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Yoice PROCESSING SYSTEM

Wnar Is Yoice Processing?
Voice processing is o means of increasing produdivity ond efficency in the
telecommunications envirenment. By outemating coll handling, colls con
be directed 1o the oppropriote person without the need for o long wait
while the operator is hondling other calls. Messoges con be recorded and
retrieved in o voice mail box 24 hours per doy seven days per week.
When the caller records the message in their own voice, the message is
occerate, detailed and more personal than a third party message.

How Do 1 Use Voice Man.?
You have been ossigned a voite mail box. Your voice mail bax is similor
to the extension number for your telephone. To occess your voice mail
box, you must first dial up the Yoica Mail System. When the Yoice Mail
System answers, you then dial the # key followed by your voice mail box
number. This is colled “logging on” fo your voice mail box. You would do
this in order to listen to your voice mail messages or use any of the
features available in your voice mail box.

Voice Maiw ETiQueTrTE
It is important that you exercise good voice mail etiquette of oll times.
Voice mail is intended to enhance produdivity. When someone leaves o
message in your voice mail box, it is your responsibility to reply promptly
and courteously. If voice mail is abused, the result con be frustrated
tollers and unhappy users.

To avoid ony possible frustration, please be patient and courteous to oll
callers until they become used to your new voite mail system. As with any
new equipment, it will toke a little fime fo get adjusted to the new system.
Give your self some time 1o read this guide and consult it frequently.

Take your time learning the features and you will get the most out

of your Yoice Mail System,



LocGiINGg oN To Voice MaiL

Dial the Voice Mail access number:

When the Voice Mail System answers, Press the # key.

Dial your mailbox number:

Enter your password:

The Voice Mail System will tell you how many messages
you have.

A shortcut to refrieving your new messages is fo Press 9 after the
Voice Mail System begins to tell how many messages you have.



To access different features on the Main Menu Press the
key on your telephone that corresponds to the feature
you wish to use:

Main MenNu

Press 1 To Listen To
MEssacEs

This is for listaning to new and soved messoges.

Press 2 To Sesn A Messace
This allows you to send o messoge to someone
in the Vioice Mail System, and use Future Delivery.

Press 3 To Cuance Orrions
Options are - Record your name, Record Greeting,
Change Password, Chonge Call Transfer Feature,

Press 9 To Becin IMMEDIATE
Praveack Or New MEssaces

Press # To Exit Max Mesu




MEssAGE MENU

Access the Messoge Menu by Pressing 1 from the Main Menu. You will
have the following options:

Listen to New Messages Press |

Listen to Saved Messages Press 2

To Exit Press #
By seleding options 1 or 2 above, you con play your messages, ond:

To Rerray Messace, Press 1
Replays the entire messoge.

To Save Twis Messace Axp Go To Nexr
Messace, Press 2

Soves this message, skips over it and begins playing
the next message.

To Save Twis Messace As New, Press 3
Soves this messoge os o new message. This feature
tan also be used 1o save 0 message as new that you
have asked to be deleted.

To Derere Messace, Press 4

Deletes this message and goes to the next message.
You can retrieve o deleted message il you have nol
hung up. To undelete the messoge go back to the Main
Menu, select Listen to Soved Messoges, and sove

it os new.

Anjust Tre Yorome, Press 5
Set the volume to one of three levals.

- More OrTiONS -
Forwarn Tuis MEessace,

Press 6-1
Farwards o copy of this message to
another mailbox on the system.



Rerty To Tue Messace,

Priss 6-2

Allows you 10 send a reply o the send-

er of the message you just listened 1o,
providing the message wos sent from o mailbox within the system.
. - You are connected to the sender of this
messoge immediately. The Voice Mail

System will outomatically transfer you 1o the party who sent the
providing the message wos sent from o moilbox within the system, or
outside coller's number is stored.

- - Decere, Press 6-4
- . Time & Dare, Press 6-5
. Tac Faxmanr, Press 7
Seledt the faxmail dotument for retrieval,
Requires the Faxmail option.
- Ger Faxmane, Press #
Get the faxmail documents you have seleded.
Requires the Faxmail opfion.
To Euir, Priss #
Sends you back to the previous menu.

During PrLAYBACK

While listening to o message, you con rewind 5 seconds by pressing B, fast
forword 5 seconds by pressing the 9, or pouse by pressing the 0 key.
Press 5 repeatedly fo adjust the volume.

Teassrer To Tue Sexoex,
Press 6-3




To SeEnp A MESSAGE
To send o message to ancther mailbex, Press 2 from the Moin Manu,

The Yoice Mail System will osk you to enter the moilbox number of the
person you want fo send the message to. If you do not know the number, you
can press * for o directory.

Abter recording the messoge you may Press # for more opions:

To Senp Tuis MEessace,
Press 1

NogMaL UncEsy
DeLivery Devivery
Retems i Furune
m ERi u Recuier DeLivery
To Rerray Tue MEssacE,
Press 2

To Re-gecorp Tris MESSAGE
From Tue BecinwinGg, Press 3

To Cancer Tuis MESSAGE,
Press 4




To Be Notiriep WHEN Your Party !

Has Receiven Twuis MessacE, '
PrEss §

To Sexp Trnis Messace To SEvERAL
MaiLsoxes, Press 6

Allows you to keep sending the same messoge fo
several mailboxes without re-recording the messoge.

To Aop A Fax Documest To Tae
Messace Brine Sent, Press 7

Requires the fax option.

To Resume Recorpise Woere You
Lert OFr, Press 8

This allows you to listen to what you have recorded,
then add fo the messoge.

To Pray Tue Last 5 Secoxns O
Tue Messace, Press 9

This allows you to listen to just the end of the message
to gather your thoughts to add to the message.

To Sexp Tue Messace So Twuar It
Arrives At A Furure Tive &
Date, Press *

This feature allows you to record the message now, but
have Yoice Mail deliver it ot a specfied date and time
in the future.




Orrions Menv
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Recorp Your Name

You need to record your nome so the system can inform callers that they

are indeed leaving o messoge or being transferred 1o the corred person.

By retarding your name, you will then be induded in the diredory.
To Recorn Your Name

Call Voice Mail

Log on by Pressing # plus your Mail Box number.

Press 3 to access the Options Menu.
Press 1 to record your name.

Follow the instructions and record your name. You may listen to your
recording ond re-record it os many times os you like until you are
satislied with the results!

When you are finished you con move on fo recording your greeting.

Recorp YOUR GREETING

You con record up to ten greetings for your mail box. You may want to
record af least two. 11 is nol necessary to record any greeting at all but it
is more personal if the callers hear 0 message from you in your voice. If
you record more than one greefing, you can select which gresting will be
ployed. If you wont to ploy a different greeting simply select which
greefing 0 through 9.

To Recorp Your GREETING

Call Voice Mail

Log on by Pressing # plus your Mail Box number.
Press 3 to access the Options Menu.

Press 2 to record your greeting.

{Continued on next page)
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*To replay the greeting Press |
*To re-record the greeting Press 2
*To delete the greeting Press 3
*To choose a new greeting Press 5
To return to the options menu Press #

*Press 0 to select the first greeting. (greetings are numbered 0- 9)
Follow the instructions and record your greeting. You moy listen to your

recording and re-record it as many times as you like until you
are sofisfied!

“Hello, this is Mary. I'm eiiber on the phone or away from
my desk. Please leave me a detailed message at the tone
and I will retwrn your call right away.”

SamprrLe GreeTing 1

“Hello, this is Mary. Today is fune 5 and I'll be out of the
office all day. Please leave me a detailed message and I'll
get back to you as soon as [ can.”

Greetings can be changed os often os you like. Replading o greeting with
another, (i.e: greeting 0 with greefing 1) is on example of the flexibility of
Voice Mail. The greefings con be changed from your phone at work or
from any touch tone phone anywhere. This means that you could chonge
your greslings while out of town or at home.

Remember, if you record o greeting to your sofisfaction, don't record over
it unless you want to change it.



CHANGING YOUR PASSWORD

By Pressing 3 at the options menu, you can change your password. Your
password should olways be ot least four digits.

CaLL TrANSFER FEATURE

When o coll comes in to Yoice Mail, the cll is either tronsferred 1o you ot
your desk or transferred 1o Voice Mail if you are not available. If you are
going to be oway from your desk for on extended period, or do not wish
to be disturbed, you can divert the calls from your desk to another phone
or directly to Voice Mail where o message con be token. To block calls to
your extension, Press 4 from the options menu then Press * . To turn coll
blocking off, Press 4 from the options menu then Press * ogain. The *
toggles coll blocking on and off. To send your calls to another extension
or phone number, Press the number when prompted ofter Pressing 4
from the options menu. Consult your installer for odditionol information
on this feature.

MESSAGE NOTIFICATION
Messoge notificotion can call you ot ancther phone number (ot home or
of the office) ond inform you thot you have messages in your mailbox. To
use this feature, follow the instructions from the Voice Mail System. It
may be necessary to consult your dealer for advanced applications
of this feature.

PaGeEr NOTIFICATION
Voice Mail con toll your poger ond notify you that you have messages in
your mailbox. This is otcomplished by enabling your mailbox to provide
this feature. Consult your system supervisor for additional information on
poger notification and pager relay for digital pagers.



OTruer FEATURES

DISTRIBUTION LISTS
Voice Mail can be set up to use distribution lists. Just send a message to

one of your personal lists ond everyone in the group will receive the
message. For instance il you are o manager, you could create o list of all
people that report to you so you could send one message fo everyone at
once. Consult your system supenvisor for more information on using
group boxes for sending messages to larger groups

CALL SCREENING

Voice Mail can get the caller's nome prior to transferring the coll to your
extension and then call your extension, to tell you who is calling; giving

you the option of accepting the call or hoving Voice Mail take o messoge.
This feature is not available with all phone systems. Consult your system
supervisor for mare information.

Messace Warring Licurs

Woice Moil con light the message waiting light on your phone ta let you
know that you have o new message. This feature is not available with ofl
phone systems. Consult your system supervisor for more information,

DireEcTORY

Recording your name will activate the appearance of your mailbox in the
company directory. Callers con access the directory by pressing * from the
moin greeting. If you con’t remember the mailbox number of someone
else in the system, just call into the system and press *. Voice Mail will
ask you fo enter the first few letters of the last nome of the person you
wish to speak to.

MalLBox SCHEDULES
Yoice Mail can be set up to transfer colls to your extension, forward

messages o another mailbox, notily you that you hove messages in your
mailbox or coll you ot your beaper. All of these features hove the ability
to be on o separate schedule to fundion the way you need during
speified time periods. Consult your system administrator for details on
this feature.
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