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Welcome to Enterprise Edge Unified
Messaging

About unified messaging

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

With unified messaging you can send and receive messages that include any combination
of voice and text. Here are some of the many ways you can use unified messaging:

» Listen to voice messages

* Record and send voice messages

* Forward and reply to voice messages

* Add message options such as urgent and private
» Add voice or text file attachments to messages

» Create personal distribution lists

» Change your password

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

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

System requirements

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

e asound card
* amicrophone
» speakers
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4 Logging on

Logging on

Use your voicemail password to log on to unified messaging.

To log on from your PC

e 1. On your desktop, double-click the
Microsoft Outlook icon.
r(\? \\ r(_ The Login to unified messaging
NDF{THEHN TELECON dialog box appears.
2. In theMailbox box, type your
Mailbox: | mailbox or extension number.
Basoword: | 3. In thePasswordbox, type your
ITI c | password.
i 4. Click theOK button.
The Microsoft Outlook window
appears.

Shortcut log on

1. Right-click the mailbox icon qn the

Send Text Message Windows taskbar and then click

) Open Inbox.
v . . .
Send Yoice Message The Login to unified messaging
Double Click Action  * dialog box appears.

=z 2l Leg (0 2. In theMailbox box, type your

mailbox or extension number.

3. In thePasswordbox, type your
password.

4. Click theOK button.
The Microsoft Outlook window
appears.

Remote log on

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

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

To change your voicemail
password from Microsoft Exchange
or Microsoft Outlook

1. On the Outlook window, clickools
Taiget &tiendant | Femote Call Forward | Message Noliication | Outbound Trarsier | and then clicknailbox mana ger.
Spoken Mame | Greetings | Personalized Greetings Password . K
uenipasert [ Ceaal | The Mailbox Manager dialog box
NewPassword | appears.

Werify Passwaord: I
' 2. Click thePasswordtab.

3. In theCurrent Password box, type
your current password.

4. In theNew Passwordbox, type your
new password.

QK I Canicel Apply Help |

5. In theVerify Passwordbox, type
your new password.

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

Unified Messaging for Microsoft Exchange
and Outlook

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

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

€= Inhox - Microsoft Dutlook
Voicemail File Edit Yiew Go Todls Compose Help
F0|de!—3 @v = -p||||§|ﬁ|r)|I:B)(|ﬁa@L.§|Mssageswnhnutowewew - E@@|@w|
contain
your Date and
. ate an
received, -G Personal Folders | [ Cf[#]8[From [Subject # [Received M}l/time
sent and (@ Calendar 0 LamMatthew  Call from Lam Matthed  Fri8/20/99 9:35.4 received
dE_leted . . 2 Contacts B @ Ramnauthlloyd Call from Ramnauthlloyd Fri 8/20/99 9:34 A...
voicemail g PE‘B‘Ed Items 0 Salahub, Brett Call From Salahub, Brett Fri 5/20/29 9:32 AM
messages oo
9 Joumal
{2 Motes
@ Outbox .
After vou -G Sent Items = Subject
delet Y To: Witch\ow,Néi{ Subject: Call from Ramnauth Lioyd shows the
miessggae it =~ sender and
. ' if the
;S rBO}/etdd message is
0 Delete voice or
Items. To B text.
delete
messages
completely,
empty the 5
Deleted
ltems |13 Items, 2 Unread / \
folder.
An exclamation mark means that A paperclip means that
the message is urgent the message has an

attached file
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Reviewing your messages 7

Reviewing your messages

To play un

ified messaging voice messages from your computer, your computer must have

a sound card and speakers.

Message notification

When you

have a new message the mailbox icon on your Windows taskbar displays an

exclamation mark.§g
After you play your message, the exclamation mark disappfg;'s.

To play a voice message

™ Call from SMITH. PAT  [4036405805) - Message =] S | DOUb'G-C”Ck the VOiCG message iCOﬂ
File Edit View Insert Format Tools Compose Help . . .
BoReply | W Reply o All [¥2 Forward @ 8 | ¥ |5 %+ - - in the unified messaging Inbox.
From: 4036405805 SMITH, PAT Sert; Tue 6/15/99 3:39 PM The message appears in a Separate
L window.

Yoice Message

2. Double-click the Voice Message icon

= :
to play the voice message.
The unified messaging player
appears.
The unified messaging player
- Closes the unified

I8 unified messaging player

/
Rewinds the Fast forwards Plays the message Downloads and
message the message plays the voice
message
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8 Creating messages

Creating messages

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

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

To record and send a voice message

Insert Object =g 1. On the Microsoft Exchange or

ket T o | Microsoft Outlook toolbar, click the
9 it E‘:g:k?e?po?grﬂgn[t:ontml ;I Cancel | NeW Mall Messagecon'
€ Gedefomfie  |[LnEe s A new message window appears.

wang Image Scan Control

wiebViewFolderlcon Class I Display As lcan . . .
WardPad Document Z| 2. Click inside the body of the message.
Result —
s 2z e S e e s 3. Click thelnsert menu and then click
Object.

The Insert Object dialog box appears.

4. In theObject Type list, click Wave
Sound

5. Select th&€Create Newoption.

6. Click theOK button.

_ The Sound Object dialog box opens.
4| Sound Object in Untitled - M... PI[=l [ |

e [Eeit [Eifseie Al 7. Record your voice message and click
ERei Length: the Closebutton to return to your
0.00 sec. 0.00 gec. message.
[
I 8. Click theTo button to open the
i | - | > | - | & address books and address your

message.

9. Add the attachments and options you
require. Seéddding attachments to

messagesn page 10 anfletting
message optionsn page 13.

10. Click theSendicon to send your
voice message.
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Creating messages 9

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

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

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

3. In theFile namebox type a name for the file and in thave as typdist box
select .rtf.

4. Select a folder to keep the file in and then clickShaeebutton.

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

2. Type or paste text into the message and then clicRehdbutton.

To save a text message

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

2. In theFile namebox type a name for the file and in thave as typdist box
select .rtf.

3. Select a folder to keep the file in and then clickSheebutton.
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10 Forwarding and replying to messages

Forwarding and replying to messages

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

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

2. If you want to forward the message, click Bmward icon and address the message
or
if you want to reply to the sender of the message, clicReydy icon
or
if you want to reply to the sender and all the recipients of the message, click the
Reply to all icon.

3. Click theSendbutton.

Adding attachments to messages

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

To attach a file to a message

InsertFile zx 1. In an open message, click tinsert
Logkin: W e[ i i i

Nnrtal's[nmputav [&2 RoboHELP Office oK | Flle ICOn ) i

s B e o | The Insert File dialog box appears.

= shorteut to zbpdbonz
B chorteut o Zealedan
B shorteut to Zealpoon

[E9My Briefrase
i

2. Type the name of the file that you
want to attach in thEile namebox

and click theOK button, or double-
File name: l—;l Text or property: - Find Now . . y . .
gty N | NN =7 click the file’s icon to attach it.

\9 files) Found.

3. Inthelnsert as option, select
Attachment.

4. Click theSendicon.
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Addressing messages 11

Addressing messages

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

To add a voicemail address book
address to your Personal Address

Book
1. Onthe Microsoft Outlook or the
Fie Edt View ook Help Microsoft Exchange toolbar, click the
LJ| @ eS| Fal A M2 Address Bookicon.
Tupe Mame or Select from List Show Mames fram the; The Address Book W|nd0W appears
| 2
e vy B 2l 2. From theShow Names from thdist
RLSHTGN SUZANNE N o070 box selecwoicemail address book
RYERSOM.CHRIS ke 8036
SCHEIBE,TRES ke 5255
SCOTT . JIM Mk 9166 . .
LM PE-LA: [ e 3. Click the name you want and click
SOLOSEY RICHARD Mk 5209
STANEDLL et i 20 - the Add to Personal Address Book
STEEDMAH ANDY N 8041 button. @l
STOAUINTIM MARE, Wk 2044 _DILI
KN

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

File Edt “iew Tools Help
@l Bl & %l

Type Mame or Select from List:

Show Mames from the:

Yoicemail Address Book -

RICHARDS JODY M 8025 ;l
ROLAND MIEE NWM 5250
RUDD.DONELLA, N 8154
RUSHTOM SUZANMNE N 2070
RYERSOMN CHRIS N 8036
SCHEIBE.TRES MM 5255
SCOTT.IM N 8166
SECURITY SECURE WM 8138
SMITH, PAT 3184
SOLOSKY RICHARD M 5209
STAMBOULIE JOE NWM 7220 _|
STECKLE JANE N 8008
STEEDMAN ANDY N 200
STRUINTIN MARE, N 8043

1.

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

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

The Address Book dialog box
appears.

In theShow Names from thdist
box, selecvoicemail address book
or Personal Address Book

Select the name of the recipient or a
distribution list.

Click the To button.

Click the OK button to return to the
message window.
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Setting message options 13

Setting message options

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

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

Properties 2] x]

General |

D]

Type: Message

Location:
Sets the value of the Size
message to Low, »
Normal or High Modified: More
~Optians for this item Sets the sensitivity of

L the message to
Importance: Sensitivity: | Normal, Personal
Notifies you when \m m:-rmal L Private or

the message has Confidential

been read \ ™ Do not Autodrchive this ikem

W Read receipt requested
Notifies you of /4_ Delivery receipt requested

delivery /|7 Save copy of sent message
Send Options, .. |

Saves a copy of the
message to your Sen

Message folder oK I Cancel | Gpi |
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14 Creating personal distribution lists

Creating personal distribution lists

You can create a personal distribution list for a group of persons that you often send
messages to. After you create a list, it appears in your Personal Address Book. When you
want to address a message to the group, select the list.

To create a personal distribution list

NewEnty R 1. 'an the I;/Iiéroshoft Outloollg or e
icrosoft Exchange toolbar, click the
Select the entry bype: I )
- Add,e::p o = Address Bookicon.
icrosolt Ml Address _Cancal | The Address Book dialog box
e s b | appears.
Martel Address
Intermet Mail Address . .
-t — 2 C“Ck theNeW Entry Icon. E
e The New Entry dialog box appears.
— Put thiz entry A
& [nthe |Personal &ddress Book j 3 In the IISt Of entry types’ SeleCt .
~ In this message onl Personal Distribution List and click
the OK button.
The New Personal Distribution List
New Personal Distribution List Properties Propertles dlalog bOX appears.
e 4. IntheNamebox type the name of the
Hane: | distribution list.
E
5. Click theAdd/Remove Members
button and type or select members
from the list to add to your new
< _r' personal distribution list.
Add/Remove Members. .. |
addte To | Co | Boo | SendOptions.. 6. Click the OK button in the current
[k | Coree heb | and the next dialog boxes to create

your new personal distribution list.
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