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Welcome to

With CallPilot Desktop Messaging from Nortel Networks you can access your CallPilot
mailbox from your personal computer. You can manage all your voice messages in one
graphical interface. You can still access your mailbox from your telephone at any time.

With CallPilot Desktop Messaging you can:

listen to voice messages

record and send voice messages

forward and reply to voice messages

add message options such as urgent and private
change your CallPilot password

* & & o o

Refer to the online Help available with CallPilot Desktop Messaging for detailed information
not covered in this guide.
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Use your CallPilot password to log on to Desktop Messaging.

To log on from Microsoft Outlook, Lotus Notes, or
Novell Grou.pW|se Q Server: Itolmactrial
1 Open Mlgrosoft Outlook, Lotus Notes, or Novell SMTPAPIM prefs: 1416537
GroupWise.
. . Mailbos: [1234
2 Type your CallPilot password in the Password box. . y |
agsword. T
3 Click the OK button. ~
1 g e

oK I Cancel |

To log on from an Internet mail application

1 Open your Internet mail application. The Password
window is similar to the one shown. Passord for IMAP user 14165977366 on
. tarmactrial.ca.nortel.com:
2 Inthe Password box, type your CallPilot password.
3 Click the OK button. [
Cocd_|

Remote logon

You can log on to your CallPilot mailbox from any computer that has Desktop Messaging installed and
configured in the same way as your office computer. For example, you can use a computer that is set
up for guest access, or your home computer with a dial-up connection to the server.
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Changing your GallPilot password

You can change your CallPilot password from Desktop Messaging or from your telephone.

To access CallPilot Password Change from Microsoft Outlook
1 Inyour Inbox, on the Tools menu, click Services.
The Services dialog box appears with the Services tab open.
2 Select CallPilot Desktop Messaging, and click the Properties button.
3 On the General tab click the Change Password button.

To access CallPilot Password Change from Lotus Notes
1 Inyour Inbox, on the Actions menu, click CallPilot Configuration, and then click the General tab.
2 Click the Change Password button.

To access CallPilot Password Change from Novell GroupWise

1 Inyourinbox, on the Tools menu, click CallPilot Desktop Messaging, select CallPilot Desktop
Messaging Options, and then click the General tab.

2 Click the Change Password button.

To access CallPilot Password Change from Internet mail applications

You must have the CallPilot Player installed on your computer.

1 Click the Windows Start button, select Programs, select Nortel Networks CallPilot Desktop
Messaging, and then click CallPilot Player.

2 Onthe Tools menu, click Options, and then select the IMAP Server Configuration tab.

3 Click the Change Password button.

To change your password

1 Inthe Old password box, type your current CallPilot Password Change =]
assword.
P 0ld password: | “““““““
2 Inthe New password box, type your new password.

Mew pageword: I ********

3 Inthe Validate password box, type your new

password again. Walidate passward; [
4  Click the OK button. — —
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Sending a message to an external recipient

CallPilot supports two types of voice files: wav and vbk.

If you want to send messages to external recipients who are not on your CallPilot system, you can
configure CallPilot to use the format that is appropriate for the recipient.

To configure CallPilot to automatically use the format that is appropriate for your recipients

1

On the Tools menu click Services.
The services dialog box opens.

In the list select CallPilot Desktop Messaging.

Click the Properties button.
The CallPilot dialog box opens with the General tab open.

Select the Use CallPilot form check box.
Click the OK button.

Now when you send messages to CallPilot and non-CallPilot recipients, CallPilot automatically sends
the message in the format that is appropriate for the recipient.
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GallPilot Desktop Messaging
for Microsoft Outlook

You can use CallPilot Desktop Messaging with Outlook 98, Outlook 2000 and Outlook XP. When you
open Microsoft Outlook, your CallPilot messages appear in the Inbox under the CallPilot Message
Store. From the Inbox, you can open, move, copy, delete, forward, and reply to messages, and
compose new messages.

The CallPilot indicator in the Windows system tray turns red when you have a new message.

The CallPilot To open a Read receipt shows New messages To create a new
Message message, double- that your message was appear in bold message, click
Store click the message opened by the recipient the New CallPilot
contains line Message icon
your
received’ @ Inbox - Microsoft Dutlook N ([=] 3}
sent, and | Bile Edit View Favorites IOYs Actions Express Help
deleied P Hew ~ ‘ =1 | 3 X |m§€|y €54 Reply to Al G Forward |!§5&n}s<Regewe |%‘Fmd % Organize | B \ - | @) L’k ,|
CallPilot bo
messages Foldy List x| 1[0 [g/From [Nobject [Received © \ [=]
=] CallPilat Message Store o Kirchmaier, Cheryl [WIC:9T8... Read: Tomorrow's meeting  Mon 2/4/2002 274 PM
(3 Deleted ltems = sewell, Scott [BYWA9BZ1IEXCH]  RE: CP Mini Message Natworkin.,  Man 2042002 1:34 PM
B Inbox =1 Postery, Patricia [WIC:DSS0:EXCH]  printing duples Mon Z/4/2002 1:13 PM
When vou 25 Outhoy Levchuk, Liza [WIC:DSS0EXC... Re: Feedback request Mon 2/4/2002 1:12 PM
y - S[ Sent ltems ! $ B4 Levchuk, Liza [WIC:D580:EXC... Yacation request Mon 2/4,/2002 1:09 PM
delete a \ % Dutlook, Today - [Maibos - L ) Dhalivial, Hardesp [WICISTE4E, . Documentation wed 1/30/2002 10:52 AM
f N @ Calendar 3 Fraser, Brent [WIC:DSS0:EXCH]  Vacation Database updated wed 1/23(2002 10:43 AM
message Trom |\ ¢ Conlacts A DEE0 ) i i 3
N N el @ Waeyen, John [WIC:DSE0ERCH]  RE: new windows Fri 11/16/2001 9:3 AM
your Inbox, it g DET{‘E tems a 9 Lokus Nokes Fri 6/28/2001 4:41 N
moves to the - |,;|a,:, @ e Ree: suppart RESPONSE 109 £M
Deleted ltems | | €3 Joura
Motes
folder. To &3 Ouibox
delete 5[ Sent lbems
G Tasks
meSSageS ) @ my folders
ermanent! (0 Public Folders
?rom your Y ' 2 &
CallPlot 10 Items, 3 Unread \ \
|
K o\
mailbox, empty Exclamation mark shows Paperclip icon shows \Date and
your Deleted that this message is that this message has time
ltems folder. urgent an attached file received

To work offline

To work offline, you need a computer that has Desktop Messaging installed and configured in the
same way as your office computer.

1 Log on to Microsoft Outlook.

2 Onthe Tools menu, click CallPilot Desktop Messaging, then click Download all CallPilot
Messages.

3  After the messages download, log off.

4  When you log on again, you can choose to work offline. While you work offline, you can review
your messages and record new messages from your computer. CallPilot stores your new
messages in your Outbox and sends them the next time you log on to the CallPilot server.
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Playing a message

To play avoice message
To open a voice message, double-click the message line. The CallPilot Player appears.

You can choose to play your voice messages from your telephone or your computer by clicking the
Telephone or Computer icon on the CallPilot Player. You can change this selection at any time. If you
select Telephone, the phone rings when you open a message, and the message plays when you
answer. If you select Computer, your messages play through your computer’s speakers or your
headphones.

Reply Reply to all Forward
[ CaitPilot Playes - (7400) 0:08 Yoice Message Open next
File  Edit “Sgmmands\ Toolz: Help /message
S| GRN k| o[
Delete
message From: ohn Smith
Tar MARION STIRRETT Open previous
——
o . message
Position in : . :
message Subject: |[?4DD] 0:08 Voice Message
Delrrers |Mormal = Sensitivity:IPuinc 'I 2700127 PM
Durationof | ooz
message | J \| ao0s NﬁRTEL
H i NETWORKS /_Status
Play/replay
\\’/I—ll J’J_:Jml J |F'Ia_l,l|ng
; Click to play
Stop/ — p ———messages from
/ your computer
Adjust volume c
lick to play

messages from
Go to start Skip Go to end your telephone
of message Sklp back forward of message Adjust speed

To change your audio device

1 On the CallPilot Player by click the Telephone or Computer icon.
Or

1 Inyour Inbox, on the Tools menu, click Services.
In the list, select CallPilot Desktop Messaging and click the Properties button.

3 Click the Audio tab, and from the Audio device option select Telephone or Computer and click
the OK button.

To change the telephone number that CallPilot dials to play your voice messages
1 Onthe Audio tab select Telephone as your audio device, and then change the telephone number.

CallPilot Desktop Messaging for Microsoft Outlook 7




You can record a voice message from the CallPilot player. The message you record can be a new
message, a reply to a received message, or an introduction to a forwarded message. Before you send
the message, you can add voice message attachments and options.

To record and send a voice message

You create a voice message by opening a new CallPilot message and recording a message from your
computer or your telephone. You can send the message or save it to send later.

1 On the Microsoft Outlook toolbar, click the New CallPilot Message icon.

2 On the CallPilot Player, click the Record button to start recording.

3 If you are recording from the computer, record your message into the microphone. Click Stop to
end the recording.

If you are recording from the telephone, answer when it rings. At the tone, record your message.
Click Stop to end the recording, and then hang up.

4  Click To to open the CallPilot or Personal Address Book, or type the formatted address in the
To field. For addressing information, see “Addressing a message” on page 10.

5 Add attachments and options if required. See “Adding attachments” on page 9 and “Setting
Message options” on page 8.

6  On the toolbar, click the Send Message icon.

[ cCallPilot Player [_ O] =] )
File Edt Commands Tools Help Click the Telephone
= fe e icon to open the
Send message S CallPilot Player, and
Save message To.. | [Doe..Jane then record your
. m
Click to go to the BELI essage
CallPilot or Personal —IS c;...l Vo i
Address Book s i .
__—"Deliven: INormaI j Sensitivity IPubhc j |I: E:?\?errec;:f; " C.Ilclf the Attach
Message options: bR File icon to attach
Urgent or Normal a voice file
* o / NERTEL
Delivery | Voics . ; NETWORKS
* Public or Private Ve Click to record all
» Read receipt o 1 ST T 2 _.J\ |_messages from
G »\— "y your computer
\ Click to record all
/| ~messages from
your telephone
Stop Adjust volume Record Adjust speed

To save a newly created voice message as a file
You can record a voice message and save it to use later.
1 In anew CallPilot message, record a message, and on the File menu, click Save as.

2 Inthe File name box, type a name for the file, select a folder to keep the file in, and then click the
Save button. Save a voice file as a vbk file if all your recipients are CallPilot users. If some
recipients are not CallPilot users, save a voice file as a wav file.
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Forwarding and replying to a message

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

To forward or reply to a message

1 Inan open message, click the Forward, ' Eailo"'ave' I =] EX
. File Edt Commands Iools Hel
Reply, or Reply to all icon. -

=R[=]| ]

2 Follow the steps for recording a message in o | ee dae

“Recording a message” on page 8. e |

oo |

3 Address the message the same way that you Subject W (7400) 108 Veice Hermage

address a new message. See “Addressing a Deiver [loma ] Sensts b =] [ Deponmtunt

message” on page 10. If you are replying to a =

message, your reply is addressed J : — N‘a'.}!ﬂ'ws

automatically. 20 1 T Y
You can change the subject line before you send & —— = » —1— "
the message.
Note: Do not use the right-click menu to forward a —
Desktop Messaging message. To forward a message,
either:
e open the message and forward it from the CallPilot

window

or

e select the message in the Outlook Inbox and forward
it from the Outlook toolbar.

Before you send a message, you can attach a voice file to it. You can send either vbk or wav files to

CallPilot recipients. Voice files that you send to recipients who do not use CallPilot must be wav files.

For more information see “Sending a message to an external recipient” on page 5.

To attach a file to a message

1 Inanew CallPilot message, click the Attach TR - (ot
File icon. E=IE mk@

2 Browse for the name of the voice file that you T:|I pae e

want to attach, or type the name of the file in e 0
i f 2 ook in: RG1075td -
the File name box. The files you attach must s Frrs 25 EE Bl
be in wav or vbk format. Defivey: [Noril Eaé'zg;.gsthwhk
3 Click the Open button to attach the file and A [Espeschnar

Text Message

return to the new CallPilot message.

Message :
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The CallPilot Address Book contains the names and addresses of everyone on your local CallPilot
server. You cannot edit this list. To use the CallPilot Address Book, download it to your computer.
To download the CallPilot Address Book

1 Inyour Inbox, on the Tools menu, select Services.

2 On the Services tab, select CallPilot Desktop Messaging.

3 Click the Properties button, and then click the Address Book tab.

4

Click the Download now button. To refresh the list on a regular basis, select the Remind me
check box and enter the number of days between reminders.

5 Click the OK button to return to your Inbox.

To add CallPilot addresses to your Personal Address Book

You can add CallPilot addresses to the list of e-mail addresses in your Personal Address Book. You
can distinguish between CallPilot and e-mail addresses by adding “CallPilot” after the recipient’s name.

To add an address to your Personal Address New CallPilot Address Properties
Book Euslnessl Phane Numhersl Hotef] CALLFILOT - General |
1 Double-click a name in the CallPilot Address Display name: [pabr S

BOOk. Local CallPilat server: |tarmactr\a|‘ca.norte\‘com
2 InProperties, click Add to Personal Address | [lbietasiicsiee it natco: =

B 00 k Address information

: ’7Netwurk mailbox;: I ‘
- h k mailb ber. k mailb ber is th
To create an address and add itto your PR S TS Pt e e
Personal Address Book e e e
the remote server is not defined, create an Open AMIS or Open YPIM

1 Onthe Tools menu, select Address Book. entry,

2 On the File menu, click New Entry. Select
CallPilot Address, select Put this entry in the
Personal Address Book, and then click OK.

3 Click the CallPilot - General tab and select the end opiens, .|
appropriate address type from the CallPilot
address type list box. Enter the required = II S e
address details. Refer to the online Help for the
correct addressing formats.

4 Click the OK button.

To address a message from your CallPilot or Personal Address Book

1 Inanew CallPilot message, click the To button.

From the Show names list select CallPilot Address Book or Personal Address Book.
Select the name of the recipient.

Click To ->. You can select one or more addresses and click To -> after each one.

Click the OK button to return to the new CallPilot message.

a b wWwN

To address a message manually

You can type an address directly into the To field of a new message. Enclose the address in square
brackets. Refer to the online Help for the correct addressing formats.
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In a new CallPilot message, you can set priority, sensitivity, and acknowledgment options.

To set Delivery priority for a message

Select Urgent, or leave the setting as Normal. The
Economy option is the same as the Normal setting.
To set Sensitivity for a message

Select Private, or leave the setting as Public.

The recipient can forward messages that you send
as Private. Also, recipients in non-CallPilot systems
may not be informed of Private settings. In your
message, tell the recipient that the message is
Private.

To request a Read receipt

Select Read receipt to request acknowledgment
that the recipient opened the message. Delivery
receipt is not supported.

[IE CallPilot Player o]
Fie Edt Commands ook Help
SE|=] B a
To., | Doe.Jane
Ce.
e
Subject; [+oice Message
Deliveny: [Urgent | Sensitity [Pivate =] 2 00l TR
| NRR
TEL
f ! NETWORKS
Message
L T 2
== »——

When you delete a message in Microsoft Outlook, the message moves to the Deleted Items folder.

Outlook permanently deletes these messages from your CallPilot mailbox when you exit Outlook. The

messages are deleted immediately when you exit.
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When you open Lotus Notes and log on to CallPilot Desktop Messaging, you are in the Workspace at
Office window.

To open your CallPilot Inbox, click the Mail icon, click Folders and Views, and then click CallPilot
Desktop Messaging. Your Inbox contains your received, sent, draft, and deleted CallPilot messages.
From the Inbox, you can open, move, copy, delete, forward, and reply to messages, and compose new
messages.

The CallPilot indicator in the Windows system tray turns red when you have a new message.

To open Desktop To create a new Moves a To open a Downloads all
Messaging, double-click the  message click New  message to message, double-  CallPilot messages
Mail icon in the Workspace  CallPilot Message the Trash click the message
at Office window line

CallPilot Desktop Messaging',Inbox - Lotus Yotes _al x|
Fle Edit View Create Actions Help @ } 5 ;";Q\ o
[ wicome (2 Caliot Desktop Messfting b notes
B h -
é () New EaHP\InAvIassage Delete aneTnFnI f meard Hap\y @Hapmmn Dnl’vvnlnadAHMessagest_
_“@ Who =|pate ~|  Subiect
3 @ Inbiox
el < Draits
: L sent 2 Unknown 12405/2001 12,26 PM (7366) Fiea receipt ;
4 | I — Subject shows
)
@ﬂ T Trash B LINDA SZOSTAK 12/05/2001 0242 FM (7603] 003 Vake Messa sender’s phone
Discussion Thieads ) Diane Boutlier ~ 12/05/2001 05:50 PM (7241) D.05 Viaick Message number
1 Fules * B Mon Stinett 12/05/2001 D553 FM (7366) .03 Vaice Yessage
Gl Stationery
03 Group Calendars
@ w = /CalPilat Deskiop Mess
i

B
| G *| Using{database on ptordlbe-01Alodeph \ *| =2 Offiee ‘|
To open your Star |lcon Exclamation mark  Sleuth icon Read receipt shows
Inbox, click indicates a new shows that this shows that this that your message was
Folders and Views, then message message is message is opened by the recipient
CallPilot Desktop Messaging Urgent Private

To work offline
See the instructions in the online Help for configuring Desktop Messaging so that you can work offline.

To retrieve your messages before you work offline

1 Log on to Lotus Notes, open your Inbox, and on the Actions menu, click Download All
Messages.

When you want to work offline, log off and restart Lotus Notes in Island mode. You can then review your
messages and record new messages from your computer. Lotus Notes stores the messages you send
in Island mode and sends them the next time you connect to the CallPilot server. You can log on to
CallPilot from Island mode.
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Playing a message

To play avoice message
To open a voice message, double-click the message line. The CallPilot Player appears.

You can choose to play your voice messages from your computer or your telephone by clicking the
Telephone or Computer icon in the CallPilot Player. You can change this selection at any time. If you
select Telephone, the phone rings when you open a message, and the message plays when you
answer. If you select Computer, your messages play through your computer’s speakers or your
headphones.

¥ CallPilot Player - (7400) 0:08 Voice Message
Move Filz= Edit Command: Toolz Help | Reply to All
message to oyl g g
Trash | ) Reply
From: Pohn Smith ——— Forward
To:  [MARION STIRRETT
Position in te |
message Subject: |[?4DD] 0:03 Yaice Mezsage
Deliversd Momal  ~ Sensitivit_l,l:lPuinc vI 2700127 P
ErAR Se— —
~ — — 0008 NEIRTEL
; NETWORKS .
PIay/repIay\ Click to play all
4| 44 Unregistered messages from
Stop//-al )2 I/ |JJRJ JI it
. :. - i | = .
Adjust volume— <9: » Click to play all
[ —messages from
your telephone
Go to start Go to end Adjust speed
of message  Skip back Skip forward of message

To change your audio device

1 On the CallPilot Player by click the Telephone or Computer icon.
Or

1 In Lotus Notes, on the Actions menu, click CallPilot Configuration.
2 Click the Audio tab, and select Telephone or Computer.

To change the telephone number that CallPilot dials to play your voice messages

1 Onthe Audio tab make sure that Telephone is selected as your audio device, then change the
telephone number.
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To record and send a voice message

You create a voice message by opening a new CallPilot message and recording a message from your
computer or your telephone. You can send the message or save it to send later.

1 Inthe CallPilot Desktop Messaging Inbox, click the New CallPilot Message icon.

2 On the CallPilot Player, click the Record button to start recording.

3 If you are recording from the computer, record your message into the microphone. Click Stop to
end the recording.

If you are recording from the telephone, answer it when it rings. At the tone, record your message.
Click Stop to end the recording, and then hang up.

4  Click To to open your personal Address Book, or type the formatted address in the To field.
For addressing information, see “Addressing messages” on page 16.

5 Add attachments and options if required. See “Adding attachments “ on page 15 and “Setting
message options® on page 17.

6  On the toolbar, click the Send Message icon.

[ CallPilot Player [_[O[x]

File Edt Commands JTools Help Click the Attach
Send Message—_. | File icon to

g/ﬁi‘@l %l ﬂE‘I&LV | attach a voice
Save o | [iane Do file
Cc. |

Opens the Personal Bec.. | Click the Telephone
Address Book. You /' | subjest: [Vaice message icon to open the
must use CallPilot Delivery: INnrmaI j Sensltwlly:lPuinc j F g:i‘a\i{;?:icp;ipl \Ca"PIIOt Playel',

addresses, not and then record

e-mail addresses. ::"y’ your message
A —
Text Message J , NQEEIE}ORKS

Message options: : .

Aot o I R It I ST Click to record all

e Urgent or Normal _'J K oo
| —

Delivery = _ B .
« Public or Private weoes L —— — » your computer
* Read receipt \ Click to record all
/

~~messages from
Z| your telephone

Stop Adijust volume Record/Stop Adjust speed

To save a newly created voice message as a file

You can record a voice message and save it as a file to use later.
1 Inanew CallPilot message, record a message.

2 On the File menu, click Save as.

3 Inthe File name box, type a name for the file, select a folder to keep the file in, then click Save.
Save a voice file as a vbk file if your recipients are CallPilot users. Save the file as a wav file if
some of your recipients do not use CallPilot.
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Forwarding and replying to a message

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

To forward or reply to a message

4

In an open message, click the Forward,
Reply, or Reply to all icon.

Follow the steps for recording a message on
page 14.

Address the message the same way that you
address a new message. Refer to “Addressing
a message” on page 16. If you are replying to
a message, your reply is addressed
automatically.

You can change the subject line before you send
the message.

Note: Do not use the right-click menu to forward a
Desktop Messaging message. To forward a message,
either:

open the message and forward it from the CallPilot
window

or

select the message in the Inbox and forward it
from the toolbar.

I¥ CallPilot Player o=
Fe Edt Commands Took Help
e wl#|s
To.. are Doe
to
Bec..
Sublost: FW: (7400) 017 Hoice message
Delivery: [Nomal =] Sensitivig:[Fubic = FE::E’;‘:,Z:S;DI
B
A ———
Text Message ¢ . mngﬁ}om(s
ST —
G & — 1 > —— » B
essage
2

Before you send a message, you can attach a voice file to it. You can send either vbk or wav files to
CallPilot recipients. Voice files that you send to recipients who do not use CallPilot must be wav files.
For more information see “Sending a message to an external recipient” on page 5.

To attach a file to a message

1

In a new CallPilot message, click the Attach
File icon.

Browse for the file you want to attach or type
the name of the voice file in the File name box.
The files you attach must be in wav or vbk
format.

Click the Open button to attach the file and
return to the new CallPilot message.

I CallPilot Player
Fle Edit Commands )

=T B3

= 2| B2

[ Lookin: |9 ORG1075 - =3
Bec
- - & fan it
Subiest P 7B Eautest it
Delivery: [Nom, U] Speech vblc
<0 Spesch way

%

Text Message

I File name

Voice Files of lype

Files [ war . vEk .6 ] =l o)
Message —

N
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To address a message manually

You can type an address directly into the To box of a new message. Enclose the address in quotation
marks. Refer to the online Help for the correct addressing formats.

You can download the names and addresses of any CallPilot users on your Lotus Notes server to your
personal Address Book. After you download this list, you can add to it or edit it.

To download CallPilot addresses to your personal Address Book

1

For automatic download, in your Inbox, on the Actions menu, click CallPilot Configuration, and
then click the Address Book tab.

Select Download address book at logon, then click the OK button.

Or
For manual download, in your Inbox, on the Actions menu, click CallPilot Configuration, then
click the Address Book tab. Make sure the Download Address Book at logon box is not checked.

In the Workspace at Office window, double-click the Address Book icon.
In your personal Address Book, in the left pane, click People (CallPilot).
On the Actions menu, click Download CallPilot Address Book.

To add names to your personal Address Book
You can create a CallPilot address manually and e —

add it to your personal Address Book.

1

UJ T Close | 5 save

Hrrtel Name &

Double-click the Address Book icon in the .
. . Stirrett’s Address Book - Peopl
Workspace at Office window. T | - " oty

Select People (CallPilot), and then click the Y r——— Lestrame TSt
Full user narme: 7 John Srri
Add Person button. 2 B LS,
Enter at least a Last Name and First Name. o Lo e T
A Office phone: V12345677400

Click the arrow beside CallPilot Address to
open the CallPilot Address Assistant. Select I
the appropriate address type.

In the Address dialog box, enter the required details. Refer to the online Help for the correct
addressing formats.

Click Add Address to Personal Address Book, and then click the OK button.
In Person (CallPilot), click the Save button, then click the Close button.

2, [Paople (CalPilat)

CallPilct Address. " [12345677400@1est cacom j

Q, Cerificates =l CallFilot Address

To address a message from the address book

1

In a new CallPilot message, click To and select either the CallPilot address list on your Lotus Notes
server, or, in your personal Address Book, select People or Groups (CallPilot).

From the Name list, select the name of the recipient.
Click To ->. To select one or more addresses, click To -> after each one.

Click the OK button to return to the new CallPilot message.
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In a new CallPilot message, you can set priority, sensitivity, and acknowledgment options.

To set Delivery priority for a message

Select Urgent, or leave the setting as Normal. The — [N = E
Economy option is the same as the Normal setting. R
To set Sensitivity for a message [Ta_| flane Doe
Select Private, or leave the setting as Public. EE:||
Subject: Voice message
Be aware that messages you send marked Private DE.LEW T ]| SR Frvae m
can be forwarded by the recipient. Also, recipients 7 T
|Fr>1_nort1-CaItItI?|Iot slystems may not b? :lnIﬁrmed_ of t . J T NeRmEL_
rivate settings. In your message, tell the recipien
that the message is Private. | ) - Mﬂgﬂ =i
s & —F— 4 » —F— " B

To request a Read receipt Message

Select Read receipt to request acknowledgment
that the recipient received the message. Delivery
receipt is not supported.

Configuring Lotus Notes to automatically check for messages

To make sure that your Lotus Notes messages are current, you can configure Lotus Notes to

automatically check for messages.

To configure Lotus Notes to automatically check for messages

1 On the File menu click Preferences and then click User Preferences.

2 Click Mail and News Settings.

3 Atthe Receiving option select Check for new mail every __ minutes, and enter a number for how
often you want Lotus Notes to check for new messages.

For more information about configuring Lotus Notes, refer to your Lotus Notes documentation.

When you delete a message in Lotus Notes, the message moves to the Trash folder. To permanently
delete these messages, select Actions and click Empty Trash.

To delete a message while it is open, click the Empty Trash icon on the toolbar of the open message to
delete the message. The message is permanently deleted, and does not move to the Trash folder.
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When you open Novell GroupWise, your CallPilot messages appear in the CallPilot Desktop Messaging

folder. You can open, move, copy, delete, forward, and reply to messages, and compose new
messages.

The CallPilot indicator in the Windows system tray turns red when you have a new message.

44 GroupWise - CallPilot Desktop Messaging

File Edt View Actions Tools Window Help

To create a new
Jo?sp\ay <CallPilat Desktop Messag > @|I?'|&|Q| @%—Iv|i&:|v|%|v| | | %‘éll -] message, click
iter] From Subject Dale :
The CallPilot : )@ﬁ [CalPTat Deskiop Mesvaging] 12 | Unknown [E151236655156] 2.17 Voice Message  02/2/00 04,29 the New QaIIPIIOt
. A & Maibox @@ John Smith [7747) Far1D: 1026; 2 p Fax 03/01/00 0155 Message Icon
Desktop Messaging @ Sent liems John Smith [7400) D06 Veice Messa 03/02/00 0303
folder contains your _ﬁ g‘;“z‘:ae’ms M’ John Smith [7366) Fax 1D: 1037, For acknuwe 03/02/00 0537
Ca"P"Ot messages Task List ﬁ Postmaster [System) Fax D: 1§38; Del\vely report 00 0 0837 SubjeCt ShOWS the

Date and time
inside your CallPilot

“g \g;iz:;? Progiess 1§ John Smith [7400] 0:05 Voicg Message 03/02/00 \sender’s phone
T Trash number.
You can move a
message to a new
folder that you create i
folder. 4 | i
/ all

received
/ [Selected: 0 [Thtal 6 =E 4
Red icon means New messages To open a message, A Read receipt
that this message appear in bold double-click the shows that the
is urgent message line recipient opened

your message.

To work offline

To work offline, you need a computer that has Desktop Messaging installed and configured in the same
way as your office computer.

1 Log on to Novell GroupWise.
2 On the Tools menu click CallPilot Desktop Messaging.

3 Click Download all CallPilot Messages. You can now work offline, review your messages and

record new messages from your computer. CallPilot stores your new messages and sends them
the next time you log on to the CallPilot server.
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Playing a message

To play avoice message
To open a voice message, double-click the message line. The CallPilot Player appears.

You can choose to play your voice messages from your telephone or your computer by clicking the
Telephone or Computer icon in the CallPilot Player. You can change this selection at any time. If you
select Telephone, the phone rings when you open a message, and the message plays when you
answer. If you select Computer, your messages play through your computer’s speakers or your
headphones.

your telephone
Adjust volume

[IE CallPilot Player - [7400) 0:06 Yoice Message [_ O] x|
Delete File Edit Command: Tool: Help Open next
message — message
3| oo
Forward Fram: Cmith Open
Tar M&RION STIRRETT | —previous
message
Reply e |
Subject: |[F"4UEI] 006 Voice Meszsage
Deliveny: INo[maI vI Sensitivity:IPublic VI 03/02/00 03:09 P
Position in o003
message (— — 005 NERTEL |_-Status
[ ]
Durationof
message > | 4« «q] wo| o] ﬂ Playing Click to play
/ / ) \ |_—messages from
Play/replay 4{ <9 N — @ IE/ your computer
Stop/ )\ Click to play
“IN\messages from

Adjust speed
Gotostart Skip back  Skip forward Go to end
of message of message

To change your audio device

1 On the CallPilot Player, click the Telephone or Computer icon.
Or

1 Inyour Inbox, on the Tools menu, click CallPilot Desktop Messaging.
Click CallPilot Desktop Messaging Options.
3  Click the Audio tab, and select Telephone or Computer.

To change the telephone number that CallPilot dials to play your voice messages

1 Onthe Audio tab make sure that Telephone is selected as your audio, and then change the
telephone number.
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You can compose a voice message in the CallPilot Player. Your message can be a new message, a
reply to a received message, or an introduction to a forwarded message. Before you send a message,
you can add voice attachments and options.

To record and send a voice message

You create a voice message by opening a new CallPilot message and recording a message from your
computer or your telephone. You can send the message or save it to send later.

1 On the Novell GroupWise toolbar, click the New CallPilot Message icon.

2 On the CallPilot Player, click the Record button to start recording.

3 If you are recording from the computer, record your message into the microphone. Click Stop to
end the recording.

If you are recording from the telephone, answer when it rings. At the tone, record your message.
Click Stop to end the recording, and then hang up.

4  Click To to open the Address Book, or type the formatted address in the To box. For how to
address a message, see page 22. To add attachments and options see pages 21 and 23.

5 On the toolbar, click the Send Message icon.

[E callPilot Player [_[O] =]
File Edit Commands Tool: Help Click the Attach
Send message ——@*E.‘. = m_l\’g; [;;JI File icon to
attach a voice
Save message _To.. | flane Doe filed
Cc... |
Open the oo |
Address Book Subject: [Voice Message Click the Telephone
_—Deliven INormaI j Sensitivity:IPublic j F E:;\lﬁf:g‘pt icon to open the

Message options: —~CallPilot Player,

—

¢ Urgent or Normal and then record your
Delivery T J . Nn‘.}!rﬂ'ous message

* Public or Private e

« Read receipt L | R T

Click to record all

g »\— b Bf[E=—1—messages from
your computer
Click to record all

\ \ messages from
Stop Adjust volume  ‘Record MAdjust speed  your telephone

To save a newly created voice message as a file
You can record a voice message and save it as a file to use later.
1 Inanew CallPilot message, record a message, and on the File menu, click Save as.

2 Inthe File name box, type a name for the file, select a folder to keep the file in, then click Save.
Save a voice file as a vbk files if your recipients are CallPilot users. Save a voice file as a wav file
for non-CallPilot users.
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You can forward a voice message and record an introduction to send with it. You can also record a
reply to the sender of a message, or to the sender and all the recipients of a message.
To forward or reply to a message

3 In an open message, click the Forward, \tai'uP'ave- I A E
. File Edit Commands Took Hel
Reply, or Reply to all icon. :

. ale|s| o2
4  Follow the steps for recording a message on e T
page 20. oo
5 Address a forwarded message the same way SBT.I AT O Vs Tevrone
as a new message. For information on Detvery [Namal =] Sensiiiy [Fubic =] |- Heasiceebl
addressing a message see page 22. If you are w00

replying to a message, your reply is addressed | == | ot NEYRTEL

: Message ! ! !

automatically. v || ] @fEees
You can change the subject line before you send & —— 4 » —— » o=
the message.
Note: Do not use the right-click menu to forward a £
Desktop Messaging message. To forward a message,
either:
e open the message and forward it from the CallPilot

window

or

e select the message in the Inbox and forward it
from the toolbar.

Before you send a message, you can attach a voice file to it. You can send either vbk or wav files to
CallPilot recipients. Voice files that you send to recipients who do not use CallPilot must be wav files.
For more information see “Sending a message to an external recipient” on page 5.

To attach a file to a message

1 Inanew CallPilot message, click the Attach 1B Calliot Player [o[x]
File Edit Commands T palimealay

File icon. mlalal ol ¥

2 Browse for the voice file you want to attach, or upen =
type the name of the file in the File name box. | ek [SGruiie B —
The files you attach must be in wav or vbk e | Fowenws I
format. S e ik

Delivery [t [Z] License.tut
€] Readmeus st

3 Click the Open button to attach the file and
return to the new CallPilot message.

Voice
Messags

IFMEﬂame. I P o )
Files of type: [Files (“way:~vbh.~ i) =l Cancel j
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To add CallPilot addresses to your personal Address Book

You can add CallPilot addresses to the list of e-mail addresses in your personal Address Book. You
may want to distinguish between CallPilot and e-mail addresses by adding CallPilot after the recipient’s
name. You can also add distribution list names to your personal Address Book.

You can add a CallPilot address to your personal - Addiess Book O[]
Address Book by copying it. [0 [E6% e s
. . . Movell Groupise Address Book | Frequent Contacts | address Book | CallPiot Address Book |
1 Inthe CallPilot Address Book, right-click the SearchList = Name Completion Posiion: 1 45
name you want to add. R .. oo Aiess Booke KA
2 Click Copy to. [N T e st ok Lo B
& 00000DoMotDel
Kleiza, Michael [ D] C ) rtel/ou=America:
3 In Copy Names Between Address Books, i Llser _Careel |
sBeIeIc(:t th% r;ﬁme $f Kcilrj]r pg:(sgn?tl Address Thoosore.Denn T
ook, and then click the utton.
4 | |

Clgse | Diol | Mal | Add. | Remove | Information | = AddvessLists> |

To create an address manually and add it to T, (]|
your personal Address Book e 3 Haw @i [
Novell Groupiw/ise Addiess Book | Frequent Contacts  Address Book | CallFilot #ddress Book |
1 On the TOOIS menu, SeIeCt Address Book Search List: =i Mame Completion Position: Not searched 45
M Office Ph D trnent Far Wurnb E-Mail Addr
2 Select your personal Address Book, and then ! J — lm e JDepmen ] Fairkes_|vaiates |
click the Add button. Flieiis Blvewbory  HE
. Mail Llser Select th .
3 From the New Entry I|St, select Person and Michael Elsiza B ad
click the OK button. & My et Resace cancel |
4  Click the CallPilot — General tab. Select the
appropriate address type. Enter the required
address details. Refer to the online Help for the | |
. 4 13
correct addressing formats. -
5 Click the OK button. Clgse | Dial | Mal | Add. | Bemove | Infomation | Address Lists> |

To address a message from your address book

1 Inanew CallPilot message, click To.

Select CallPilot Address Book or your personal Address Book.

Select the name of the recipient.

Click Add ->. To select one or more addresses, click Add -> after each one.
Click the OK button to return to the new CallPilot message.

a b~ WDN

To address a message manually

You can type an address directly into the To field of a new message. Refer to the online Help for the
correct addressing formats.
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In a new CallPilot message, you can set priority, sensitivity, and acknowledgment options.

To set Delivery priority for a message
Select Urgent, or leave the setting as Normal. The

Economy option is the same as the Normal setting.

To set Sensitivity for a message
Select Private, or leave the setting as Public.

Be aware that messages you send marked Private
can be forwarded by the recipient. Also, recipients
in non-CallPilot systems may not be informed of
Private settings. In your message, tell the recipient
that the message is Private.

To request a Read receipt

Select Read receipt to request acknowledgment
that the recipient received the message. Delivery
receipt is not supported.

[E CallPilot Player [_ 10 =]
File Edit Commands Tooks Help

Py L S e
e Doe

Ce

Bre.

Subject che Message

Delvery: [Urgent v Sensiivi: [Pivats x| & D:E.Vaeri!.gecﬂem I

—
oics J . Nﬁ'r}!l%ous
Message
L 1 T 2 )
¢ —— 4§ » —— » uE

If you use Novell GroupWise and you delete a CallPilot message, the message is deleted immediately.

It is not moved to a deleted items folder.
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You can use these Internet mail applications with CallPilot Desktop Messaging:
Netscape Messenger

Microsoft Outlook Express

Microsoft Outlook 98

Eudora Pro

Ask your administrator whether the version of the application you use is supported.

When you open your Internet mail application, you see your CallPilot messages and your e-mail
messages. You can open, move, copy, delete, forward, reply to and compose CallPilot messages.

# Inbox - Netscape Folder B[ B
To open a message,  fe Edt ew o bessage Communicalor Hep
double-click the 1% N W By Y s v
message ||ne .N Get ew MjgD R_eply . F\Tp\yAH Forward File Nest Print‘ SDe;ela Stulz t —— = Deleted messages
ame =i et BS i
El=mrrr are deleted
. Inboy i =1 (7413 Fan ID: 1028, Ted Message = Diane Horton  Wed 3.08 FM immediately or
. Local Mail = [7413] Fax ID: 1026: 2 p Fax Message o Diane Hoton  Wwed 3:06 PM _
Subject shows €5 news = (7400)003FW: (73860003 Voice Message  » JohnSmith  wed 110 PM later, depending on
#9[7400) 0:06 RE: (7366) (103 Voice Message o JdohnSmith  wed 108 PM . h
sender and | O i A your configuration
message details. | [Spstem) Fa D: 1023; Dielivery report (success) > Postmaster  wed 12.43PM
] fi =1 (7400) 0:17 Yoice Message > John Smith wied 10:21 AW
i ),
i [Total messages: 8 Urread messages. 0

Use the CallPilot Player to play and record voice messages. To open the CallPilot Player, click the Stari
button, click Programs, click Nortel Networks CallPilot Desktop Messaging, then click CallPilot Player.
Refer to the online Help for the CallPilot Player for configuration information.

%; [7400) 0:08 Yoice Message - Netscape Message _ ol x]
File Edt ‘iew Go Message Commuricator Help

B A e o :
B YN a W 9% w d&smp-

GetMsg MewMsg  Heol  Heplosll Fopward File Mext PFrint [elste
Subject: (7400) 0:08 Voice Message ’g‘
Date: 17 Feb 2000 13 e ME B

From: "Tohn Smith" <1:
To: "WARION ST

File Commands Toolz Help
0005

Positionin______ 1~ I . | LI m!r%ous Click to play all

message v450102 bl | ~messages from

Eﬁ JJ| |«| «|"|»I| _J\P'ay'”g 1 your telephone

z:ré:ast;) neof — | . 7l’ /_ / & \{ \K‘"’ [J =l|| Clicktoplay all
? |~messages from

] 1
Play/replay — &= _— Bocument: Doy /I \\ your computer
Stop Adjust Gotostart  Skip Skip Go to end Record  Adjust
volume  of message back forward of message speed
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To play avoice message
1 Double-click the message to open it.
2 Click the Voice icon to open the CallPilot Player.

3 On the CallPilot Player, click the Telephone or Computer icon to select the audio device for
playing voice messages. You can change this selection at any time.

If you select Telephone, the phone rings when you open a message, and the message plays when
you answer.

If you select Computer, your message plays through your computer speakers or your headphones.

When you address a message, use only CallPilot addresses. Depending on the Internet Mail client you
use, you may be able to set options such as urgent or private.

To compose and send a message

1 Inanew CallPilot message, record your message.

2  Click the To button. Select a CallPilot address from your address book, or type a CallPilot address
in the To box.

3 Click the Send button.

To forward or reply to a message

1 Click the Forward, Reply, or Reply All icons to open a new message window. Do not right-click to
forward a message.

2 Record your message.

3 Click the To button. Select a CallPilot address from your address book, or type a CallPilot address
in the To box. If you are replying to a message, your reply is addressed automatically.

4 Click the Send button.

To attach a file to a message
1 Click the Attach or Insert File icon in the new message window.
2 Navigate to the file that you want to attach, select it, then click Open or Attach.

By default, Internet Mail clients (Netscape Messenger, Microsoft Outlook Express and Outlook 98, and
Eudora Pro) move deleted CallPilot messages to a Deleted Items or Trash folder where you can
recover the messages or permanently delete them.

Messages stored in this folder remain in your CallPilot mailbox on the CallPilot server until they are
permanently deleted. To permanently delete the messages, empty this folder. For more information,
refer your email client’s online Help.
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