical Support message Technical Support.

FRFB%G&4 . % group Voice name (Groups

Screen)

\OGM\A 1 Voice Mail Box Day greeting Please enter your Personal ID now.

%CDCE9GA. ! (Transaction Directory) <Silence> Please enter your Personal ID
now. <Silence> Please enter your Personal
ID now.

\OGM\J 1 Sample transaction box The Directory Box.

%¥CDCEYTW. % Departments Voilce name

(Transaction Directory)
\OGM\J 1 Sample transaction box Press 1 for Sales, 2 for Support, or 3 for
%CDCEYTW. ! : Departments Day greeting a list of all personnel. Once again, 1 for

(Transaction Directory)

Sales, 2 for Support, or 3 for a list of
all personnel.

\OGM\ I 1 Sample transaction box Sales The Sales Box.
$CDCEXOE. % Voice name (Transaction
Directory)
\OGM\ I 1 Sample transaction box Sales You have reached our Sales Department. All
$CDCEXOE. ! Day greeting (Transaction lines are currently busy. Please hold on
R Directory) and the operator will be right with you.
\OGM\ I 1 Sample transaction box Sales You have reached our Sales Department.
$CDCEXOE.@ Nite greeting (Transaction Normal business hours are from 8 a.m. to 5
Directory) p.m. Monday through Friday. Please call
back during these times.
\OGM\ I 1 Sample transaction box Sales I’11 transfer you now.
%¥CDCEXOE. # Intro (Transaction Directory)
\OGM\A 1 Sample transaction box Technical Support.
$CDCEP&D. % Technical Support Voice name

(Transaction Directory)
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Filename |Disk IDescription (Location) Prompt Text . ]
\OGM\ A 1 Sample transaction box All of our support lines are currently
%CDCEP&D. ! Technical Support Day greeting busy. Please hold for the operator.
(Transaction Directory)
\OGM\A 1 Sample transaction box You have reached our Technical Support
$CDCEP&D. Technical Support Nite department. Normal hours are 6 a.m. to 6
gyeeting (Transaction p.m., Monday through Friday. Please call
Directory) back during our regular business hours.
\OGM\A 1 Sample transaction box I'11 transfer you now.
$CDCEP&D. Technical Support Intro
(Transaction Directory)
\OGM\A 1 Sample voice detect box Voice Voice Detect Box.
$CH$B9GA. name (Transaction Directory)
\OGM\A 1 Sample voice detect box Day If your telephone does not have a touchtone
$CHIB9GA. ! greeting (Transaction keypad, you may continue by using your
Directory) voice. To do this, you will say, yesAfor
yes or remain silent for no. To continue by
using your voice, say yes, otherwise remain
silent to go to the operator.
\OGM\A 1 Sample Public Interview Box The Interview Box.
FET23%%%. Voice name (Transaction
Directory)
\OGM\A 1 Sample Public Interview Box I'm going to ask several questions. After
FEIE23%% . ¢ question 1 (Transaction each, please reply. First, whom are you
Directory) trying to reach?
\OGM\A 1 Sample Public Interview Box Who's calling please?
FE$%%%%%. ! question 2 (Transaction
Directory)
\OGM\A 1 Sample Public Interview Box At what number can you be reached?
SE$$%%%%. question 3 (Transaction
Directory)
\OGM\A 1 Sample Public Interview Box What’s this in reference to?
FE$$3%%%. question 4 (Transaction
Directory)
\OGM\A 1 Sample Public Interview Box What additional message would you like to
FEF%%%%. question 5 (Transaction leave?
Directory)
\OGM\A 1 Sample Public Interview Box Thank you. I’ll make sure your message gets
FEIIEERG . question 6 (Transaction attention.

Directory)

i
8
1.
i
|
i
|
i
1
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Appendix A:
Prompt by Text

This appendix provides a complete list of the system prompts, sorted
alphabetically by text. The list includes:

8 The complete prompt number

®  The floppy disk where the original system prompt is stored
8  The prompt text
]

The phrase or phrases which use the prompt

Most of the system prompts are stored in voice fields on the Voice Prompt Editor
Screen. Prompts in the OP prompt set are stored in the Opening Line voice fields
on the QuickStart Application Screen, Page 2. For details, see the topic Operning
Line in the Reference Manual. A few prompts appear on other screens. These
unnumbered prompts are not members of any prompt set. For details, see
Unnumbered Prompts on page 11.

If your voice mail system includes additional feature packages, it may use
additional prompts not listed in this appendix. Refer to your feature package
documentation for those prompts.




Promptl DisklPrompt Text

Phrase(s) Containing Prompt

NM042 4 0 (Oh) (leading zero) SUBPH_Time
NM018 4 0 (zero) (leading) SUBPH_NumberLeading
NM019 4 0 (zero) (trailing) SUBPH_NumberTrailing
NMOO1 4 1 (leading) SUBPH_NumberLeading
NM020 4 1 (trailing) SUBPH_NumberTrailing
S1L078 5 1 new message. SUBPH_1-10NewMessages
S1.088 5 1 urgent. PH_Chk_XUrgent
NM002 4 2 (leading) SUBPH_NumberLeading
NM021 4 2 (trailing) SUBPH_NumberTrailing
SL079 S 2 new messages. SUBPH_1-10NewMessages
SL089 5 2 urgent. PH_Chk_XUrgent
NM0O03 4 3 (leading) SUBPH_NumberLeading
NM022 4 3 (trailing) SUBPH_NumberTrailing
S1.080 5 3 new messages. SUBPH_1-10NewMessages
SL090 5 3 urgent. PH_Chk_XUrgent
NMO004 4 4 (leading) SUBPH_NumberLeading
NM023 4 4 (trailing) SUBPH_NumberTrailing
51,081 5 4 new messages. SUBPH_1-10NewMessages
SLO91 5 4 urgent. PH_Chk_XUrgent
NMO00S 4 S {leading) SUBPH_NumberLeading
NMO024 4 S (trailing) SUBPH_NumberTrailing
SL082 5 5 new messages. SUBPH_1-10NewMessages
SL092 ) 5 urgent. PH_Chk_XUrgent
NM006 4 6 (leading) SUBPH_NumberLeading
NM02S 4 6 (trailing) SUBPH_NumberTrailing
SL083 5 6 new messages. SUBPH_1-10NewMessages
NM007 4 7 (leading) SUBPH_NumberLeading

" NMO026 4 7 (trailing) SUBPH_NumberTrailing
$1.084 ) 7 new messages. SUBPH_1-10NewMessages
NM008 4 8 (leading) SUBPH_NumberLeading
NMO027 4 8 (trailing) SUBPH_NumberTrailing
SL085 5 8 new messages. SUBPH_1-10NewMessages
NM009 4 9 (leading) SUBPH_NumberLeading
NM028 4 9 (trailing) SUBPH_NumberTrailing
SL086 5 9 new messages. SUBPH_1-10NewMessages
NMO010 4 10 (leading) SUBPH_NumberlLeading
NM013 4 10 (trailing) SUBPH_NumberTrailing
SL087 5 10 new messages. SUBPH_1-10NewMessages
NMQ11 4 11 (leading) SUBPH_NumberLeading
NM033 4 11 (trailing) SUBPH_NumberTrailing
NMO012 4 12 (leading) SUBPH_NumperLeading
NM034 4 12 (trailing) SUBPH_NumberTrailing
NM035 4 13 (trailing) SUBPH_NumberTrailing
NM036 4 14 (trailing) SUBPH_NumberTrailing
NM037 4 15 {trailing) SUBPH_NumberTrailing
NMQ38 4 16 (trailing) SUBPH_NumberTrailing
NMO039 4 17 (trailing) SUBPH_NumberTrailing
NM040 4 18 (trailing) SUBPH_NumberTrailing
NM041 4 19 (trailing) SUBPH_NumberTrailing
NM029 4 20 {leading) SUBPH_NumberTrailing
NM0O14 4 20 (trailing) SUBPH_NumberTrailing

. NM030 4 30 (leading) SUBPH_NumberTrailing
NMO015 4 30 (trailing) SUBPH_NumberTrailing
NMO031 4 40 (leading) SUBPH_NumberTrailing
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Phrase(s) Containing Prompt

NMO16 4 40 (trailing) SUBPH_NumberTrailing
NM032 4 50 (leading) SUBPH_NumberTrailing
NM0O17 4 50 (trailing) SUBPH_NumberTrailing
DT033 2 a.m. SUBPH_Time
GR0O14 3 Added. PH_Group_AddedorDeleted
$s011 5 All settings have been erased and your mailbox remains PH_Sub_AllSettingsAreErased
as new. If you wish to repeat the setup process now,
enter your personal ID.
ER002. 2 An error occurred during disk mgintenance. Please PH_GAEN_DiskOptimization
contact your system representative.
ER003 2 An error occurred during your regularly scheduled PH_GAEN_TapeBackup
backup. It is important to have a current backup.
Please contact your system representative.
ER001 2 An error occurred with disk redundancy. The system is PH_GAEN_DiskRedundancy
running on a single drive. Please contact your system
representative.
GLO16 2 An interruption has occurred, press 1 to continue. PH_Rec_DialtoneDetected
DTO031 2 And... SUBPH_Days  PH_Chk_aAnd
HD021 3 And I have too many lines holding already. PH_Hold_TooMany
SL004 ) And left a message. (Not used in current version.)
DTO011 2 April SUBPH_Date
GRO20 3 Are you sure you want to delete... PH_Group_SureYouWantToDelete
DT020 2 At... PH_Spdl_FutureAt
GR0O19 3 At the beep, state the name of the group. Press star PH_Group_RecordGroupName
when you are finished.
DT015 2 August SUBPH_Date
GL022 2 *BEEP* (for transfer announce) PH_Xfer_Announce
MB015 3 Box number... PH_Chk_BoxNo PH_Fax_Greet
SL00S 5 But left no reply. PH_Chk_ButLeftNoReply
-MBO10 3 Call for... PH_Xfer CallForName
] PH_Xfer_CallForExt
MB012 3 Call from... PH_Xfer_CallFrom
SP058 Call holding to your extension is... PH_Sub_HoldingToExtensionls
PH_Sub_HoldingIsNotSupported
SP059 6 Call screening to your extension is... PH_Sub_ScreeningToExtensionls
PH_Sub_ScreeningIsNotSupported
SP060 6 Call transfer to your extension is currently... PH_Sub_TransferToExtensionls
MB018 3 Call transferred... PH_Chk_TransferedToFax
HDO0O04 3 Calls are answered in the order received. PH_Hold_YouArelInLine
GR007 3 Can others send a message to this group? PH_Group_CanOtherSendToThis
SRO17 6 Cancelled. PH_Chk_Cancelled
SR041 6 Cancelling group message. PH_Leave_CancellingGroupMsg
DS002 2 Change delivery to your home phone? PH_Dlv_LikeToChangeHomePhone
DS003 2 Change delivery to your pager? PH_Dlv_LikeToChangePagerPhone
DS004 2 Change delivery to your spare phone? PH_Dlv_LikeToChangeSparePhone
SP020 6 Choose a code that you will not forget. The code PH_Sub_ChooseACodeWillNotForget
should be 3 to 10 digits. Please enter your security
code now. Press star when you are finished.
GR024 3 Conflicts with an existing group number. Would you PH_Group_NumberConflicts
like to choose another group number?
SLO076 5 Continue reviewing this message? PH_Chk_ContinueReviewingThis
DT025 2 Days ago at... SUBPH_DateTime
DT019 2 December SUBPH_Date
GLO018 2 Deleted. PH_Group_AddedorDeleted
DS019 2 Egligery options complete, would you like to review PH_Sub_DeliveryOptionsComplete
em?
GR008 3 Do you want to change the group number? PH_Group_ChangeNameorNumber
GRO10 3 Do you want to change the group’s recorded name? PH_Group_ChangeRecordedName
GR0O09 3 Do you want to change the group’s spelled name? PH_Group_ChangeNameorNumber
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Phrase{s) Containing Prompt

]

GRO11 3 Do you want to delete this member? PH_Group_ConfirmorDelete
DROGS 2 End of... PH_Dir_EndOfGroup
K,SLOSS 5 End of urgent messages. PH_Chk_EndOfUrgent
55001 5 Enrollment paused. Press 1 to continue the enrollment PH_Sub_EnrollmentPausedPressl
_ process.
DS014 2 Enter the day of the month as a number from 1 to 31. PH_Spdl_EnterDayOfMonth
SP012 Enter the digits of the new phone number. To insert 1 PH_Sub_EnterNewPhoneNumber
second pauses, press the pound key. Press star when
you are finished.
DS013 2 Enter the ending time to the minute. Press star when PH_Dlv_EnterStopTime
yvou are finished.
SP043 6 Enter the first three letters of your last name. (Last PH_Sub_EnterFirst3Letters
name directory)
$P043 1 Enter the first three letters of your first name.
(First name directory)
DS015 2 Enter the month of the year as a number from 1 to 12 PH_Spdl_EnterMonth
where January is 1 and so on.
DS010 2 Enter the new days active by pressing 1 for Sunday, 2 PH_Dlv_EnterActiveDays
for Monday, and so on. Press star when you are
finished.
SPO11 6 Enter the new phone number now. Press star when you (Not used in-current version.)
are finished.
DS012 2 Enter the starting time to the minute. Press star when PH_Dlv_EnterStartTime
you are finished.
DS011 2 Enter the time to the minute. Press star when you are PH_Spdl_EnterTime
finished.
DS021 Enter the year as a four-digit number. (Not used in current version.)
DR0O12 Extension... PH_Dir_NameOrExt
PH_Box_HelloIHaveACallFor
SP031 6 Extension... PH_Chk_Extension
PH_ Xfer_CallForkxt
DT009 2 February SUBPH_Date
'DRO13 2 For. .. PH_Dir_ForNamePress
SLO19 5 For... (Not used in current version.)
MEQ009 4 For greetings press 4, groups 5, transfer or delivery PH_Opt_ForGreetingsPressd
6, personal options 7.
SR044 6 For groups. PH_Leave_ASKFOrExtOr
DS020 For later today press 0, for tomorrow press 1, for 2 PH_Spdl_ForLaterPress
days from now press 2, and so on. To enter a month and
day, press 9.
SL015 5 For no reply press 2, otherwise I’ll record your PH_Chk_ForNoReply
message now.
GL004 2 For Q press 7, for Z press 9. PH_Dir_PleasePressletters
PH_Leave_AskForName
PH_Sub_EnterFirst3Letters
PH_Sub_DoesNotKnowExtension
PH_Group_AddMemberbyName
PH_Group_DelMemberbyName
PH_Group_EnterFirst3Letters
PH_Group_ContAddMemberbyName
PH_Group_ContDelMemberbyName
MEQL6 4 For transfer options press 4, for delivery options PH_Opt_ForTransferOptionsPress
press 5.
SD021 4 For urgent delivery, press 9. PH_Box_FirstEditMenu
N PH_Box_NextEditMenu
MEQ12 4 For urgent press 4, private 5, return receipt 6, PH_Opt_ForUrgentPress4
future delivery 7, to finish press star. .
MEQO21 4 For voice messages press 4, for totals press 5. PH_Chk_MessageCategoryMenu
SLO56 5 For your return receipts, press 1. <pause> PH_Chk_ForReceipts
DT005 2 Friday (leading) SUBPH_Days
DT040 2 Friday (trailing) SUBPH_Days
1 SL042 5 From... PH_Chk_From
SL.057 5 Got all your messages and left... PH_Chk_MsgGotAll
SL058 5 Got all your messages and left a message.

PH_Chk_MsgGotAll
PH_Chk_GotandLeft
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Phrase(s) Containing Prompt

SL059 5 Got all your messages and left an urgent message. PH_Chk_MsgGotall
PH_Chk_GotAndLeft
SL060 5 Got the message you sent... PH_Chk_PerMessageReceipt
SL003 5 Got your last message... PH_Chk_Receipt
SL062 5 Got your last message to... PH_Chk_GotYourMessageTo
SLO61 5 Got your last message. {Not used in current version.)
$8002 5 Great! Welcome to the voicemail system. To use your PH_Sub_GreatWelcomeToTheSystem
new voice mailbox in the future, just enter your
personal ID when the system first answers. If you’'d
like to use your mailbox now, enter your personal ID.
GRO13 3 Group number. .. PH_Group_Number
PH_Group_NumberConflicts
PH_Group_NameaAndOrNumbex
PH_Group_GroupNumber
SL077 S Guest number. .. PH_Gst_GuestNumber
SL0S2 5 Has... PH_Chk_MsgHas
SL031 5 Has a message for you. PH_Chk_MsgHas
SL021 5 Has an old message to review. PH_Chk_MsgHas
SL069 5 Has an urgent message for you. PH_Chk_MsgHas
SL063 5 Has not heard this message. PH_Leave_PersonHasNotHeardMsg
GRO15 3 Has the following members. PH_Group_HasTheFollowingMembers
SL064 5 Hasn’t heard your last message but left... PH_Chk_MsgHasntGot
SLO65 5 Hasn’t heard your last message but left a message. PH_Chk_MsgHasntGot
PH_Chk_HasntGotButLeft
SL0O66 5 Hasn’t heard your last message but left an urgent PH_Chk_MsgHasntGot
message. PH_Chk_HasntGotButLeft
SL007 5 Hasn’t heard your last message yet. PH_Leave_HasntHeardLast
oP001 4 Hello, ExecuMail messaging system... PH_Open_HelloThisIsThe
55003 5 Hello, and thank you for calling. As a new voice PH_Sub_WelcomeToTheSystem
mailbox owner, please take a moment to personalize
your new mailbox.
HD023 3 <Hold music 0> PH_Hold_HoldMusic
HD024 3 <Hold music 1> PH_Hold_HoldMusic ;
HD025 3 <Hold music 2> PH_Hold_HoldMusic !
HD026 3 <Hold music 3> PH_Hold_HoldMusic
HD027 3 <Hold music 4> PH_Hold_HoldMusic
HD028 3 <Hold music 5> PH_Hold_HoldMusic
HDQ29 3 <Hold music 6> PH_Hold_HoldMusic
HD030 3 <Hold music 7> PH_Hold_HoldMusic
HDO031 3 <Hold music 8> PH_Hold_HoldMusic
HDO32 3 <Hold music 9> PH_Hold_HoldMusic
SL001 5 How nice to hear from you. PH_Gst_HowNiceToHear
HDOO7 3 I will attempt to put you through, please stay on the PH_Hold_AttemptPutYou
line.
S1.024 5 I'1l]l copy the message now. PH._Zeave_WillCopyMessageNow
MBQ006 3 I'1l record your message at the tone. When you are PH_Box_WillRecordMessageNow
finished, hang up or stay on the line for further
options.
MB022 3 I'11l record your message at the tone. When you are PH_Fax_AnnotateFollowup
finished, please stay on the line to be transferred to
- a fax machine.
HDO0O1 3 I'm sorry, all lines are busy. PH_Hold_AllStillBusy
HDOO02 3 I'm sorry, all lines are still busy. PH_Hold_AllStillBusy
DROO7 2 I'm sorry, Qirectory assistance could not be PH_Dir_AssistanceCouldNot
completed.
SLO75 5 1'm sorry I can’t access the next message right now. PH_Leave_CantAccessMessage
SL074 5 I'm sorry I can’t access this message right now. PH_Leave_CantAccessMessage
GLO14 2 I'm sorry, I can’t presently access... PH_Chk_CantAccess
PH_Leave_SorryCantAccess
GL012 2 I'm sorry, I can’t take a message now, but thanks for PH_Box_SorryCantTakeMessage

calling.
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Phrase(s) Containing Prompt

GL015 I'm sorry, I can’t talk to you now, please call back. PH_Box_SorryCantTalkNow
GRO12 I'm sorry, I cannot presently change this group. PH_Group_SorryCantChangeGroup
MBOO1 3 I‘m sorry, I did not hear your selection. Please PH_Box_BadIDorPassword
reenter your selection now.
DS023 2 I'm sorry, I did not recognize the date you entered. PH_Spdl_NotRecognizeDate
Ds024 2 I‘'m sorry, I did not recognize the days you entered. PH_Dlv_NotRecognizeDays
DS022 2 I'm sorry, I did not recognize your time entry. PH_Dlv_NotRecognizeTime
GL013 2 I'm sorry, I'm out of message space and can’'t record PH_Rec_OutOfSpace
any more.
MBO14 3 I'm sorry, maximun recording time was exceeded. PH_Box_FirstEditMenu
PH_Box_MaxRecordingTimeExceeded
HD022 3 I'm sorry the line is no longer busy, but now it PH_Hold_NoLongerBusy
doesn’t answer.
MB002 3 I'm sorry, the security code you entered isn’t PH_Box_BadIDorPassword
correct.
SP026 6 I'm sorry, the two security codes you entered don’t PH_Sub_SorryCodesDidNotMatch
match.
SRO13 6 I'm sorry, there is no such extension number. PH_Leave_NoSuchExtensionOrName
PH_Group_NoMoreMatches
DS026 2 I'm sorry, this schedule has a delivery mode that PH_Dlv_NoChangeOverPhone
cannot be changed over the phone.
SP033 6 I'm switching to your alternate greeting which PH_Sub_SwitchingToGreeting
currently is...
SP034 6 I'm switching to your standard greeting which PH_Sub_SwitchingToGreeting
currently is...
SD023 4 If this is an urgent message, press 9. PH_Box_IfThisisUrgent
PH_Box_FirstEditMenu
OP002 4 If you are calling from a touchtone phone, you may PH_Open_IfYouKnowExXtension
enter the extension at any time. If you don’t know the
extension, press 411 for a directory.
MB0O7 3 If you need further assistance, press the pound key PH_Box_Goodbye
now. Thank you and goodbye.
HD033 3 If you’d like to hold, please say ves; to leave a PH_Hold_YouArelInLine
message, remain silent.
HDOO5 3 If you’d like to hold, press 1; to leave a message PH_Hold_YouArelInLine
press 2.
MB00O8 3 If you’'d like to leave a message, I’'1ll record it now. PH_Box_WillRecordMessageNow
PH_Box_WillTakeMessageBeep
SL012 5 If you'd like to leave a message, I'll record it now. PH_Leave_LikeToLeave
SP002 6 If you’d like to try an extension, you may do so now. PH_Sub_SeeYoulater
See you later. .
MB003 3 Is not available right now. PH_Box_IsGone
PH_Box_NameIsGone
GR062 3 Is number... PH_Group_NameAndOrNumber
MBQ0OS 3 Is on the phone now. PH_Box_IsGone
PH_Box_NameIsGone
PH_Hold_NameStillBusy
MB004 3 Is out today. PH_Box_IsGone
PH_Box_NamelIsGone
HDO03 3 Is still on the phone... PH_Hold_NameStillBusy
DT008 2 January SUBPH_Date
DT014 2 July SUBPH_Date
DT013 2 June SUBPH_Date
SL047 5 Left... PH_Chk_LeftX PH_Chk_MsgLeft
SLO06 5 Left a message. PH_Chk_MsgLeft
SL070 5 Left an urgent message for you. PH_Chk _MsgLeft
SR024 6 List who has not heard this message? PH_Leave_ShouldListNotHeardMsg
SL030 5 Listen to the rest? PH_Chk_ListenToRest
PH_Leave_ListentotheRest
- MEO017 4 Main menu. PH_Sub_MainMenu
DT010 March SUBPH_Date
SD028 Mark for future delivery? PH_Spdl_MarkFuture

Prompt By

Text - 5

I
388
{

i

'

I

1
i
H
i




'ProngJiBisk[frompt Text

lPhrase(s) Containing Prompt

3D014 4 Mark for return receipt? PH_Spdl_MarkedReceipt¥YN
sD009 4 Mark it private? PH_Spdl_MarkedPrivate¥N
SD019 4 Mark it urgent? PH_Spdl_MarkedUrgent YN
SD007 4 Marked as private. PH_Spdl_MarkedPrivateSK
sD008 4 Marked as private. Keep it private? PH_Spdl_MarkedPrivateSK
SD017 4 Marked as urgent. PH_Spdl_MarkedUrgentSK
sSD018 4 Marked as urgent. Keep it urgent? PH_Spdl_MarkedUrgentSK
SDO31 4 Marked for delivery... PH_Spdl_MarkedForDelivery
sD012 4 Marked for return receipt. PH_Spdl_MarkedReceiptSK
SD013 4 Marked for return receipt. Keep return receipt? PH_Spdl_MarkedReceiptSK
DT012 2 May SUBPH_Date
DS006 2 Message delivery to your home phone is... PH_Dlv_MessageDeliveryls
DS007 2 Message delivery to your pager is... PH_Dlv_MessageDeliveryls
DS008 2 Message delivery to your spare phone is... PH_Dlv_MessageDeliveryIs
DS005 2 Message delivery to your work phone is... PH_Dlv_MessageDeliveryls
MEQQ7 4 Message delivery. For your work phone press 4, home PH_Opt_MessageDelivery
phone 5, pager 6, spare phone 7.
sL028 5 Message saved as new. PH_Chk_SavedAsNew
SR022 Message saved. PH_Leave_MessageSaved
SL041 5 Messages to review. PH_Chk_YouHaveReview
PH_Chk_MsgHas
DT027 2 Minutes. PH_Chk_TotalTime
DTO01 2 Monday (leading) SUBPH_Days
DT036 2 Monday (trailing) SUBPH_Days
S1,040 5 New messages. PH_Chk_YouHaveNew
PH_Chk_YouStillHaveNew
PH_Chk_MsgHasntGot
PH_Chk_MsgGotall
PH_Chk_MsgLeft
SDO15 4 No receipt. PH_Spdl_MarkedReceiptSK
SP017 No security code has been set. PH_Sub_NoSecurityCodeHasBeenSet
Sp042 [ Not entered. Please note that you should enter a PH_Sub_NumbersToLastName
spelled name.
GROO2 3 Not entered. The group cannot be added without a group PH_Group_NotEnteredNeedsName
name.
GROOS 3 Not entered. The group cannot be added without a group PH_Group_NotEnteredNeedsName
number .
GROO3 3 Not entered. The group number will not be changed. PH_Group_NotEnteredNeedsName
GROO6 3 Not entered. The group’s spelled name will not be PH_Group_NotEnteredNeedsName
changed.
sp010 4 Not private. PH_Spdl_MarkedPrivateSK
SP063 6 Not recorded. PH_Sub_YourRecordedNamels
Sp028 6 Not recorded. Please note that it is best to have a PH_Sub_YourNewNamels
recorded name.
GRO04 3 Not recorded. The group cannot be added without a PH_Group_TheVoiceNamels
recorded name.
SP061 6 Not supported by your phone’s transfer setting. Please PH_Sub_ScreeningIsNotSupported
see your system manager if you need more information. PH_Sub_HoldingIsNotSupported
SDO20 4 Not urgent. PH_Spdl_MarkedUrgent SK
DT018 2 November SUBPH_Date
DT017 2 October SUBPH_Date
GLOO08 2 Off. PH_Dlv_MessageDeliveryls
PH_Dlv_UrgentbDeliveryls )
PH_Sub_ListingInDirectoryIsNow
PH_Sub_TransferToExtensionIs
PH_Sub_ScreeningToExtensionIs
PH_Sub_HoldingToExtensionls
SR045 6 Okay, I’ll record it now. (Not used in current version.)
SP072 6 Okay, I’ll record your greeting now. PH_Sub_RecordYourGreeting
SR0O08 6 Okay, I’ll record your message now. PH_Leave_WillRecordMessageNow
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AT;hrase(s) Containing Prompt

SpP044 6 Okay, state your name at the beep. Press star when you PH_Sub_StateYourNameAtTheBeep
are finished. :
Sp029 6 Okay, state your name now. Please state only your (Not used in current version.)
name.
GL007 2 Oon. PH_Dlv_MessageDeliveryls
PH_Dlv_UrgentDeliverylIs
PH_Sub_ListingInDirectoryIsNow
PH_Sub_TransferToExtensionIs
PH_Sub_ScreeningToExtensionls
PH_Sub_HoldingToExtensionls
DS030 2 On... PH_D1v_OnbDays
DT026 2 One minute. PH_Chk_TotalTime
SL036 5 One new message. (Not used in current version.)
$5004 5 One way people know they’ve reached you or that you’ve PH_Sub_OneWayPeopleKnow
called them, is by hearing your name. At the beep
please state your first and last name, state only your
name. Press the star key when you are finished.
GR023 3 Open group... PH_Group_NameAndOrNumber
GR022 3 Open group created. Ready to add the first member to PH_Group_Created
this group.
GR063 3 Open Group number... PH_Group_NameAndOrNumber
GL00S 2 Or, press pound pound to enter the extension number. PH_Leave_AskForName
PH_Group_AddMemnberbyName
PH_Group_DelMemberbyName
SR047 [ Or, press pound pound to spell the person’s name. PH_Leave_AskForEXt
PH_Leave_AskFOrExtOr
PH_Group_AddMemberbyExt
PH_Group_DelMemberbyExt
PH_Group_ContAddMemberbyExt
PH_Group_ContDelMemberbyExt
SR020 6 Otherwise I’11 make sure your message is delivered. PH_Box_FirstEditMenu
OP003. 4 Otherwise, please answer the following questions and PH_Open_IfYouKnowExtension
I'11 make sure your message gets attention.
OP003 4 Otherwise, please stay on the line and an operator PH_Open_IfYouKnowExtension
will be right with you.
DT024 2 over. .. SUBPH_NumberTrailing
SUBPH_DateTime
PH_Leave_NumberHaveNotHeard
DT034 2 p.m. SUBPH_Time
NM043 4 Pause. SUBPH_NumberString
SR025 6 People have not heard this message. PH_Leave_NumberHaveNotHeard
SPO056 ) Personal options complete. Would you like to review PH_Sub_PersonalOptionsComplete
them?
SL.045 5 Playback paused. PH_Pause_PlaybackPaused
SM002 Please enter the box number to reset. PH_SBOwn_EnterBoxToReset
SRO12 6 Please enter the extension number. PH_Leave_AskForExt
PH_Leave_AskForExtOr
PH_Group_AddMemberbyExt
PH_Group_DelMemberbyExt
PH_Group_ContAddMemberbyExt
PH_Group_. ContDelMemberbyExt
SR043 6 Please enter the extension or... PH_Leave_AskForExtCr
GRO16 3 Please enter the first three letters of the group’s PH_Group_EnterFirst3Letters
name.
SR003 6 Please enter the first three letters of the person’s PH_Leave_AskForName
last name. (Last name directory) PH_Group_AddMemberbyNane
SRO03 1 Please enter the first three letters of the person’s PH_Group_DelMemberbyName
first name. (First name directory) PH_Group_ContaddMenberbyName
PH_Group_ContDelMemberbyName
GR017 3 Please enter the group number. (Not used in current version.)
DR002 2 Please enter the letters now. PH_Dir_PleasePressletters
PH_Leave_AskForName
PH_Sub_EnterFirst3lLetters
PH_Sub_DoesNotKnowExtension
PH_Group_ContAddMemberbyName
PH_Group_ContDelMemberbyName
GR018 3 (Not used in current version.)

Please enter the three digits of the group number.
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Phrase(s) Containing Prompt

GRO61 3 Please enter the three digits of the group number. PH_Leave_AskForGroupNumber
PH_Group_EnterGroupNumber
SPQ19 6 Please enter your new security code. Press star when PH_Sub_EnterSecurityCode
you are finished. To delete your security code, just
press star now.
SP021 6 Please enter your new security code. The code should (Not used in current version.)
be 3 to 10 digits. Press star when you are finished.
To delete your present security code, just press star
now.
SL013 Please enter your personal security code. PH_Sub_EnterPersonalCode
MB009 3 Please hold on while I try that extension. PH_Xfer_Holdon
MB020 Please hold on while I try the FAX machine. Remember, PH_Xfer_ HoldOn
press the start button when vour hear the tone.
MB013 3 Please press 1 to take the call, or 2 and I’'11 take a PH_Xfer_Confirm
message.
DROO1 2 Please press the first three letters of the person’s PH_Dir_PleasePressLetters
last name. (Last name directory)
DR0OO1 1 Please press the first three letters of the person’s
first name. (First name directory)
SR0O10 6 Please press your personal ID now to receive the PH_Box_HelloTHaveACallFor
message.
SP025 6 Please re-enter your new security code to confirm it. PH_Sub_EnterSecurityCode
Press star when you are finished.
MB019 3 Please state who should receive this fax, and what PH_Fax_AnnotatePublic
it’s about.
sSpo027 Pre-recorded. .. PH_Chk_PrerecordedAt
DR023 Press 0. SUBPH__ PressNumber
DRO14 2 Press 1. SUBPH_PressNumber
PH_FaxCk_MenuOfferNum
DTO035 2 Press 1 for a.m. or 2 for p.m. PH_Dlv_1ForAm2ForPm
GL006 2 Press 1 for yes or 2 for no. PH_Sub_WouldYouLikeToChange
. PH_Sub_LikeToSetSecurityCode
SL,029 5 Press 1 to add to your message, 2 to listen to it, the PH_Box_FirstEditMenu
pound sign to re-record it or if you‘re satisfied with PH_Box_NextEditMenu
your message, press the star key to send it.
DRO06 2 Press 1 to try another name. PH_Dir_NoMatches
DRO15 2 Press 2. SUBPH_PressNumber
SRO18 6 Press 2 to record. PH_Pause_2ToRecord
DRO16 2 Press 3 SUBPH_PressNumber
DR0O17 2 Press 4 SUBPH_PressNumber
DRO18 2 Press 5 SUBPH_ PressNumber
DR0O1S 2 Press 6. SUBPH.__PressNumber
DR0O20 2 Press 7 SUBPH_ PressNumber
DR0O21 2 Press 8 SUBPH_PressNumber
DR022 2 Press 9 SUBPH_PressNumber
GLO1S 2 Press a touchtone to continue. PH_Rec_PressTTToContinue
PH_ Pause_PressTT
SL046 5 Press pause to continue playing. PH_Pause_PauseToPlay
SR0O16 Press pause to continue recording. PH_Rec_RecordingPaused
PH_Rec_PressPauseToCont inue
SRO11 6 Press yes to leave a personal message for... PH_Leave_PressltoLeaveMessage
SM001 5 Press yes to reset a personal message box. PH_SBOwn_LikeToResetBox
SR0O46 6 Press Yes, to confirm. PH_Leave_Confirm
PH_Group_ConfirmorDelete
GRO21 3 Private group created. Ready to add the first member PH_Group_Created
to this group.
SLO67 5 Received... PH_Chk_Receivedat
SLO18 5 Recorded. .. PH_Chk_RecordedAt
SR042 6 Recording. PH_Leave_RecordingthenBeep
PH_Rec_Recording
SR014 6 Recording paused. PH_Rec_RecordingPaused
SL002 5 Remember, 1 for yes and 2 for no.

PH_Sub_HelloOwner
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ME018 4 Remember for the main menu, press star; to move back a PH_Sub_HelloOwner
nmenu, press pound.
HD009 3 Remember, you may press 2 to leave a message, or the PH_Hold_HoldOptions
pound key to try another extension at any time.
DT006 Saturday (leading) SUBPH_Days
DT041 Saturday (trailing) SUBPH_Days
DS017 Schedule options complete, would you like to review PH_Sub_ScheduleOptionsComplete
them?
DT028 2 Second. PH_Chk_TotalTime
DT029 2 Seconds. PH_Chk_TotalTime
sSD002 4 Send it this way? PH_Spdl_SendThisWay
SR040 6 Sending group message. PH_Leave_SendingGroupMessage
SR023 6 Sent... PH_Chk_SentAt
DT016 2 September SUBPH_Date
SP057 6 Setup options complete. Would you like to review them? PH_Sub_SetupOptionsComplete
GL010 2 Shall I leave it on? PH_Dlv_LeaveTurnOn
PH_Sub_ListingInDirectoryIsNow
PH_Sub_TransferToExtensionIs
PH_Sub_ScreeningToExtensionIs
PH_Sub_HoldingToExtensionIs
GL009 2 Shall I turn it on? PH_Dlv_LeaveTurnOn
PH_Sub_ListingInDirectoryIsNow
PH_Sub_TransferToEXxtensionls
PH_Sub_ScreeningToExtensionls
PH_Sub_HoldingToExtensionIs
GLO021 [1 millisecond of silence] PH_Leave_Beep
GL002 {1 second of silence] PH_Dir_GroupName
PH_Dir EndOfGroup
PH_Dir_ToStartHearAgain
GL003 2 [3 seconds of silencel PH_Dir_EndPause
PH_Fax_ShortHoldPhrase
GLO001 [Half second of silence] PH_FaxCk_NoDeliveryOffer
SR031 Some group members haven’t heard your last message. PH_Leave_GroupMessageNotHeard
85005 5 Someone who does not know your extension number may PH_Sub_DoesNotKnowExtension
still reach you or leave you a message just by knowing
your last name. For this, the system must know how to
spell your last name. To spell your name, find the
touchtone keys that correspond to the first three
letters of your last name. (Last name directory)
$5005 1 Someone who does not know your extension number may
still reach you or leave you a message just by knowing
your first name. For this, the system must know how to
spell your first name. To spell your name, find the
touchtone keys that correspond to the first three
letters of your first name. (First name directory)
DT007 2 Sunday (leading) SUBPH_Days
DT042 2 Sunday (trailing) SUBPH_Days
MB021 3 Thank you. If you’d like to listen to your message PH_Box_FirstEditMenu
press 2, to re-record it press the pound key. )
SROLS 6 Thank you. Your message has been sent. PH_Box_ThankYou
SRO19 6 Thank you. Your urgent message has been sent. PH_Box_ThankYou
55006 5 Thank you. Your voice mailbox is now setup. If you are (Not used in current version.)
satisfied with your mailbox settings, press one.
Remember that you may change each setting individually
later on. However, if you wish to erase all current
settings and repeat the setup process, press 2.
MBO016 3 Thank you, and goodbye. PH_Box_VoiceDetectBoxGoodbye
PH_Box_Goodbye
SP069 6 The alternate greeting is... PH_Sub_YourGreetingls
SPQ75 The current greeting is... PH_SBOwn_TheCurrentGreetingIs
DS016 2 The current phone number contains special dialing PH_Sub_CurrentNumberHasSpecial
: codes that cannot be entered over the phone. Are you
sure you want to change this number?
SP009 The current phone number is... PH_Sub_TheCurrentPhoneNumberIs
DS009 2 The current schedule is active from: PH_Dlv_ScheduleActiveFrom
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SLO54 5 The first message is... PH_Chk_FirstNextMessagels
SL043 5 The first message is for... PH_Chk_FirstNextMessageFor
GR0O25 3 The following groups exist: PH_Group_TheseExist
GR026 3 The group number is... PH_Group_TheNumberIs
GR027 3 The group’s voice name is... PH_Group_TheVoiceNameIs
SR026 6 The last member heard it... PH_Chk_LastMemberAt
SLO0S 5 The message is... PH_Chk_FirstNextMessagels
PH_Chk_TheMessagels
PH_Chk_MessageForGroup
SP013 6 The new phone number is... PH_Sub_TheNewPhoneNunberIs
SL026 S The next message is... PH_Chk_FirstNextMessagels
SL044 5 The next message is for... PH_Chk_FirstNextMessageFor
GR028 3 The numbers corresponding to the first three letters PH_Group_TheNumberIs
of the group’s name are:
SP045 6 The numbers corresponding to the first three letters PH_Sub_NumbersToLastName
of your last name are... (Last name directory)
SP045 1 The numbers corresponding to the first three letters
of your first name are... (First name directory)
MB017 3 The person you are trying to reach... PH_Box_NameIsGone
PH_Hold_NameStillBusy
SP067 6 The standard day greeting is... PH_Sub_YourGreetingls
SP068 6 The standard night greeting is... PH_Sub_YourGreetingls
ER004 2 The voice mail system... PH_GAEN_VMS
GLO11 2 The voice mail system is running low on recording PH_Sub_LowOnSpace
space. Please delete all unnecessary messages.
DS027 There are currently no scheduled days. PH_Dlv_NoScheduledbays
DS028 There are currently no scheduled hours. PH_Dlv_NoScheduledHours
GRO30 3 There are no further matches to the group number you PH_Leave_NoSuchExtensionOrName
entered. PH_Group_NoMatches
SP076 6 There are no further matches to the three digits you (Not used in current version.)
entered.
SP0O04 6 There are no further matches to the three letters you PH_Leave_NoSuchExtensionOrName
entered. PH_Group_NoMatches
PH_Group_NoMoreMatchesg
SLO016 5 There are no further messages. PH_Chk_YouStillHaveNew
PH_Chk_YouStillHaveUrgent
PH_Chk_NoFurther
GRO32 3 There are no groups. PH_Group_ThereAreNoGroups
GR037 3 There are no matches to that extension number. PH_Group_NoMoreMatches
GR029 3 There are no matches to the group number you entered. PH_Group_NoMatches
DRO0S 2 There are no matches to the three letters you entered. PH_Dir NoMatches
GRO31 3 There are no matches to the three letters you entered. PH_Group_NoMatches
. PH_Group_NoMoreMatches
SL032 5 There are no new messages. PH_Chk_YouHaveNew !
PH_Chk_YouHaveUrgent !
MEQ04 4 There are no new messages. To hear return receipts PH_Opt_NoNewHearReceipts
press 4, leave messages 5, review old messages 6,
setup options 7.
MEOO03 4 There are no new messages. To leave messages press 5, PH_Opt_NoNewLeaveMessages
review old messages 6, setup options 7.
SL033 5 There are no old messages to review. PH_Chk_YouHaveReview
DS025 2 There are no valid delivery times. This schedule PH_D1lv_NoValidTimes
cannot deliver messages.
HDO20 3 There are over 10 calls holding ahead of you. PH_Hold_YouAreInLine
PH_Fax_YoulAreInLine
SpP007 6 There is no current greeting. (Not used in current version.)
DS031 2 There is no current phone number. PH_Sub_NoCurrent PhoneNumber
DS029% 2 There is no phone number. This delivery schedule PH_Sub_ThereIsNoPhoneNumber
cannot dial out.
SLO10 5 There’s also this message. PH_Chk_AlsoThisMessage
DS018 2 This dialing schedule is incomplete.

PH_Dlv_SchedulelIncomplete
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DR0O0S 2 This directory will help you find a person’s extension PH_Dir_ThisDirWill
by their department.
SPO71 6 This greeting is currently in use. Would you like to PH_Leave_GreetingInUse
try again?
GRO36 This group has no members. PH_Group_NoMembers
SI011 5 This is a message for... PH_Chk_FirstNextMessageFor
PH_Chk_MessageForGroup
SLO17 5 This is ExecuMail calling with a message for... PH_Box_HelloIHaveACallFor
SR028 6 This message. .. PH_Spdl_UrgentPrivateMessage
SL025 5 This message cannot be redirected. (Not used in current version.)
Spo01l 4 This message cannot be redirected. PH_Spdl_NoRedirect
sSp001 4 This message has no special delivery. PH_Spdl_NoSpecialDelivery
GL020 2 This option is not available. Please see your system PH_Sub_ThisOptionIsNotAvailable
manager if you need more information. PH_Spdl_OptionNotAvailable
SR029 This person hasn’t heard your last message. PH_Leave_PersonHasNotHeardLast
SR0O05 This person hasn’t heard your last message, which (Not used in current version.)
is...
GROO1 3 This person is already a member. PH_Group_ThisPersonIsAMember
Sp025 4 This private message... PH_Spdl_UrgentPrivateMessage
sp024 4 This urgent message... PH_Spdl_UrgentPrivateMessage
sp026 4 This urgent private message... PH_Spdl_UrgentPrivateMessage
DT004 2 Thursday (leading) SUBPH_Days
DTO039 2 Thursday (trailing) SUBPH_Days
DT032 2 To. .. PH_Dlv_ScheduleActiveFrom
GRO56 3 To add a member... PH_Group_addMemberbyName
GR058 3 To add another member. .. PH_Group_cContAddMemberbyName
MEQ19 4 To add members press 4, delete members 5, list members PH_Opt_ToAddMembersPress4d
6, change group name 7.
ME0O8 4 To change the phone number press 4, schedule 5, PH_Opt_ToChangeThePhoneNumber
delivery mode 6. PH_Opt_ToChangePhoneEtcPlusFax
MEO15 4 To change transfer number press 4, call screening 5, PH_Opt_ToChangeTransferNumber
call holding 6.
MEOL1 4 To change your security code press 4, recorded name 5, PH_Opt_ToChangeSecurityCode
spelled name 6, directory status 7.
MEQOQ1 4 To check new messages, press 4, leave messages 5, PH_Opt__ToCheckNewMessages
review old messages 6, setup options 7.
SR030 To confirm cancellation press 1. PH_Leave_ToConfirmCancel
HD034 3 To continue to hold, please say yes; to stop holding,' PH_Hold_YouAreInLine
remain silent.
HDOOS 3 To continue to hold, press 1; to leave a message press PH_Hold_YouAreInLine
2. Or, to try another extension, press the pound key.
You must press a tone to remain connected.
MEQ020 4 To create a group press 4, edit a group 5, list groups PH_Opt_ToCreateAGroupPress4d
6, delete a group 7.
GR057 To delete a member. .. PH_Group_DelMemberbyName
GR059 To delete another member... PH_Group._ContDelMemberbyName
GL017 To exit, press star. PH_Sub_EnterFirst3lLetters
PH_Group_aAddMemberbyName
PH_Group_DelMemberbyName
PH_Group_ToExitPressStar
PH_SBOwn_LikeToResetBox
PH_Group_ContAddMemberbyName
PH_Group_ContDelMemberbyName
SR027 6 To exit the list, press star at any time. PH_Leave_ToExitListPressStar
MEOLO 4 To‘hear current greeting press 4, switch greeting 5, PH_Opt_ToHearCurrentGreeting
edit standard greeting 6, edit alternate greeting 7.
MEQQO2 4 To hear new messages, press 4, leave messages 5, PH_Opt_NewMessages
review old messages 6, setup options 7.
- MEO0OS 4 To hear return receipts, press 4, leave messages 5, PH_Opt_HearReceipts
review old messages 6, setup options 7.
DRO11 2 To hear the list again, press the pound key. PH_Dir_ToStartHearagain
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MEQ14 4 To hear this message press 4, cancel 5, change special PH_Opt_ToHearMessageNotHeard
delivery 6, list who has not heard it 7, to finish
press star.
MEO13 4 To hear this message press 4, cancel 5, change special PH_Opt_ToHearMessagePress4
delivery 6, to finish press star.
MEQOQ6 4 To leave messages press 5, review old messages 6, PH_Opt_LeaveMessages
setup options 7.
SD0O03 To send it this way, press 1. PH_Spdl_ToSendThisWay
DRO10 To start the list again, press the pound key. PH_Dir_ ToStartHearAgain
DR0O04 To stop the directory, press the pound key. Remember PH_Dir_ToStopDir
you may dial the extension at any time.
DT021 2 Today at... SUBPH_DateTime
PH_Spdl_FutureAt
DT023 2 Tomorrow at... PH_Spdl_FutureAt
DT030 2 Totaling... PH_Chk_TotalTime
SP049 6 Transfer and delivery options complete. Would you like PH_Sub_TransDlvOptionsComplete
to review them?
SP055 6 Transfer options complete. Would you like to review PH_Sub_TransferOptionsComplete
them?
DT002 2 Tuesday {(leading) SUBPH_Days
DT037 2 Tuesday (trailing) SUBPH_Days
SP032 6 Urgent message delivery is currently... PH_Dlv_UrgentDeliveryIs
SLO073 5 Urgent messages. PH_Chk_YouHaveUrgent
PH_Chk_YouStillHaveUrgent
PH_Chk_MsgHasntGot
PH_Chk_MsgHas PH_Chk_MsgGotAll
PH_Chk_MsgLeft
SD022 4 Urgent. PH_Chk_XUrgent
SR035 6 Was transmitted... (Not used in current version.)
DT003 2 Wednesday (leading) SUBPH_Days
DT038 2 Wednesday (trailing) SUBPH_Days
$5007 5 When callers can‘t reach you directly they will go to PH_Sub_WhenCallersCantReachYou
your voice mailbox. To encourage callers to leave a
you message, your mailbox should include a personal
message to greet them. At the beep, please record your
personal greeting.
GRO60 3 When you are finished selecting names from the list, PH_Group_WhenFinishedPressStar
press star.
HDOO8 3 While you are holding, vou may press 2 to leave a PH_Hold_HoldOptions
message, or the pound key to try another extension at
any time.
MBO11 3 Whom may I say is calling? PH_Xfer_WhomIsCalling
SR021 6 Will be sent... PH_Spdl_WillBeSent
SR036 6 Will be sent immediately. PH_Spdl_SentImmediately
SDp016 4 With return receipt requested. PH_Spdl_WithReceipt
S1.014 5 Would you like me to archive this? PH_Chk_LikeToArchive
SD004 4 Would you like special delivery for this message? PH_Sub_LikeSpecialDeliveryRedir
PH_Spdl_LikeSpecialbDelivery
SD00S 4 Would you like special delivery for this reply? PH_Spdl_LikeSpecialbDeliveryRep
SPO01 6 Would you like to access your setup options? PH_Sub_LikeToAccessSetup
GR034 3 Would you like to add members to this group list? PH_Group_LikeToAddMembers
GRO33 3 Would you like to add members to this group? PH_Group_LikeToAddToThisGroup
85008 5 Would you like to be listed in the directory, so that PH_Sub_LikeIncludedInDirectory
outside callers may reach you just by knowing your
name? Press 1 for yes or 2 for no.
SR0O06 6 Would you like to cancel this message? PH_Leave_WouldYouLiketoCancel
SP062 6 Would you like to change call transfer? PH_Sub_LikeToChangeTransfer
SpP014 6 Would you like to change it? PH_Dlv_LikeToChange
PH_Sub_WouldYouLikeToChange
PH_Sub_TXWouldYouLikeToSwitch
PH_Sub_LikeToChangePhoneNumber
DS001 2 Would you like to change message delivery to your work

phone?

PH_Dlv_LikeToChangeWorkPhone
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SRO04 6 You have a message from this person. PH_Chk_MessageHaventHeard
SLO35 5 You have one new message. (Not used in current version.)
SL034 5 You have one old message to review. PH_Chk_YouHaveReview
SL072 5 You have one urgent message. PH_Chk_YouHaveUrgent
SR038 6 You left this group another message. PH_Leave_YouLeftGroup
SR0O37 6 You left this person another message. PH_Leave_YouleftPerson
DROO03 2 You may dial the extension at any time. PH_Dir_YouMayDialEXxt
SL0O38 5 You still have... PH_Chk_YouStillHaveNew
PH_Chk_YouStillHaveUrgent
PH_FaxCk_YouStillHaveFaxes
SL037 5 You still have one new message. PH_Chk_YouStillHaveNew
SL068 5 You still have one urgent message. PH_Chk_YouStillHaveUrgent
$S8010 5 You will not be listed in the directory since a PH_Sub_YouHaveNotBeenListed
listing requires both your recorded name and a spelled
name. Callers will have to know your extension number
to reach you or leave you a message.
SP040 6 Your alternate greeting is... PH_Sub_YourGreetingls
SP008 6 Your current greeting is... PH_Sub_YourGreetingls
SR032 6 Your last message has not been heard. PH_Leave_GroupMessageNotHeard
SP052 6 Your listing in the directory is now... PH_Sub_ListingInDirectoryIsNow
SLO53 5 Your message box... PH_Chk_YourMessageBox
SLO08 5 Your message box has a message. PH_Chk_YourMessageBox
SL071 5 Your message box has an urgent message. PH_Chk_YourMessageBox
SP030 6 Your new name is... PH_Sub_YourNewNamelIs
SP027 6 Your new security code has now been activated. PH_Sub_SecurityCodeNowActive
SP053 6 Your recorded name is currently... PH_Sub_YourRecordedNamels
SP023 6 Your security code has been deleted. PH_Sub_SecurityCodeDeleted
SP024 6 Your security code has not been changed. PH_Sub_SorryCodesDidNotMatch
SP041 6 Your standard greeting is... PH_Sub_YourGreetingls
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sD006 4 Would you like to change special delivery for this PH_Spdl_LikeToChangeSpecial
’ message? .
SPO10 6 Would you like to change the current phone number? PH_Sub_LikeToChangePhoneNumber
GRO35 3 Would you like to change the name of this group? PH_Group_LikeToChangeName
SP047 6 Would you like to change them? PH_Sub_WouldyvouLikeToChange
G§O38 3 Would you like to change this? PH_Group_LikeToChangeThis
sD029 4 Would you like to change to immediate delivery? PH_Spdl_ChangeToImmediate
SP015 6 Would you like to change your delivery options? PH_Sub_LikeToChangeDelivery
Sp048 6 Would you like to change your directory listing PH_Sub_LikeToChangeDirStatus
status?
SPO06 6 Would you like to change your greetings? PH_Sub_LikeToChangeGreetings
GRO39 3 Would you like to change your groups? PH_Sub_LikeToChangeGroups
SPO16 6 Would you like to change your personal options? PH_Sub_LikeToChangeOptions
SP0S0 6 Would vou like to change your recorded name? PH_Sub_LikeToChangeRecordName
SP051 6 Would you like to change your spelled name? PH_Sub_LikeToChangeSpelledName
SP046 6 Would you like to change your transfer or delivery PH_Sub_LikeToChangeTransorDlv
options?
SLO050 5 Would you like to check it? PH_Chk_WouldLikeToCheck
SLO051 5 Would you like to check them? PH_Chk_WouldLikeToCheck
SR034 6 Would you like to continue reviewing this message? (Not used in current version.)
GR040 3 Would you like to continue with group maintenance? PH_Group_LikeToContinueMaint
GR041 3 Would you like to create a new group? PH_Group_LikeToCreateNewGroup
GR045 3 Would you like to create another group? PH_Group_LikeToAddAnother
GR042 3 Would you like to delete a group? PH_Group_LikeToDeleteACGroup
GR0O43 3 Would you like to delete another group? PH_Group_LikeTobDeleteaAnother
SP005 6 Would you like to delete it? (Not used in current version.)
GRO46 3 Would you like to delete members from this group list? PH_Group_LikeToDeleteMembers
GR044 3 Would you like to delete members from this group? PH_Group_LikeToDeleteFromThis
SP022 6 Would you like to delete your security code? PH_Sub_WouldYouLikeToDeleteCode
SP0O3 6 Would you like to do anything else? PH_Sub_LikeToDoAnythingElse
GR047 3 Would you like to edit a group? PH_Group_LikeToEditAGroup
GR0O50 3 Would you like to edit another group? PH_Group_LikeToEditAnother
51048 5 Would you like to hear it? PH_Chk_WouldlLikeToHear
PH_Chk_LikeToHearIt
SL049 5 Would you like to hear them? PH_Chk_WouldLikeToHear
SD030 4 Would you like to keep that? PH_Spdl_KeepFuture
SR009 6 Would you like to leave another message? PH_Leave_LikeToLeaveaAnother
SR001 6 Would you like to leave any messages? PH_Leave_LikeToLeaveAny
SR0O02 6 Would you like to leave this group an additional PH_Leave_likeLeaveGroupAnother
message?
SR007 6 Would you like to leave this person an additional PH_Leave_LikeLeavePersonAnother
message? ]
GR048 3 Would you like to list all your groups? PH_Group_LikeToListAllGroups
GR049 Would you like to list members of this group? PH_Group_LikeToListMembers
GROS51 3 Would you like to make any more changes to this group? PH_Group_LikeToChangeMore
GRO52 3 Would you like to make changes to another group? (Not used in current version.)
SP035 6 Would you like to make this greeting active? PH_Sub_MakeThisCurrentGreeting
SP073 6 Would you like to re-record the alternate greeting? PH_Sub_TXWouldYouLikeToRerecord
SP064 6 Would you like to re-record the standard day greeting? PH_Sub_TXWouldYouLikeToRerecord
SPO65 6 WOuld_you like to re-record the standard night PH_Sub_TXWouldYouLikeToRerecord
greeting?
SP036 6 Would you like to re-record your alternate greeting? PH_Sub_WouldYouLikeToRerecord
SP037 Would you like to re-record your standard greeting? PH_Sub_WouldYouLikeToRerecord
GR053 3 Would you like to record a message for this group now? PH_Group_RecordMessageNow
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SM005 5 Would you like to record a personal greeting? PH_SBOwn_LikeToRecordGreeting
SM004 5 Would you like to record a voice name? PH_SBOwn_LikeToRecordvoiceName
SL023 5 Would you like to record an introduction? PH_Leave_LikeRecordIntroduction
SL027 5 Would you like to redirect this message to anyone PH_Leave_LikeToRedirect
else?
S1.022 Would you like to redirect this? PH_Chk_LikeToRedirect
SR033 Would you like to review it? PH_Leave_GroupMessageNotHeard
PH_Leave_PersonHasNotHeardLast
SL020 5 Would you like to review or redirect old messages? (Not used in current version.)
GR054 3 Would you like to review the list of your groups? PH_Group_ReviewListofGroups
GROS55 3 wWould you like to review this list? PH_Group_LikeToReviewList
SS009 5 Would you like to set a security code to safeguard PH_Sub_EnrollSetSecurityCode
your mailbox? Press 1 for yes or 2 for no.
SM003 5 Would you like to set a security code? PH_SBOwn_LikeToSetSecurityCode
SPO18 6 Would you like to set your security code? PH_Sub_LikeToSetSecurityCode
PH_Sub_SetSecurityCode
SP074 6 Would you like to switch to the alternate greeting? PH_Sub_TxWouldYouLikeToSwitch
SP066 6 Would you like to switch to the standard day and night PH_Sub_TXWouldYouLikeToSwitch
greeting?
SP038 6 Would you like to switch to your alternate greeting? PH_Sub_WouldYouLikeToSwitch
SP054 6 Would you like to switch to your alternate greeting? (Not used in current version.)
SP039 6 Would you like to switch to your standard greeting? PH_Sub_WouldYouLikeToSwitch
SPQ70 6 Would you like to try again? PH_Dlv_LikeToTryAgain
PH_Spdl_NotRecognizeDate
PH_Group_NoMatches
SR039 Would you still like to leave this perscn a message? PH_Leave_StillLikeLeaveMessage
DT022 2 Yesterday at... SUBPH_DateTime
HDO017 3 You are eighth in line. PH_Hold_YouAreInLine
PH_Fax_YouAreInLine
HDO14 3 You are fifth in line. PH_Hold_YouAreInLine
) PH_Fax_YouAreInLine
HDO10 3 You are first in line. PH_Hold_YouAreInLine
PH_Fax_YouAreInLine
HDO13 3 You are fourth in line. PH_Hold_YouAreInLine
PH_Fax_YouAreInLine
HDO18 3 You are ninth in line. PH_Hold_YouAreInLine
PH_Fax_YouAreInLine
HDO11 3 You are second in line. PH_Hold_YouArelInLine
PH_Fax_YouAreInLine
HDO16 3 You are seventh in line PH_Hold_YouAreInLine
PH_Fax_YouAreInLine
HDO15 3 You are sixth in line. PH_Hold_YouAreInLine
PH_Fax_YouAreInLine
HDO19 3 You are tenth in line. PH_Hold_YouAreInLine
PH_Fax_YouAreInLine
HDOQ12 3 You are third in line. PH_Hold_YouAreInLine
PH_Tax_YouAreInLine
SL.039 5 You have... PH_Chk_YouHaveNew
PH_Chk_YouHaveUrgent
PH_Chk_YouHaveReview
PH_FaxCk_YouHaveFaxes
SL093 5 You have 1 new message... SUBPH_YouHavel-10NewMessages
SLQ94 5 You have 2 new messages... SUBPH_YouHavel-10NewMessages
SL095 5 You have 3 new messages... SUBPH_YouHavel-l1l0NewMessages
SLO0%6 5 You have 4 new messages... SUBPH_YouHavel-10NewMessages
SL097 5 You have 5 new messages... SUBPH_YouHavel-1l0NewMessages
SL098 5 You have 6 new messages... SUBPH_YouHavel-10NewMessages
SL099 5 You have 7 new messages... SUBPH_YouHavel-l0NewMessages
SL100 5 You have 8 new messages... SUBPH_YouHavel-10NewMessages
' SL101 5 You have 9 new messages... SUBPH_YouHavel-~10NewMessages
SL102 5 You have 10 new messages... SUBPH_YouHavel-10NewMessages
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Appendix B:
Prompt by Number

This appendix provides a complete list of the system prompts, sorted by complete
prompt number. The list includes:

®  The complete prompt number

®  The floppy disk where the original system prompt is stored
®  The prompt text

®  The phrase or phrases which use the prompt

Most of the system prompts are stored in voice fields on the Voice Prompt Editor
Screen. Prompts in the OP prompt set are stored in the Opening Line voice fields
on the QuickStart Application Screen, Page 2. For details, see the topic Opening
Line in the Reference Manual. A few prompts appear on other screens. These
unnumbered prompts are not members of any prompt set. For details, see
Unnumbered Prompts on page 11.

If your voice mail system includes additional feature packages, it may use
additional prompts not listed in this appendix. Refer to your feature package
documentation for those prompts.
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DROO1 2 Last name directory: Please press the first three PH_Dir_PleasePressLetters
letters of the person’s last name. :
DROO1 1 First name directory: Please press the first three
letters of the person’s first name.
DRGO02 2 Please enter the letters now. PH_Dir_PleasePresslLetters
PH_lLeave_AskForName
PH_Sub_EnterFirst3lLetters
PH_Sub_DoesNotKnowExtension
PH_Group_ContAddMemberbyName
PH_Group_ContDelMemberbyName
DROO03 You may dial the extension at any time. PH_Dir_YouMayDialExt
DRO0Q4 To stop the directory, press the pound key. Remember PH_Dir_ToStopDir
vou may dial the extension at any time.
DROO0S 2 There are no matches to the three letters you entered. PH_Dir_NoMatches
DROO06 2 Press 1 to try another name. PH_Dir_NoMatches
DRO07 2 I'm sorry, directory assistance could not be PH_Dir_AssistanceCouldNot
completed.
DROOS 2 This directory will help you find a person’s extension PH_Dir_ThisDirwill
by their department.
DROOQY 2 End of... PH_Dir_EndOfGroup
DRO10 2 TO start the list again, press the pound key. PH_Dir_ToStartHearAgain
DRO11 2 To hear the list again, press the pound key. PH_Dir_ToStartHearAgain
DRO12 2 Extension... PH_Dir_NameOrExt
PH_Box_HelloIHaveACallFor
DRO13 2 For... PH_Dir_ForNamePress
DRO14 2 Press 1. SUBPH_PressNumber
PH_FaxCk_MenuOfferNum
DRO15 2 Press 2. SUBPH_PressNumber
DRO16 2 Press 3. SUBPH_PressNumber
DR0O17 2 Press 4. SUBPH_PressNumber
DRO18 2 Press 5. SUBPH_PressNumber
DRO19 2 Press 6. SUBPH__PressNumber
DR0O20 2 Press 7. SUBPH__PressNumber
DRO21 2 Press 8. SUBPH_PressNumber
DR0O22 2 Press 9. SUBPH_PressNumber
DR0O23 2 Press 0. SUBPH_PressNumber
DS001 2 would you like to change message delivery to your work PH_D1lv_LikeToChangeWorkPhone
phone?
DS002 2 Change delivery to your home phone? PH_D1v_LikeToChangeHomePhone
DS003 2 Change delivery to your pager? PH_Dlv_LikeToChangePagerPhone
DS004 2 Change delivery to your spare phone? PH_Dlv_LikeToChangeSparePhone
DS005 2 Message delivery to your work phone is... PH_Dlv_MessageDeliveryIs
DS006 2 Message delivery to your home phone is... PH_Dlv_MessageDeliveryIs
DS007 2 Message delivery to your pager is... PH_Dlv_MessageDeliveryls
DS008 2 Message delivery to your spare phone is... PH_Dlv_MessageDeliverylIs
DS009 2 The current schedule is active from: PH_Dlv_ScheduleActiveFrom
DS010 2 Enter the new days active by pressing 1 for Sunday, 2 PH_Dlv_EnterActiveDays
for Monday, and so on. Press star when you are
finished.
DSO11 2 Enter the time to the minute. Press star when you are PH_Spdl_EnterTime
finished.
DS012 2 Enter the starting time to the minute. Press star when PH_Dlv_EnterStartTime
you are finished.
DS013 2 Enter the ending time to the minute. Press star when PH_Dlv_EnterStopTime
you are finished.
DS014 2 Enter the day of the month as a number from 1 to 31. PH_Spdl_EnterDayOfMonth
DS015 2 Enter the month of the year as a number from 1 to 12 PH_Spdl_EnterMonth
where January is 1 and so on.
DS016 2 The current phone number contains special dialing

codes that cannot be entered over the phone. Are you
sure you want to change this number?

PH_Sub_CurrentNumberHasSpecial
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DS017 2 Sghefule cptions complete, would you like to review PH_Sub_ScheduleOptionsComplete
em?
Ds018 2 This dialing schedule is incomplete. PH_Dlv_ScheduleIncomplete
DS019 2 Eﬁlizery options complete, would you like to review PH_Sub_DeliveryOptionsComplete
em?
DS020 2 For later today press 0, for tomorrow press 1, for 2 PH_Spdl_ForLaterPress
days from now press 2, and so on. To enter a month and
day, press 9.
DS021 2 Enter the year as a four-digit number. (Not used in current version.)
DS022 2 I'm sorry, I did not recognize your time entry. PH_Dlv_NotRecognizeTime
DS023 2 I'm sorry, I did not recognize the date you entered. PH_Spdl_NotRecognizeDate
DS024 2 I'm sorry, I did not recognize the days you entered. PH_Dlv_NotRecognizeDays
DS025 2 There are no valid delivery times. This schedule PH_Dlv_NoValidTimes
cannot deliver messages.
DsS026 2 I'm sorry, this schedule has a delivery mode that PH_Dlv_NoChangeOverPhone
cannot be changed over the phone.
DS027 There are currently no scheduled days. PH_Dlv_NoScheduledDays
DS028 There are currently no scheduled hours. PH_Dlv_NoScheduledHours
DS029 2 There is no phone number. This delivery schedule PH_Sub_ThereIsNoPhoneNumber
cannot dial out.
DS030 2 Oon... PH_Dlv_OnbDays
DS031 2 There is no current phone number. PH_Sub_NoCurrent PhoneNumber
DT001 2 Monday (leading) SUBPH_Days
DT002 2 Tuesday {(leading) SUBPH_Days
DT003 2 Wednesday {(leading) SUBPH_Days
DT004 2 Thursday (leading) SUBPH_Days
DT005 2 Friday {leading) SUBPH_Days
DT006 2 Saturday (leading) SUBPH_Days
DT007 2 Sunday (leading) SUBPH_Days
DT008 2 January SUBPH_Date
DT009 2 February SUBPH_Date
DT010 2 March SUBPH_Date
DTO11 2 April SUBPH_Date
DT012 2 May SUBPH_Date
DT013 2 June SUBPH_Date
DT014 2 July SUBPH_Date
DTO015 2 August SUBPH_Date
DTO16 2 September SUBPH_Date
DTO17 2 October SUBPH_Date
DT018 2 November SUBPH_Date
DTO19 2 December SUBPH_Date
DT020 2 At... PH_Spdl_FutureAt
DT021 2 Today at... SUBPH_DateTime
PH_Spdl_FutureAt
DT022 2 Yesterday at... SUBPH_DateTime
DT023 Tomorrow at... PH_Spdl_FutureAt
DT024 2 Over. .. SUBPH_Numbe?Trailing
SUBPH_DateTime
PH_Leave_NumberHaveNotHeard
DT025 2 Days ago at... SUBPH_DateTime
DT026 2 One minute. PH_Chk_TotalTime
DT027 2 Minutes. PH_Chk_TotalTime
DT028 2 Second. PH_Chk_TotalTime
DT029 2 Seconds. PH_Chk_TotalTime
DTO030 2 Totaling... PH_Chk_TotalTime
DT031 2 And. .. SUBPH_Days PH_Chk_aAnd
DT032 2 TO... PH_Dlv_ScheduleActiveFrom
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DTO033 2 a.m. SUBPH_Time
DT034 2 p.m. SUBPH_Time
DT035 2 Press 1 for a.m. or 2 for p.m. PH_DIlv_1ForAm2ForPm
DT036 2 Monday (trailing) SUBPH_Days
DT037 2 Tuesday (trailing) SUBPH_Days
DT038 2 Wednesday (trailing) SUBPH_Days
DT039 2 Thursday (trailing) SUBPH_Days
DT040 2 Friday (trailing) SUBPH_Days
DTD41 2 Saturday (trailing) SUBPH_Days
DT042 2 Sunday (trailing) SUBPH_Days
ER0O1 2 An error occurred with disk redundancy. The system is PH_GAEN_DiskRedundancy
running on a single drive. Please contact your system
representative.
ER002 2 An error occurred during disk maintenance. Please PH_GAEN_DiskOptimization
contact your system representative.
ER003 2 An error occurred during your regularly scheduled PH_GAEN_TapeBackup
backup. It is important to have a current backup.
Please contact your system representative.
ER004 2 The voice mail system... PH_GAEN_VMS
GL001 2 [Half second of silence] PH_FaxCk_NoDeliveryOffer
GL002 2 [1 second of silence] PH_Dir_GroupName
PH_Dir_EndOfGroup
PH_Dir_ToStartHearAgain
GL0O03 2 [3 seconds of silence] PH_Dir_EndPause
PH_Fax_ShortHoldPhrase
GL004 2 For Q press 7, for Z press 9. PH_Dir_PleasePressletters
PH_Leave_AskForName
PH_Sub_EnterFirst3Letters
PH_Sub_DoesNotKnowExtension
PH_Group_»addMemberbyName
PH_Group_DelMemberbyName
PH_Group_FEnterFirst3Letters
PH_Group_ContAddMemberbyName
PH_Group_ContDelMemberbyName
GL005 2 Or, press pound pound to enter the extension number. PH_Leave_AskForName
PH_Group_AddMemberbyName
PH_Group_DelMemberbyName
GL006 2 Press 1 for yes or 2 for no. PH_Sub_WouldYoulLikeToChange
PH_Sub_LikeToSetSecurityCode
GL007 2 On. PH_Dlv_MessageDeliveryIs

PH_Dlv_UrgentDeliveryIs
PH_Sub_ListingInDirectoryIsNow
PH_Sub_TransferToExtensionIs
PH_Sub_ScreeningToExtensionIs
PH_Sub_HoldingToExtensionls

GL008 2 Off. PH_Dlv_MessageDeliveryls
: PH_Dlv_UrgentDeliveryls
PH_Sub_ListingInDirectoryIsNow
PH_Sub_TransferToExtensionls
PH_Sub_ScreeningToExtensionIs
PH_Sub_HoldingToExtensionls

GLQOY 2 Shall I turn it on? PH_Dlv_LeaveTurnOn
PH_Sub_ListingInDirectoryIsNow
PH_Sub_TransferToExtensionls
PH_Sub_ScreeningToExtensionIs
PH_Sub_HoldingToExtensionIs

GLOlO 2 Shall I leave it on? PH_Dlv_LeaveTurn(_)n
PH_Sub_ListingInDirectoryIsNow
PH_Sub_TransferToExtensionls
PH_Sub_ScreeningToExtensionIs
PH_Sub_HoldingToExtensionls

GLO11 2 The voice mail system is running low on recording PH_Sub_LowOnSpace
space. Please delete all unnecessary messages.
GL012 2 I'm sorry, I can’t take a message now, but thanks for PH_Box_SorryCantTakeMessage
) calling.
. GLO13 2 I'm sorry, I'm out of message space and can’t record PH_Rec_OutOfsSpace
any more.
GL014 2 I'm sorry, I can’t presently access... PH_Chk_CantAccess

PH_Leave_SorryCantAccess
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GL0O1% 2 I'm sorry, I can‘t talk to you now, please call back. PH_Box_SorryCantTalkNow
GLO16 2 An interruption has occurred, press 1 to continue. PH_Rec_DialtoneDetected
GL.017 2 To exit, press star. PH_Sub_EnterFirst3Letters
PH_Group_AddMemberbyName
PH_Group_DelMemberbyName
PH_Group_ToExitPressStar
PH_SBOwn_LikeToResetBox
PH_Group_ContAddMemberbyName
PH_Group_ContDelMemberbyName
GLQ18 2 Deleted. PH_Group_AddedorDeleted
GL019 Press a touchtone to continue. PH_Rec_PressTTToContinue
PH_Pause_PressTT
GL020 2 This option is not available. Please see your system PH_Sub_ThisOptionIsNotAvailable
manager if you need more information. PH_Spdl_OptionNotAvailable
GL021 2 [1 millisecond of silence] PH_leave_Beep
GL022 2 *BEEP* (for transfer announce) PH_Xfer_ Announce
GROO1 3 This person is already a member. PH_Group_ThisPersonlsAMember
GR002 3 Not entered. The group cannot be added without a group PH_Group_NotEnteredNeedsName
name.
GROO03 3 Not entered. The group number will not be changed. PH_Group_NotEnteredNeedsName
GR0O04 3 Not recorded. The group cannot be added without a PH_Group_TheVoiceNamels
recorded name.
GRO0S 3 Not entered. The group cannot be added without a group PH_Group_NotEnteredNeedsName
number .
GRO06 3 Not entered. The group’s spelled name will not be PH_Group_NotEnteredNeedsName
changed.
GRO07 3 Can others send a message to this group? PH_Group_CanOtherSendToThis
GROO08 3 Do you want to change the group number? PH_Group_ChangeNameorNumber
GRO09 3 DO you want to change the group’s spelled name? PH_Group_ChangeNameorNumber
GRO10 3 Do you want to change the group’s recorded name? PH_Group_ChangeRecordedName
GRO11 3 Do you want to delete this member? PH_Group_ConfirmorDelete
GRO12 3 I'm sorry, I cannot presently change this group. PH_Group_SorryCantChangeGroup
GRO13 3 Group number. .. PH_Group_Number
PH_Group_NumberConflicts
PH_Group_NameAndOrNumber
PH_Group_GroupNumber
GR0O14 3 Added. PH_Group_AddedorDeleted
GRO15 3 Has the following members. PH_Group_HasTheFollowingMembers
GRO16 3 Please enter the first three letters of the group’s PH_Group_EnterFirst3Letters
name.
GRO17 3 Please enter the group number. (Not used in current version.)
GRO18 3 Please enter the three digits of the group number. (Not used in current version.)
GRO19 3 At the beep, state the name of the group. Press star PH_Group_RecordGroupName
when you are finished.
GRO20 3 Are you sure you want to delete... PH_Group_SureYouWantToDelete
GRO21 3 Private group created. Ready to add the first member PH_Group_Created
to this group.
GR022 3 Open group created. Ready to add the first member to PH_Group_Created
this group.
GR023 3 open group... PH_Group_NameAndOrNumber
GR024 3 Conflicts with an existing group number. Would you PH_Group_NumberConflicts
like to choose another group number?
GRO25S 3 The following groups exist: PH_Group_TheseExist
GRO26 3 The group number is... PH_Group_TheNumberIs
GRO27 3 The group’s voice name is... PH_Group_TheVoiceNamels
GRO28 3 The numbers corresponding to the first three letters PH_Group_TheNumberIs
of the group’s name are:
GRO29 3 There are no matches to the group number you entered. PH_Group_NoMatches
GRO30 3 There are no further matches to the group number you PH_Leave_NoSuchExtensionOrName
entered. PH_Group_NoMatches
GR0O31 3 There are no matches to the three letters you entered.

PH_Group_NoMatches
PH_Group_NoMoreMatches
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GR032 3 There are no groups. PH_Group_ThereAreNoGroups
GRO33 3 Would you like to add members to this group? PH_Group_LikeToAddToThisGroup
; GR034 3 Would you like to add members to this group list? PH_Group_LikeToAddMembers
GR035 3 Would you like to change the name of this group? PH_Group_LikeToChangeName
GRO036 3 This group has no members. PH_Group_NoMembers
GR037 3 There are no matches to that extension number. PH_Group_NoMoreMatches
GR038 3 wWould you like to change this? PH_Group_LikeToChangeThis
GR039 3 Would you like to change your groups? PH_Sub_LikeToChangeGroups
GR040 3 Would you like to continue with group maintenance? PH_Group_LikeToContinueMaint
GRO41 3 Would you like to create a new group? PH_Group_LikeToCreateNewGroup
GR042 3 Would you like to delete a group? PH_Group_LikeToDeleteAGroup
GR043 3 Would you like to delete another group? PH_Group_LikeToDeleteAnother
GR044 3 Would you like to delete members from this group? PH_Group_LikeToDeleteFromThis
GR045 3 Would you like to create another group? PH_Group_LikeToAddanother
GR046 3 Would you like to delete members from this group list? PH_Group_LikeToDeleteMembers
GR047 3 Would you like to edit a group? PH_Group_LikeToEditAGroup
GR048 3 Would you like to list all your groups? PH_Group_LikeToListAllGroups
GR049 3 Would you like to list members of this group? PH_Group_LikeToListMembers
GRO50 3 Would you like to edit another group? PH_Group_LikeToEditanother
GROS1 3 Would you like to make any more changes to this group? PH_Group_LikeToChangeMore
GR052 3 Would you like to make changes to another group? (Not used in current version.)
GRO53 3 Would you like to record a message for this group now? PH_Group_RecordMessageNow
GR0O54 3 Would you like to review the list of your groups? PH_Group_ReviewListofGroups
GROS55 3 Would you like to review this list? PH_Group_LikeToReviewList
GR056 3 To add a member... PH_Group_AddMemberbyName
GR057 3 To delete a member... PH_Group_DelMemberbyName
GR058 3 To add another member... PH_Group_ContAddMemberbyName
GR059 3 To delete another member. .. PH_Group_ContDelMemnberbyName
GRO60 3 When you are finished selecting names from the list, PH_Group_WhenFinishedPressStar
press star.
GRO61 3 Please enter the three digits of the group number. PH_lLeave_AskForGroupNumber
PH_Group_EnterGroupNunber
GR062 3 Is number... PH_Group_NameAndOrNumber
GR063 3 Open Group number... PH_Group_NameAndOrNumber
HDOO1 3 I'm sorry, all lines are busy. PH_Hold_allStillBusy
HDOO2 3 I'm sorry, all lines are still busy. PH_Hold_allStillBusy
HDOO03 3 Is still on the phone... PH_Hold_NameStillBusy
HDQ04 3 Calls are answered in the order received. PH_Hold_YouAreInLine
HDOOS 3 If you’d like to hold, press 1; to leave a message PH_Hold_YouAreInLine
press 2.
HDOO6 3 To continue to hold, press 1; to leave a message press PH_Hold YouAreInLine
2. Or, to try another extension, press the pound key.
You must press a tone to remain connected.
HDOO7 3 i.will attempt to put you through, please stay on the PH_Hold_AttemptPutYou
ine.
HD0O8 3 While you are holding, you may press 2 to leave a PH_Hold_HoldOptions
message, Or the pound key to try another extension at
any time.
HDOOS 3 Remember, you may press 2 to leave a message, or the PH_Hold_HoldOptions
pound key to try another extension at any time.
HDO10 3 You are first in line. PH_Hold_YouAreInLine
PH_Fax_YouAreInLine
;1HD011 3 You are second in line. PH_Hold_YouAreInLine
PH_Fax_YouAreInLine
HD012 3 You are third in line. PH_Hold_YouAreInLine

PH_FaXx_YouArelInLine
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HDO013 3 You are fourth in line. PH_Hold_YouAreInLine
PH_Fax_YouAreInLine
HDO014 3 You are fifth in line. PH_Hold_YouAreInLine
PH_Fax_YouArelInLine
HDO15 3 You are sixth in line. PH_Hold_YouAreInLine
PH_Fax_YouAreInLine
HDO16 3 You are seventh in line PH_Hold_YouArelInLine
PH_Fax_YouAreInLine
HDO017 3 You are eighth in line. PH_Hold_YouArelInLine
PH_Fax_YouAreInLine
HDO18 3 You are ninth in line. PH_Hold_YouArelInLine
PH_Fax_YouArelInLine
HD019 3 You are tenth in line. PH_Hold_YouAreInLine
PH_Fax_YouAreInLine
HD020 3 There are over 10 calls holding ahead of you. PH_Hold_YouAreInLine
) PH_Fax_YouArelnLine
HDO021 3 And I have too many lines holding already. PH_Hold_TooMany
HD022 3 I'm sorry the line is no longer busy, but now it PH_Hold_NoLongerBusy
: doesn’t answer.
HD023 3 <Hold music 0> PH_Hold_HoldMusic
HD024 3 <Hold music 1> PH_Hold_HoldMusic
HD025 3 <Hold music 2> PH_Hold_HoldMusic
HD026 3 <Hold music 3> PH_Hold_HoldMusic
HDO27 3 <Hold music 4> PH_Hold_HoldMusic
HD028 3 <Hold music 5> PH_Hold_ HoldMusic
HD029 3 <Hold music 6> PH_Hold_HoldMusic
HDO30 3 <Hold music 7> PH_Hold_HoldMusic
HDO31 3 <Hold music 8> PH_Hold_HoldMusic
HD032 3 <Hold music 9> PH_Hold_HoldMusic
HDO33 3 If you’d like to hold, please say ves; to leave a PH_Hold_YouAreInLine
message, remain silent.
HD034 3 To continue to hold, please say yes; to stop holding, PH_Hold_YouArelInLine
remain silent.
MBOO01 3 I'm sorry, I did not hear your selection. Please PH_Box_BadIDorPassword
reenter your selection now.
MB002 3 I'm sorry, the security code you entered isn’t PH_Box_BadIDorPassword
correct.
MBOO03 3 Is not available right now. PH_Box_JIsGone
: PH_Box_NamelsGone
MB004 3 Is out today. PH_Box_IsGone
PH_Box_NameIsGone
MB0OS 3 Is on the phone now. PH_Box_IsGone
PH_Box_NameIsGone
PH_Hold_NameStillBusy
MBO06 3 1’11 record your message at the tone. When vou are PH_Box_WillRecordMessageNow
finished, hang up or stay on the line for further
options.
MBOO07 3 If you need further assistance, press the pound key PH_B8ox_Goodbye
now. Thank you and goodbye.
MB0O08 3 If you’'d like to leave a message, I'll record it now. PH_Box_WillRecordMessageNow
PH_Box_WillTakeMessageBeep
MBOO0S 3 Please hold on while I try that extension. PH_Xfer_ HoldOn
MBO10Q 3 " call for... PH_Xfer_CallForName
PH_Xfer_CallForExt
MB0O11 3 Whom may I say is calling? PH_Xfer_ WhomIsCalling
MBO12 3 Call from... PH_Xfer_CallFrom
MB013 3 Please press 1 to take the call, or 2 and I‘'ll take a PH_Xfer Confirm
message.
MB014 3 I'm sorry, maximum recording time was exceeded. PH_Box_FirstEditMenu
PH_Box_MaxRecordingTimeExceeded
MB015 Box number. .. PH_Chk_BoxNo PH_Fax_Greet
MB016 3 Thank you, and goodbye. PH_Box_VoiceDetectBoxGoodbye

PH_Box_Goodbye
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MBO17 3 The person you are trying to reach... PH_Box_NameIsGone
PH_Hold_NameStillBusy
MB018 Call transferred... PH_Chk_TransferedToFax
MB019 Please state who should receive this FAX and what it‘s PH_Fax_AnnotatePublic
about.
MB020 3 Please hold on while I try the FAX machine. Remember, PH_Xfer_ HoldOn
press the start button when your hear the tone.
MB021 3 Thank you. If you’d like to listen to your message PH_Box_FirstEditMenu
press 2, to re-record it press the pound key.
MB022 3 I'1ll record your message at the tone. When you are PH_Fax_AnnotateFollowup
finished, please stay on the line to be transferred to
a fax machine.
MEQO1 4 To check new messages, press 4, leave messages 5, PH_Opt_ToCheckNewMessages
review old messages 6, setup options 7.
MEQO2 4 To hear new messages, press 4, leave messages 5, PH_Opt_NewMessages
review old messages 6, setup options 7.
MEQO3 4 There are no new messages. To leave messages press 5, PH_Opt_NoNewLeaveMessages
review old messages 6, setup options 7.
MEQ04 4 There are no new messages. To hear return receipts PH_Opt_NoNewHearRecelpts
press 4, leave messages 5, review old messages 6,
setup options 7.
MEQOS5 4 To hear return receipts, press 4, leave messages 5, PH_Opt_HearReceipts
review old messages 6, setup options 7.
MEQQ6 4 To leave messages press 5, review old messages 6, PH_Opt_LeaveMessages
setup options 7.
MEQO7 4 Message delivery. For your work phone press 4, home PH_Opt_MessageDelivery
phone 5, pager 6, spare phone 7.
MEQO8 4 To change the phone number press 4, schedule 5, PH_Opt_ToChangeThePhoneNumber
delivery mode 6. PH_Opt_ToChangePhoneEtcPlusFax
MEQ009 4 For greetings press 4, groups 5, transfer or delivery PH_Opt_ForGreetingsPressd
6, personal options 7.
MEOL0 4 To hear current greeting press 4, switch greeting 5, PH_Opt_ToHearCurrentGreeting
: edit standard greeting 6, edit alternate greeting 7.
MEQ11 4 To change your security code press 4, recorded name 5, PH_Opt_ToChangeSecurityCode
spelled name 6, directory status 7.
MEQ12 4 For urgent press 4, private 5, return receipt 6, PH_Opt_ForUrgentPressé
future delivery 7, to finish press star.
ME013 4 To hear this message press 4, cancel 5, change special PH_Opt_ToHearMessagePressé
delivery 6, to finish press star.
MEQ14 4 To hear this message press 4, cancel 5, change special PH_Opt_ToHearMessageNotHeard
delivery 6, list who has not heard it 7, to finish
press star.
MEO15 4 To change transfer number press 4, call screening 5, PH_Opt_ToChangeTrans ferNumber
call holding 6.
MEQ16 4 For transfer options press 4, for delivery options PH_Opt_ForTransferOptionsPress
press 5.
ME017 Main menu. PH_Sub_MainMenu
MEO018 Remember for the main menu, press star; to move back a PH_Sub_HelloOwner
menu, press pound.
MEQ19 4 To add members press 4, delete members 5, list members PH_Opt_iuAddMembersPressd
6, change group name 7.
MEQ20 4 To create a group press 4, edit a group 5, list groups PH_Opt_ToCreateAGroupPress4d
6, delete a group 7.
MEOZ21 4 For voice messages press 4, for totals press 5. PH_Chk_MessageCategoryMenu
NMOO1 4 1 tleading) SUBPH_NumberLeading
NM002 4 2 {leading) SUBPH_NumberLeading
NMOO03 4 3 (leading) SUBPH_NumberLeading
NM004 4 4 (leading) SUBPH_NumberLeading
NMO005 4 5 (leading) SUBPH_NumberLeading
NMO06 4 6 (leading) SUBPH_NumberLeading
© NM0O7 4 7 (leading) SUBPH_NumberLeading
> NM008 4 8 (leading) SUBPH_NumberLeading
NMO009 4 9 (leading) SUBPH_NumberLeading
NM010 4 10 (leading) SUBPH_NumberLeading
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NMOl1 4 11 (leading) SUBPH_NumberLeading

NM012 4 12 (leading) SUBPH_NumberLeading

NMO013 4 10 (trailing) SUBPH_NumberTrailing

NMO014 4 20 {(trailing) SUBPH_NumberTrailing

NMO15 4 30 (trailing) SUBPH_NumberTrailing

NMO1l6 4 40 {trailing) SUBPH_NumberTrailing

NM017 4 50 (trailing) SUBPH_NumberTrailing

NM018 4 zero (leading) SUBPH_NumberLeading

NM019 4 zero (trailing) SUBPH_NumberTrailing

NMO020 4 1 (trailing) SUBPH_NumberTrailing

NMO21 4 2 (trailing) SUBPH_NumberTrailing

NMO022 4 3 (trailing) SUBPH_NumberTrailing

NMO23 4 4 (trailing) SUBPH_NumberTrailing

NMQ24 4 5 {trailing) SUBPH_NumberTrailing

NMO025 4 6 (trailing) SUBPH_NumberTrailing

NMO26 4 7 (trailing) SUBPH_NumberTrailing

NMO27 4 8 (trailing) SUBPH_NumberTrailing

NM028 4 9 (trailing) SUBPH_NumberTrailing

NM029 4 20 (leading) SUBPH_NumberTrailing

NMO030 4 30 {leading) SUBPH_NumberTrailing

NMO031 4 40 (leading) SUBPH_NumberTrailing

NM0O32 4 50 (leading) SUBPH_NumberTrailing

NMO033 4 11 (trailing) SUBPH_NumberTrailing

NMO34 4 12 (trailing) SUBPH_NumberTrailing

NMO035 4 13 (trailing) SUBPH_NumberTrailing

NM036 4 14 (trailing) SUBPH_NumberTrailing

NMO37 4 15 (trailing) SUBPH_NumberTrailing

NM038 4 16 (trailing) : SUBPH_NumberTrailing

NMO39 4 17 (trailing) SUBPH_NumberTrailing

NM040 4 18 (trailing) SUBPH_NumberTrailing

NMQ41 4 19 (trailing) SUBPH_NumperTrailing

NM042 4 Oh (leading zero) SUBPH_Time

NM043 4 Pause. SUBPH_NumberString

OP001 4 Hello, ExecuMail messaging system... PH_Open_HelloThisIsThe

OP002 4 If you are calling from a touchtone phone, you may PH_Open_IfYouKnowExtension
enter the extension at any time. If you don’t know the
extension, press 411 for a directory.

OoPQ003 4 Otherwise, please stay on the line and an operator PH_Open_IfYouKnowExtension
will be right with you.

OP0O03.P 4 Otherwise, please answer the following questiong and PH_Open_IfYouKnowExtension
11l make sure your message gets attention.

SD001 4 This message has no special delivery. PH_Sndl_NoSpecialDelivery

SD002 4 Send it this way? PH_Spdl_SendThisWay

SD003 4 To send it this way, press 1. PH_Spdl_ToSendThisWay

3D004 4 Would you like special delivery for this message? PH_Sub_LikeSpecialDeliveryRedir

PH_Spdl_LikeSpecialDelivery

sD005 4 © Would you like special delivery for this reply? PH_Spdl_lLikeSpecialDeliveryRep

SD006 4 Would you like to change special delivery for this PH_Spdl_LikeToChangeSpecial
message?

SD007 4 Marked as private. PH_Spdl_MarkedPrivateSK

SD008 4 Marked as private. Keep it private? PH_Spdl_MarkedPrivateSK

SD009 4 Mark it private? PH_Spdl_MarkedPrivateYN

SD010 4 Not private. PH_Spdl_MarkedPrivateSK

SDO11 4 This message cannot be redirected. PH_Spdl_NoRedirect

SD012 4 Marked for return receipt. PH_Spdl_MarkedReceiptSK

SD013 4 Marked for return receipt. Keep return receipt? PH_Spdl_MarkedReceiptSK

8 - Prompt By Number



[Promptl DiskIPrompt Text

Phrase({s) Containing Prompt

SD014 4 Mark for return receipt? PH_Spdl_MarkedReceipt¥N
SD015 4 No receipt. PH_Spdl_MarkedReceiptSK
. SD016 4 With return receipt requested. PH_Spdl_WithReceipt

SD017 4 Marked as urgent. PH_Spdl_MarkedUrgentSK

sDO18 4 Marked as urgent. Keep it urgent? PH_Spdl_MarkedUrgentSK

SD019 4 Mark it urgent? PH_Spdl_MarkedUrgentYN

SD020 4 Not urgent. PH_Spdl_MarkedUrgent SK

SD021 4 For urgent delivery, press 9. PH_Box_FirstEditMenu
PH_Box_NextEditMenu

SD022 Urgent. PH_Chk_XUrgent

SD023 If this is an urgent message, press 9. PH_Box_IfThisisUrgent
PH_Box_FirstEditMenu

3D024 4 This urgent message... PH_Spdl_UrgentPrivateMessage

sSD025 4 This private message... PH_Spdl_UrgentPrivateMessage

SD026 4 This urgent private message. .. PH_Spdl_UrgentPrivateMessage

SD027 4 Pre-recorded... PH_Chk_PrerecordedAt

3D028 4 Mark for future delivery? PH_Spdl_MarkFuture

SD029 4 Would you like to change to immediate delivery? PH_Spdl_ChangeToImmediate

SD030 4 Would you like to keep that? PH_Spdl_KeepFuture

sSD031 4 Marked for delivery... PH_Spdl_MarkedForDelivery

SL001 5 How nice to hear from you. PH_Gst_HowNiceToHear

SL002 5 Remember, 1 for yes and 2 for no. PH_Sub_HelloOwner

SLO03 5 Got your last message... PH_Chk_Receipt

SL004 S And left a message. (Not used in current version.)

SL.005 5 But left no reply. PH_Chk_ButLeftNoReply

51006 5 Left a message. PH_Chk_MsgLeft

SL007 S Hasn’t heard your last message yet. PH_Leave_HasntHeardLast

SLO08 5 Your message box has a message. PH_Chk_YourMessageBox

SLOO09 5 The message is... PH_Chk_FirstNextMessagels
PH_Chk_TheMessagels
PH_Chk_MessageForGroup

SL010 5 There’s also this message. PH_Chk_AlsoThisMessage

SL011 This is a message for... PH_Chk_FirstNextMessageFor
PH_Chk_MessageForGroup

SL012 5 If you’d like to leave a message, I’'ll record it now. PH_Leave_LikeToLeave

51013 5 Please enter your personal security code. PH_Sub_EnterPersonalCode

S1.014 5 Would you like me to archive this? PH_Chk_LikeToArchive

SL015 5 For no reply press 2, otherwise I‘ll record your PH_Chk_ForNoReply

message now.

SL01l6 5 There are no further messages. PH_Chk_YouStillHaveNew
PH_Chk_YouStillHaveUrgent
PH_Chk_NoFurther

SL017 5 This is ExecuMail calling with a message for... PH_Box_HelloIHaveACallFor

SL018 5 Recorded. .. PH_Chk_kecordedAt

SLO019 5 For... (Not used in current version.)

SL020 5 Would you like to review or redirect old messages? (Not used in current version.)

SL.021 5 Has an old message to review. PH_Chk_MsgHas

S1.022 5 Would you like to redirect this? PH_Chk_LikeToRedirect

SL023 5 Would you like to record an introduction? PH_Leave_LikeRecordIntroduction

S1.024 s I'll copy the message now. PH_Leave_WillCopyMessageNow

SL.025 5 This message cannot be redirected. (Not used in current version.)

SL026 5 The next message is... PH_Chk_FirstNextMessagels

SL027 5 wiulf you like to redirect this message to anyone PH_Leave_LikeToRedirect

else?
S1,028 5 Message saved as new. PH_Chk_SavedasNew
SL.029 Press 1 to add to your message, 2 to listen to it, the PH_Box_FirstEditMenu

pound sign to re-record it or if you’re satisfied with PH_Box_NextEditMenu

your message, press the star key to send it.
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SL030 5 Listen to the rest? PH_Chk_ListenToRest
PH_Leave_ListentotheRest

SL031 5 Has a message for you. PH_Chk_MsgHas

SL032 5 There are no new messages. PH_Chk_YouHaveNew
PH_Chk_YouHaveUrgent

SL033 5 There are no old messages to review. PH_Chk_YouHaveReview

SL034 5 You have one old message to review. PH_Chk_YouHaveReview

SL0O35S 5 You have one new message. (Not used in current version.)

SL036 5 One new message. (Not used in current version.)

SLO037 5 You still have one new message. PH_Chk_YouStillHaveNew

SL038 5 You still have... PH_Chk_YouStillHaveNew )

PH_Chk_YouStillHaveUrgent
PH_FaxCk_YouStillHaveFaxes

SL039 5 You have... . PH_Chk_YouHaveNew
PH_Chk_YouHaveUrgent
PH_Chk_YouHaveReview
PH_FaxCk_YouHaveFaxes

SL.040 5 New messages. PH_Chk_YouHaveNew
PH_Chk_YouStillHaveNew
PH_Chk_MsgHasntGot
PH_Chk_MsgGotall
PH_Chk_MsgLeft

SLO41 5 Messages to review. PH_Chk_YouHaveReview

PH_Chk_MsgHas
© SL042 5 From. .. PH_Chk_From

SL.043 5 The first message is for... PH_Chk_FirstNextMessageFor

SL044 5 The next message is for... PH_Chk_FirstNextMessageFor

SL.045 5 Playback paused. PH_Pause_PlaybackPaused

SL046 5 Press pause to continue playing. PH_Pause_PauseToPlay

SL047 5 Left... ' PH_Chk_LeftX PH_Chk_MsgLeft

S1,048 5 Would you like to hear it? PH_Chk_WouldLikeToHear
PH_Chk_LikeToHearIt

SL049 5 Would you like to hear them? PH_Chk_WouldLikeToHear

SLO50 5 Would you like to check it? PH_Chk_WouldLikeToCheck .

SLO51 5 Would you like to check them? PH_Chk_WouldLikeToCheck :

SLO52 5 Has... PH_Chk_MsgHas

SL053 5 Your message box... PH_Chk_YourMessageBox

SL054 5 The first message is... PH_Chk_FirstNextMessagels

SLOSS 5 End of urgent messages. PH_Chk_EndoOfuUrgent

SL056 5 For your return receipts, press 1. <pause> PH_Chk_ForReceipts

SL057 5 Got all your messages and left... PH_Chk_MsgGotall

SL058 5 Got all your messages and left a message. PH_Chk_MsgGotall
PH_Chk_GotAndLeft

SLO59 5 Got all your messages and left an urgent message. PH_Chk_MsgGotall
PH_Chk_GotAndLeft

SL.O060 5 Got the message you sent... PH_ Chk_PerMessageReceipt

SLO61 5 Got your last message. (Not used in current version.)

SL062 5 Got your last message to... PH_Chk_GotYourMessageTo

SLO063 5 Has not heard this message. PH_Leave_PersonHasNotHeardMsg

SLO64 5 Hasn’t heard your last message but left... PH_Chk_MsgHasntGot

SLO6&S 5 Hasn’t heard your last message but left a message. PH._Chk_MsgHasntGot
PH_Chk_HasntGotButLeft

SLO66 5 Hasn't heard your last message but left an urgent PH_Chk_MsgHasntGot

message. PH_Chk_HasntGotButLeft

SLO67 5 Received... PH_Chk_ReceivedAt

SLO68 5 You still have one urgent message. PH_Chk_YouStillHaveUrgent

SLO69 S Has an urgent message for you. PH_Chk_MsgHas

SLO70 5 Left an urgent message for you. PH_Chk_MsglLeft

SLO071 5 Your message box has an urgent message. PH_Chk_YourMessageBox

SL072 5 You have one urgent message. PH_Chk_YouHaveUrgent
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second pauses, press the pound key. Press star when
you are finished.

SLO73 5 Urgent messages. PH_Chk_YouHaveUrgent
PH_Chk_YouStillHaveUrgent
PH_Chk_MsgHasntGot
PH_Chk_MsgHas PH_Chk_MsgGotAll
PH_Chk_MsgLeft
SL074 5 I'm sorry I can’'t access this message right now. PH_Leave_CantAccessMessage
SLO75 5 I'm sorry I can’t access the next message right now. PH_Leave_CantAccessMessage
SL076 5 Continue reviewing this message? PH_Chk_ContinueReviewingThis
SL077 5 Guest number... PH_Gst_GuestNumber
SL078 5 1 new messagé. SUBPH_1-10NewMessages
SL079 5 2 new messages. SUBPH_1-10NewMessages
SL080 57 3 new messages. SUBPH_1-10NewMessages
SLogl 5 4 new messages. SUBPH_1-~10NewMessages
SL082 5 5 new messages. SUBPH_1-10NewMessages
SL083 5 6 new messages. SUBPH_1-10NewMessages
SL.084 s 7 new messages. SUBPH_1-10NewMessages
S1.085 5 8 new messages. SUBPH_1-10NewMessages
SL086 5 9 new messages. SUBPH_1-10NewMessages
5L087 5 10 new messages. SUBPH_1-10NewMessages
SL088 S 1 urgent. PH_Chk_XUrgent
sSL089 5 2 urgent. PH_Chk_XUrgent
5L090Q 5 3 urgent. PH_Chk_XUrgent
SL091 5 4 urgent. PH_Chk_XUrgent
SL092 5 5 urgent. PH_Chk_XUrgent
SL093 5 You have 1 new message... SUBPH_YouHavel-10NewMessages
SL094 5 You have 2 new messages SUBPH_YouHavel-10ONewMessages
SL.095 5 You have 3 new messages SUBPH_YouHavel-10NewMessages
SL096 5 You have 4 new messages... SUBPH_YouHavel-10NewMessages
SL.097 5 You have 5 new messages... SUBPH_YouHavel-10NewMessages
SL098 5 You have 6 new messages... SUBPH_YouHavel-10NewMessages
SL099 5 You have 7 new messages... SUBPH_YouHavel-10NewMessages
S1.100 5 You have 8 new messages... SUBPH_YouHavel-10NewMessages
SL101 5 You have 9 new messages... SUBPH_YouHavel-10NewMessages
SL102 5 You have 10 new messages... SUBPH_YouHavel-10NewMessages
SM001 5 Press yes to reset a personal message box. PH_SBOwn_LikeToResetBox
SM002 5 Please enter the box number to reset. PH_SBOwn_EnterBoxToReset
sSM003 5 Would you like to set a security code? PH_SBOwn_LikeToSetSecurityCode
SM004 5 Would you like to record a voice name? PH_SBOwn_LikeToRecordVoiceName
SM005 5 Would you like to record a personal greeting? PH_SBOwn_LikeToRecordGreeting
SP001 6 Would you like to access your setup options? PH_Sub_LikeToAccessSetup
SP002 6 If you’d like to try an extension, you may do so now. PH_Sub_SeeYoulater
See you later.
SPOO3 6 Would you like to do anything else? PH_Sub_LikeToDoAnythingElse
SP004 6 There are no further matches to the three letters you PH_Leave_NoSuchExtensionOrName
entered. PH_Group_NoMatches
PH_Group. NoMoreMatches
SP00S 6 Would you like to delete it? (Not used in current version.)
SP006 6 Would you like to change your greetings? PH_Sub_LikeToChangeGreetings
SP007 6 There is no current greeting. (Not used in current version.)
SP008 6 Your current greeting is... PH_Sub_YourGreetingIs
SpP009 6 The current phone number is... PH_Sub_TheCurrent PhoneNumberls
SPO10 6 Would you like to change the current phone number? PH_Sub_LikeToChangePhoneNumber
SP011 6 Enter the new phone number now. Press star when you (Not used in current version.)
are finished.
. SP012 [ Enter the digits of the new phone number. To insert 1 PH_Sub_EnterNewPhoneNumber
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SP013 [ The new phone number is... PH_Sub_TheNewPhoneNumberIs
SP014 6 Would vou like to change it? PH_Dlv_LikeToChange '
PH_Sub_WouldYouLikeToChange
PH_Sub_TXWouldYouLikeToSwitch
PH_Sub_LikeToChangePhoneNumber
SP015 6 Would you like to change your delivery options? PH_Sub_LikeToChangeDelivery
SPOl6 6 Would you like to change your personal options? PH_Sub_LikeToChangeOptions v
SP0O17 6 No security code has been set. PH_Sub_NoSecurityCodeHasBeenSet
s5P018 6 Would you like to set your security code? PH_Sub_LikeToSetSecurityCode |
PH_Sub_SetSecurityCode [
SPO19 6 Please enter your new security code. Press star when PH_Sub_EnterSecurityCode
you are finished. To delete your security code, just
press star now.
SpP020 6 Choose a code that you will not forget. The code PH_Sub_ChooseACodeWillNotForget
should be 3 to 10 digits. Please enter your security
code now. Press star when you are finished.
SP021 6 Please enter your new security code. The code should (Not used in current version.)
be 3 to 10 digits. Press star when you are finished.
To delete your present security code, just press star
now.
sSp022 6 Would you like to delete your security code? PH_Sub_WouldYouLikeToDeleteCode
SP023 6 Your security code has been deleted. PH_Sulb_SecurityCodeDeleted
SP024 6 Your security code has not been changed. PH_Sub_SorryCodesDidNotMatch
SPQ25 6 Please re-enter your new security code to confirm it. PH_Sub_EnterSecurityCode
Press star when you are finished.
SP026 6 I‘m sorry, the two security codes you entered don’t PH_Sub_SorryCodesDidNotMatch
match. .
sP027 6 Your new security code has now been activated. PH_Sub_SecurityCodeNowActive
SP028 6 Not recorded. Please note that it is best to have a PH_Sub_YourNewNameIs
recorded name.
SP029 6 Qkay, state your name now. Please state only your (Not used in current version.)
name. -
SPQO30 6 Your new name 1is... PH_Sub_YourNewNamels
SPO31 6 Extension... PH_Chk_Extension
PH Xfer_CallForExt
SP032 6 Urgent message delivery is currently... PH_Dlv_UrgentDeliveryIs
SP033 6 I'm switching to your alternate greeting which PH_Sub_SwitchingToGreeting
currently is...
SP034 6 I'm switching to your standard greeting which PH_Sub_SwitchingToGreeting
currently is...
SPO35 6 Would you like to make this greeting active? PH_Sub_MakeThisCurr