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Internet Clients

Page 9 Call the sender of a message

Call the sender of a message is not supported.
Contact Sender is not supported. This does not apply to the Instant Messaging feature. To
support the Instant Messaging feature, the Contact Sender option must be available.

Page 9 Access web-based My CallPilot to view information and change your feature
settings

My CallPilot is not supported. In its place, access to the web-based Mailbox Manager is
supported. The My CallPilot field is replaced with the URL for Mailbox Manager.

The Internet mail clients supported are:
*  Microsoft Outlook 2007
*  Microsoft Outlook 2000
e Microsoft Outlook 2002 (XP)
*  Microsoft Outlook 2003
e Window Mail (Vista)

Unified Messaging on BCM50 Release 3 supports the following Thin Clients:
* Citrix Metaframe Presentation 4.0 Windows 2003 Server (All editions)

e Citrix Metaframe XP on Windows 2000 Server (All editions) and Windows 2003
Server

¢ Citrix Metaframe Presentation Server 3.0 on Windows 2003 Server

CallPilot Desktop Messaging does not support Outlook and GroupWise on the same
computer.

Page 10 What you need
BCM-supported browsers are IE5, IE6, and IE7.
Page 13 CallPilot Player

The Call the sender button is not available.
Contact Sender is not supported.

Page 38 Addressing messages

The Address Book functionality does not function in the same manner as in GroupWise.

Page 56 Linking to My CallPilot

Linking to My CallPilot is not supported. In its place, access to the web-based Mailbox
Manager is supported. The My CallPilot field is replaced with the URL for Mailbox Manager.



Outlook, Lotus Notes, GroupWise

Page 9 Contact sender of a message

Call the sender of a message is not supported.
Contact Sender is not supported. This does not apply to the Instant Messaging feature. To support the Instant
Messaging feature, the Contact Sender option must be available.

Page 9 Access web-based My CallPilot to view information and change your feature settings
My CallPilot is not supported. In its place, access to the web-based Mailbox Manager is supported. The My
CallPilot field is replaced with the URL for Mailbox Manager.

Page 10 About this guide

The groupware e-mail clients that are supported are:
¢ Lotus Notes - 6.0, 6.5, 7.0
* Novell GroupWise - 6.5, 7.0, 7.0.1

*  Microsoft Outlook - 2000, 2002 (XP), 2003, 2007

Unified Messaging on BCM50 Release 3 supports the following Thin Clients:
* Citrix Metaframe Presentation 4.0 Windows 2003 Server (All editions)

e Citrix Metaframe XP on Windows 2000 Server (All editions) and Windows 2003 Server
¢ Citrix Metaframe Presentation Server 3.0 on Windows 2003 Server

Page 13 (Page 12 Lotus Notes) CallPilot Player

The Call the sender button is not available.

Contact Sender is not supported. This does not apply to the Instant Messaging feature. To support the Instant
Messaging feature, the Contact Sender option must be available.

Page 13 (Page 12 Lotus Notes) To play a message from your telephone

If your telephone is call forwarded to voicemail, cancel this feature before you access your messages from
CallPilot Player.

Page 18 (Page15 Lotus Notes) Composing fax and text messages

On the Compose Fax dialog box you can use the Subject field to add additional information to the fax cover page
(for example, the name of the recipient) when you send a fax directly to a fax machine. The maximum length you
can enter in the Subject field is 80 characters.

Page 27 Using custom fax Cover Pages
Auto Cover Sheet is not supported.

Page 34 (Page 28 Lotus Notes) Calling the sender of a message

Calling the sender of a message is not supported.
Contact Sender is not supported. This does not apply to the Instant Messaging feature. To support the Instant
Messaging feature, the Contact Sender option must be available.

NN40090-107 01.01
Page 35 (Page 29 Lotus Notes) Setting message options 1-800-4 NORTEL
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Page 38 E-mail addresses versus Fax/Telephone numbers

The CallPilot Desktop client always attempts to find a CallPilot e-mail address or address information from
Frequent Contacts and other Novell Personal Address books. If the e-mail address field is empty, CallPilot scans
the recipient for phone and fax numbers. To send faxes, all other phone number fields must be empty.

Page 45 (Page 34 Lotus Notes and Microsoft Outlook) Personal distribution lists
Distribution Lists (BDL, SDL, PDL) are not supported.

Page 55 Changing audio settings

Admin Restriction of Audio Device is not supported.

Page 56 (Page 40 Lotus Notes and Page 39 Microsoft Outlook) Linking to My CallPilot
My CallPilot is not supported. In its place, access to the web-based Mailbox Manager is supported. The My
CallPilot field is replaced with the URL for Mailbox Manager.

Page 56 Note:

CallPilot Player is actually in reference to the Audio Player. Go to Start>Programs>Nortel>CallPilot>Audio
Player.

NN40090-107 01.01

1-800-4 NORTEL

www.nortel.com

Copyright © Nortel Networks Limited August 2007
All rights reserved.
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How to get Help

This section explains how to get help for Nortel products and services.

Getting Help from the Nortel Web site
The best way to get technical support for Nortel products is from the Nortel Technical
Support Web site:
http://www.nortel.com/support
This site provides quick access to software, documentation, bulletins, and tools to
address issues with Nortel products. More specifically, the site enables you to:
download software, documentation, and product bulletins

search the Technical Support Web site and the Nortel Knowledge Base for
answers to technical issues

= sign up for automatic notification of new software and documentation for Nortel
equipment
m open and manage technical support cases
Getting Help over the phone from a Nortel Solutions Center

If you don’t find the information you require on the Nortel Technical Support Web site,
and have a Nortel support contract, you can also get help over the phone from a Nortel
Solutions Center.

In North America, call 1-800-4NORTEL (1-800-466-7835).

Outside North America, go to the following Web site to obtain the phone number for
your region:
http://www.nortel.com/callus

Getting Help from a specialist by using an Express Routing Code

To access some Nortel Technical Solutions Centers, you can use an Express Routing
Code (ERC) to quickly route your call to a specialist in your Nortel product or service. To
locate the ERC for your product or service, go to:

http://www.nortel.com/erc

Getting Help through a Nortel distributor or reseller

If you purchased a service contract for your Nortel product from a distributor or
authorized reseller, contact the technical support staff for that distributor or reseller.


http://support.avaya.com
http://www.avaya.com/gcm/master-usa/en-us/tasks/connect/contacts/sales/salescontact.htm
http://support.avaya.com/supportfaqs




Welcome to CallP1lot

CallPilot” from Nortel is an advanced business communications system
that offers exceptional flexibility for managing your messaging needs.

You can work with CallPilot from your telephone or your computer.
Desktop Messaging gives you access to your CallPilot mailbox through
your Lotus Notes e-mail. Here are some of the many ways you can use
CallPilot with your e-mail:

m Listen to voice messages.

m  View and print fax messages.

m Record and send voice messages.

m Create and send fax messages.

m Forward and reply to voice and fax messages.

m Call the sender of a message.

m  Contact the sender through Instant Messaging.

»  Add message options such as urgent and private.

m  Add voice, fax, or text file attachments to messages.

m Create CallPilot distribution lists.

m  Change your CallPilot password.

= Access web-based My CallPilot to view user information and change
your feature settings.

Some features mentioned in this guide may not be available for your

CallPilot mailbox. For details, refer to the Feature availability topic in the

Desktop Messaging online Help, or ask your administrator.



Getting started

About this guide
This user guide is an overview of how to use CallPilot with Lotus Notes e-mail.
The instructions and screen images shown in this guide provide general information for

using CallPilot with e-mail. Specific details can vary depending on your computer
operating system and the features available for your CallPilot mailbox.

For further assistance in using CallPilot, refer to the Desktop Messaging online Help.

What you need
Before you start to use CallPilot, your administrator ensures that your e-mail account is
correctly configured for CallPilot. Your computer must meet the following configuration
requirements:
CallPilot Player to play and record voice messages
Nortel Fax Driver to create faxes
Lotus Notes 6.0 and 6.5 groupware e-mail client
Windows 2000 Professional or Windows XP
Monitor with 256-color 800 x 600 capability
15 Mbytes of free disk space to install software
Sound card and speakers for playing voice messages on your computer
Microphone connected to your computer, or a telephone situated near your
computer, for recording voice messages
m  LAN (Ethernet), ISDN, ADSL, or dial-up modem connection to the CallPilot
server for accessing CallPilot messages
m Internet Explorer 6.0; Netscape 6.2, 7.0, 7.1, 7.2; or Mozilla 1.7.x and Mozilla
FireFox 1.0 on RedHat Linux 9 Operating System to access My CallPilot

Operating in a Citrix Thin Client environment from a Windows Terminal Server

Once the administrator has installed CallPilot Desktop Messaging on the Windows
Terminal Server and updated mail databases on the Domino server, Citrix Thin Client
users can run the CallPilot-enabled Lotus Notes client.

When a Lotus Notes Client starts for the first time after the server configuration is
completed, CallPilot Desktop Messaging detects updated mail database, makes all
required modifications in the Lotus Notes client initialization file (NOTES.INI), and
prompts the user to finalize the configuration by restarting the Lotus Notes client.

I 10—



Logging in

When you log in to your e-mail, you can log in to CallPilot at the same time.
To log in from Lotus Notes

1 Open any of the CallPilot
Desktop Messaging views.
The CallPilot Logon dialogbox & Maibox 7386 =l
appears when you open
CallPilot Desktop Messaging in
Lotus Notes 6.xx or later.

2 In Mailbox, type or select your ’Tl B | s
mailbox nhumber.

3 In Password, type your
CallPilot password.

4 Check Remember password if
you want CallPilot to log in
automatically.

5 Click OK.

Note: Do not leave the Remember password box checked on a shared computer.

Note: CallPilot Desktop Messaging supports multiple Lotus Notes logins to the same

mailbox from more than one computer.

To log out
When you exit your Lotus Notes e-mail, you automatically log out from CallPilot.

Callpilot Logon - ptordohd : x|

Paszswaord: I“’“‘““""i

[ Remember password

Remote login
You can log in to your mailbox from any computer with CallPilot installed and configured
in the same way as your office computer. For example, you can use a computer set up
for guest access, or your home computer with a dial-up connection to the server.

Multiple Lotus Notes mail database support

CallPilot allows a Lotus Notes user to change mail databases, either at startup or during
an active session.

Startup

If you open a mail database on Lotus Notes client startup that is different from the one
used in your previous session, CallPilot Desktop Messaging detects this and
synchronizes to the new database automatically.

Changing your mail database during the active session

You can also change the mail database you are using during the currently active Lotus
Notes and CallPilot session (that is, when you are logged on to a Lotus Notes mail
database, and are an active CallPilot client).



You change the mail database by either:

1 Accessing the CallPilot Desktop Messaging view in the different Lotus Notes mail
database. CallPilot Desktop Messaging detects this, and warns you that CallPilot
is connected to a different mail database. If you choose to connect to the other
database, click the Yes button in the dialog box; CallPilot synchronizes to the new
mail database. If you answer No, no synchronization occurs. To use CallPilot in
this case, you must switch back to the mail database with which CallPilot Desktop
Messaging is already synchronized.

OR

2 Running CallPilot commands (that is, open a message, use menu items, and so
on.) in a mail database different from the one with which CallPilot is already
synchronized. CallPilot Desktop Messaging detects this, and warns you that
CallPilot must synchronize with the new mail database before implementing the
command. When you click OK, synchronization occurs; when synchronization is
complete, you can run the CallPilot command again.

I 12—



Working with your CallPilot messages

When you open your e-mail with CallPilot installed, your CallPilot messages appear in
the CallPilot Desktop Messaging view.

Your CallPilot Inbox

S WD AP B CRLE ¢ —=B= BAE |
~e- - @

By
i~
B
Private == Message was
message % ! received
B o
Urgent = Message was
message |<z ope;nf-}d by the
recipient
New message ~ |
Attached files TR .

(voice, fax, text) 7|,

To check for new messages
i 1he CallPilot message waiting indicator on your screen turns red when you have
k a new message. To turn the indicator on or off, see Changing mail delivery
settings, on page 48. New messages appear in red.

To open a message

To open a CallPilot message, double-click the message line. See Playing voice
messages, on page 14, and Viewing fax messages, on page 15.

To delete a message
) Click a CallPilot message in your Inbox to select it, then click the Delete icon on
| the toolbar. To permanently delete messages, select the Actions menu, click
Empty Trash. In Lotus Notes 6.0 or 6.5, the message is deleted as soon as you
click on Delete.

Note: You can delete an open CallPilot message immediately by clicking the Delete
icon.



Playing voice messages

When you open a voice-only message, the CallPilot Player appears. In mixed
voice, fax, or text messages, click the Voice icon to open the CallPilot Player.

To select your telephone or computer to play voice messages
You can choose to play your voice messages from your telephone or your computer. To
change from one to the other, or to change the telephone number that CallPilot dials,
see Changing audio settings, on page 51. You can also click the Telephone or
Computer icon on the CallPilot Player to change the setting.

To play a message from your telephone

1 To play a voice message, when your telephone is selected for playback, double-
click the message in your CallPilot Inbox, and answer your telephone when the
telephone rings.

2 Use the buttons on the CallPilot Player to play or stop the message, go backward
and forward, and call the sender.

3 When you are finished, hang up, and close the message.

To play a message from your computer

1 To play a voice message when your computer is selected for playback, double-
click the message in your CallPilot Inbox.

The message plays through your computer speakers or your headphones.

2 Use the buttons on the CallPilot Player to play or stop the message, go backward
and forward, adjust the volume and speed, and call the sender.

3 When you have finished, close the message.

BEE- Close
Address-._ | [Te] sewmen
o
e
. . Subject: [RE: (3396012) 003 Voice Message
Position in N e e L)
message™t— [ Dy ey
B = |um
PIay/RepIay\& < , oo NQRTEL R
Stop’/;u 8 jl ] ooy Status
B01s | TS QU
Play messages//ﬁ 19
from telephone
Play messages ~Disconnect
from computef Contact the
“Sender

7
Adjust Go tostart/ Go to end/ Adjust
volume Skip back  Skip forward speed



Viewing fax messages

To view a fax message
1 Double-click a fax message in your CallPilot Inbox. When you open a fax-only
message, the fax image appears. In mixed voice and fax or text messages, click
the Fax icon to view the fax.
2 While viewing the fax, you can enlarge or reduce the image, rotate or move it,
print it, delete it, save it, forward it, and reply to it.
3 When you have finished, close the message.

Note: In order to receive faxes, your CallPilot administrator must enable fax
capability for your mailbox.

Bl CallPilot Player - Desktop Messaging CIOSe
file Edit Yiew Actions Page Zoom Annotation Help message
@3] v Lo
[ 424060711 Tong3406011
Print arh3406011 Tong3408011 N Rep|y to All
Delete . - Reply
Subject Deskiop Messaging Forward

message
472072005 10:42

Delivery: |Nomal = | Sensitivity: |Public =

oy =l Blea] s 6f_cloeE

?

| Change page
views

Select part of

il,_and fax messages aré
ivity elimbs about

Go to next or

image united into a single, integrated communications toi .
30 percent. Employees easily access messages from the Toad, capturing majon previous page
D /! I opportunities. They work more efficiently as a team and accomiplish more in less tifite-
rag/scrol . . . L
. They all say “how did we ever work without it Rotate left
Image

Rotate right

Zoom in
> Zoom out




Composing voice messages

You can record a voice message from the computer or the telephone, then address and
send the voice message the same way as an e-mail message.

To record and send a voice message

1 Inyour CallPilot Inbox, click the New CallPilot Message button.

2 On the new message form, click the Telephone icon in the toolbar to open the
CallPilot Player, if the CallPilot Player is not already open.

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

4 » If you are recording from the computer, record your message into the

microphone. Click Stop to end the recording. Click Play to review it. To add to the
recording, click Record, speak again, then click Stop.

» If you are recording from the telephone, answer when the telephone rings. At
the tone, record your message. Click Stop to end the recording. Click Play to
review it.

5 Click To... to address from an Address Book. See Addressing messages, on
page 39. Or type a formatted address in the To... text box.

6 Add attachments and options if required. See Adding attachments to messages,
on page 36, and Setting message options, on page 36.

7 On the toolbar, click the Send Message icon.

Note: Insure that rich text format (rtf) format is selected in your e-mail client, if plain

text is selected the message delivery may fail.

¥ CallPilot Player, g@@

Ele Edt Vew Acions Help

Send message

Save message

— Attach file
Addr Subject: RE: (3396012) 0:03 Voice Message
messssz s =] st 2 - Gy ~Telephone icon
Set opfi | &% NERTEL gﬁ’aeylsr CallPilot
et options
P > 8| 8 ] Fe .
N Disconnect

Playback slider—"]
Pla

Stop/

Record from
telephone

» ;JJ\

Contact Sender

Record

Record from
computer

1
Adjust volume Go back  Go forward \Adjust speed
To save a newly created voice message as a file
1 On anew message form, record a message; on the File menu, click Save as...

2 Inthe File name box, type a name for the file, select a folder in which to keep the
file, then click Save. Save voice files as .vbk files. Note: CallPilot automatically
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converts .vbk files to .wav files, when sending to non-CallPilot users. See
Changing mail delivery settings, on page 48.

I 17—



Composing fax and text messages

To create and send a single fax message

To create a fax, your CallPilot mailbox must have fax capability. The CallPilot recipients
of your fax must have mailbox capability to receive the fax on their computer. If your
recipients access their messages from their telephone, they can view the fax only by
printing it. You can also send your fax to a fax machine.

1

w

Open the document that you want to fax. The document must be no greater than
8.5in. (21.5 cm) in width.

On the File menu, click Print.
From the list of printers, select Nortel Fax, then click Print or OK.

The Compose Fax dialog box appears. Before sending the fax, you can add more
documents by repeating steps 1 to 3. You can also choose to include a cover
page, view the fax, and save the fax as a file for later transmission.

Select an appropriate Send using... option.

To send a simple fax, type the fax machine numbers, or CallPilot mailbox number
(append the letter “m” to the CallPilot mailbox number, for example, m7366), in
the Fax machine(s) text box, type a subject in the Subject text box, then click
Send.

To send your fax as an attachment to a new CallPilot message, select CallPilot
Desktop Messaging for Lotus Notes under Send using, then click Send.

B Compose Fax @ ‘i‘ @

fion Pages | Mewfd | I~ \jew before
Image Maker Print Job 1 o Homover ] sending

File Name—|

Mave Dowin
Tatal pages: 2

Send fax options __| —seasions Delete before

Cover page option ¥ Remernber changes

6

7

Sendusing  |Fax machine [separate sach fax number with a2 | sendi ng

Fax machinefs]: 3220038
suect | hange order
I~ Regeive a confirmation of delivery. .

of files to be
faxed

selection | ~Goverpooe
Use fax cover page: | cover b - Browse..

Modity

Save to Send— Shve e } send | Esit } Help |

Later

A new message form opens with your fax file attached. Address the message
from the CallPilot, e-mail, or any Address Book. See Addressing messages, on
page 39. Or type the formatted address in the To... text box

Add attachments and options if required. See Adding attachments to messages,
on page 36, and Setting message options, on page 36.

Click the Send Message icon.
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To create and send a text message
To create a text message:
1 Open a new CallPilot message form.
2 Click the Text icon in the toolbar.
3 Type or past plain text into it, address the message.
4 Click the Send Message icon.



Creating and sending fax batch messages

To send customized CallPilot fax messages to multiple recipients, you can use Microsoft
Word Mail Merge, and send your print job to the Nortel Fax Batch printer. You must be
familiar with Microsoft Word Mail Merge functionality to use this feature. Consult your
Microsoft Word documentation. Note that the CallPilot Fax Batch feature is only
available to CallPilot Desktop and web users who install the Nortel Fax Batch Print
Driver.

To use Mail Merge with CallPilot, you need your main document (the file you want to
send to your recipients) and a data source document, which contains recipient
information such as names and fax numbers.

Your CallPilot Desktop Messaging installation includes a sample Microsoft Word data
source document named Data.doc and a sample Microsoft Word main document
named Sample.doc.

Accessing and modifying the example Data source document

The Data.doc file consists of a Microsoft Word table, organized in columns, with one row
for each recipient. The following column headers exist in the sample: ToFax, ToName,
DelReceipt, DelType, ToCompany, and ToPhone. These column headers can be
modified and deleted, and new columns can be added. The column header names
serve as tags, which can be inserted into the main document, to customize the fax for
each recipient, or to direct CallPilot how to handle the fax.

1 Go to \Program Files\Nortel\CallPilot\nda directory, and open the Data.doc file.

i@ DATA.DOC - Microsoft Word B o (=] JE3 |
Fla  Edk  Wiew Irsert  Format  Tools  Table  Window  Help ype & question for belp v X
DEEHEY SBY & BE oo BHSE o -3 2i&E”

Find showng Markup = Show = 4= s I - 23 - g - 2 (& |
&
. mél‘g}alw Bﬂ;r.mm-.e.o Fxlﬁm@@ Dellypes E Isﬁgmh ToFhones 2
. hla {=] a & -0 a 2l
. BETIAN = Anﬁ«ﬁp I= ES Lhnﬂ'l::n g El a
| .
: =l
*
_ @
N ¥

= a(@s 4 | ol
Deavwr [p | Auoshepes- ~ S IO EE Al B d-Z-A-ESE=ZE50@ .
Page 1 Sex | 1i1 A LA 4 cd L REC THE E4T CWR Engshius  OF

2 Add new columns or subtract existing ones, as required. For new columns, chose
a meaningful column header name.
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3 Add the required data under each column header. The data source can be
created by any means available to populate a Microsoft Word table, including
importing information from existing files.

If you edit the recipient list using the Mail Merge utility (that is, click on Edit in the
Data source section of the Microsoft Mail Merge Helper), the Data Form window
opens and lists all the entries from the data source table. You can add, delete,
modify, and search for records in this window. Any column headers that you added
or modified in the data source file will automatically appear in this window. Note that
the ToFax text box is the only mandatory text box for CallPilot.

The following parameters and characters are supported in the ToFax text box:

m Maximum supported length for the fax phone number is 120 characters.
m Numbers 0 through 9 are supported.

m Uppercase and lowercase P and the comma is used when a pause is
necessary.

The Pound sign (#) is used by some fax servers, and is supported.

Common phone number symbols, such as left and right parentheses and
the dash, are supported.

Spaces are supported.

When placed before a CallPilot mailbox number, to designate the mailbox
address, the M is not case-sensitive,

The other text boxes are optional, and are used to customize, or to direct CallPilot
how to handle, the fax. Three specific CallPilot text boxes and their parameters are:

m ToName: This is the fax recipient’s name, and can be up to 256 characters
in length.

m DelReceipt: You can use this tag to receive a Delivery Receipt in the form of
a CallPilot message in your CallPilot mailbox, when the fax is delivered to
the recipient. If the DelReceipt text box is set to 1, then a delivery receipt is
generated. If DelReceipt is set to 0, a delivery receipt is not generated for
that recipient. If the DelReceipt text box is empty, or the field is not in
Data.doc, then no delivery receipt is generated.

m DelType: This text box is used to set a delivery priority for each recipient. If
the DelType text box is set to 0 or is left empty (or if DelType Text Box is not
present in your Data.doc), the message is tagged for Normal delivery. If
DelType is set to 1, then the message is tagged for Economy delivery. If
DelType is set to 2, then the message is tagged for Urgent delivery.
Messages sent to non-CallPilot recipients with the Delivery Type set to
Economy is delivered on a schedule defined by the CallPilot server for
Economy delivery. Note that messages sent to CallPilot mailboxes are not
affected by the Economy designation, and is sent as Normal messages.
Transmission of messages tagged as Normal or Urgent begin immediately.
The Urgent icon is displayed from My CallPilot or a Desktop Messaging
client and a voice prompt identifies the message as Urgent from the
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CallPilot telephone interface. Messages sent Urgent are treated as Normal
when they are sent to non-CallPilot addresses.
4 Once the table is updated, save all changes. You normally supply a unique name
for your data file here; however, for the remainder of these procedures, the name
Data.doc is used.
5 Close the document. The Data.doc file can now be used as a data source by
Microsoft Mail Merge.
Accessing and modifying the example Main document
The Sample.doc file is an example of a Microsoft Word main document.

1 From the \Program Files\Nortel\CallPilot\nda directory, open Sample.doc in
Microsoft Word.

This document contains tagged fields corresponding to those in the example Data.doc

file. You can use this as a template for your own fax, or for practice purposes. If you

modify the column header names in Data.doc, you must modify them in your main

document as well.

First page

The first page of the main document is a special page and does not become part of the

final fax. Sample.doc is installed with the first page set up correctly.

& SAMPLE.DOC - Microsoft Word g =10] x|
B Edt  Wew [nsert  Foomat  Tools  Table  Window  Help k4
DEEafn SRAY RBR| o- @&|10x - 2iiE?
Find Showing Markup = Shaw~ & #p Op = 3 = (3~ 3 B |

Fax-Addressing-Informationy
! IMAGEMAKER FAXBATCH HEADERY
g
- 530080 0

i

AnTohlama eﬂi

.
T .
_MpaToFaay] >
T -

J A
' .‘dr-xDeIRecemhjf}

o ¢ idaDelTypest]

. This: - i5- i -wehian i -
: (;@age ig-dmcardad-when EaxingT TI
' paggam,k:
=aEs= 4 | 2
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The purpose of this page is to provide a location to map information in the data source
to each customized fax document. To signal CallPilot that this is a Fax Batch file, and to
prevent this page from becoming part of the fax, two special control codes must be
present on the first page:

$SOJ$  Start of Job, signals the fax driver to start processing, and
can be placed anywhere on the first page.

/zz Start this page, prevents the first page from becoming part of the fax
message, and can be placed anywhere on the first page.

The CallPilot Desktop software retrieves the Fax Number from the first page of the
document. Additionally, CallPilot Desktop software retrieves the Recipient Name, the
Delivery Receipt, and the Delivery Type, if they exist on the first page.

tp Fax Number, is used to address the message. This text box is
required.
/dr Delivery Receipt, is turned on or off for each recipient. This text

box is optional.

/tin Name of Recipient, is used to identify the record in the Nortel Fax
Batch Status dialog if the fax number is either missing or invalid.
This text box is optional.

/dt Delivery Type, is used to mark messages for Normal, Economy or
Urgent delivery. This text box is optional.

To complete the page, the Fax Number column header (that is, <<ToFax>>) must be
inserted after the /tp control using the Mail Merge insert function. Also, the Delivery
Receipt column header (that is, <<DelReceipt>>) can be inserted after the /dr control,
the Name of Recipient text box (that is, <<ToName>>) can be inserted after the /tn
control, and the Delivery Type text box (that is, <<DelType>>) can be inserted after the /
dt control.

Note: all Fax Batch controls are case sensitive.

As an advanced fax addressing feature, users can also modify all data in a single
column, without actually modifying the data source file. For example, if an existing data
source table contains fax numbers for a large number of recipients, but the external
access number 9 is missing, this number can be added to all fax numbers by modifying
the control on the first page of the document as follows:

/tp9<<ToFax>>

In this example, a 9 is added to the beginning of each phone number during fax batch
processing. The data source remains unchanged, and can be used from a different
location that does not require a 9 for external access.

Second page
Once the data source document and the first page of the main document are created,
you can begin to customize your fax.

Note: The page must be equal to, or less than 8.5 inches in width.
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You can use all of the data source column header tags to customize the document. The
following is an example using the Sample.doc file:

) SAMPLE.DOC - Microsadt Word M= E

I B B Mew It Fomst Tock Tabe Wndw Lo 3 - x
IDEEINSRY i BT [o- o &EEIEII.'M EDE S
| Final Shoring Markup = -y Dy - Zh - Q- O

% ----- FEEEI s A

Tor aTo_Marmess
Compamy = «To_Companysa |
Phoner «To_Fhoness | :
FaxiE aTo_Faxse s

Company:£ Windwarcl facht-Chartarse
Phone:s [G04)555-0%30:
Fax:z [G04)555.1111=

Frem:e FetarMackene J

Drabe:t Apnl- 1419890

Lo

1

Comments:

R .

| < To_Mamas | El

. Here-is-ar Microsol B Word B 10/55 sample- prinl-m erg e-docurnent for use- with-the-Fax: ,;

Eorcthc It containg: o-Govpmane: r“ms|oga!rcllu4edo:. msuuanﬂ? ane'sell:nsp ) -
- ETE KT R |
IMM*QMM\\DDIRI'EAl":tIIEs&ﬁﬂ.=v—~E.i.
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In this example, the document is customized for each recipient. Data source column
headers are inserted into the document using the Microsoft Word Mail Merge utility
Insert function. After the main document is customized, the document is ready to be
merged with the information in the Data.doc file. Consult your Microsoft Word Mail
Merge help for more details on inserting data source text boxes into the document.

Merging data from the Data Source into the Main Document
When you are ready to merge data from the data source file into your main document:

1

Start Mail Merge from the Microsoft Word Tools menu. Depending on which

version of Microsoft Word you are using, Mail Merge is found under different

menu headings.

a. In the Office XP version, select Tools> Letters and Mailings> Mail Merge
Wizard.

b. In Office 2000 select Tools> Mail Merge.

Verify that Sample.doc is currently selected as the main document, and that

Data.doc is currently selected as the data source.
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3 Select Merge to Printer, and then select the Nortel Fax Batch driver from the
Print dialog box that appears.
Note: Ensure that Microsoft Word is not set up to print pages in reverse order.

4 Click OK in the Print dialog box to initiate the batch fax process.

When the document is merged, data values from the data source file are merged into
the main document at the appropriate tag positions and a separate fax TIF file for each
recipient is created. CallPilot Desktop software addresses and transfers the fax files to
the server. The CallPilot server is responsible for sending the fax to the recipients.

Once the process starts, the Print Status dialog box appears. The page number
increases incrementally as each page is converted to a TIF file. Since the first page is
skipped, this page is not included in the count. For example, if a three-page fax is sent
to ten recipients, the dialog box displays "Printing page 1," "Printing page 2," and so on
up to "Printing page 20." Only 20 pages are printed, because the first page of each
document is skipped.

Problems that occur while creating the fax images, or with the fax addresses, are
displayed in a separate Nortel Fax Batch Status dialog box, such as:

Mortel Fax Batch Status

The Fax number iz messng o mvabd for Bifona
The Fast russbes is miss rivald lee And

O petahion abarbed fran Frirt b anage.

Problems, such as a missing fax address or an unsupported fax address format, are
checked. However, problems such as a wrong fax number are not identified, provided
the number is in a valid format. A wrong fax number, however, results in the sending of a
non-Delivery receipt to the user's CallPilot mailbox by the CallPilot server.

When you click the OK button, the batch process ends and no faxes are sent. You must
fix the fax addresses, and resubmit the job.

If all faxes and addresses are created properly, a dialog box appears while the faxes are
being addressed and transferred to the CallPilot Server. The Nortel Fax Batch Status
dialog box indicates the status of the batch job. If you press Cancel in this dialog box
before the job is completed, another dialog box appears asking you to confirm the
cancellation. If you select Yes, all temporary files are deleted and the process ends.
However, all faxes that are transferred already to the CallPilot server are sent.

If a problem occurs while transferring the fax, a dialog box similar to the following
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appears:

: CallPilot Desktop Messaging x|

T Faled to send the Fax addressad ta 7 m74s1

Whouid you ke bo Rery? Choose Vios to Retry, Mo bo Skip or Cancel bo end the Fas Batch process,

If you select Yes, an attempt is made to resend the fax to the server. If you select No, the
current fax is skipped, and processing begins on the next fax in the list. The skipped fax
is not sent. If you select Cancel, another dialog box appears, asking you to confirm the
cancellation. If you choose Yes, all temporary files are deleted, and the process ends.
Any faxes that have already been transferred to the CallPilot server is sent. If you
choose No, the failure dialog box shown above are displayed again, allowing you to
make a different choice.

After all the faxes are transferred successfully to the server, a dialog box confirms this.
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Using custom fax Cover Pages

CallPilot users can choose to include a cover page with their faxes. The server
administrator typically designs and manages these cover pages. The user simply
chooses the desired style of cover page (if more than one is available).

Cover pages created with these tools include the following information:

From Information: Title Name Department Company
Phone number  Fax number

To Information: Title  Name Department Company
Phone number  Fax number

Number of Pages

Sent Date & Time

A Cover Sheet Memo section

CallPilot Configuration

The CallPilot Desktop Messaging Configuration page includes an option labeled
"Include cover page when forwarding fax message". The default value for this is
unchecked, meaning that a cover page is not added to the message

CallPilot Desktop Messaging Properties E|

General  Mai ]Address Book | Audio |

Motification: Autornatically
Default corpose form: |Vuice j
Drefault fonward/reply form: |As received ﬂ

[ Include message header when ForwardingAreplying

W Include cover page when forwarding Fas:

| cover. tf j Browsze...
=

v Show meszage waiting indicator (b ] on taskbar

[ Create sent item
[+ Enable Message Fonwarding Fule

Advanced...
0K | Cancel | Apply | Help |

If you select this option, you can then choose and set a default cover page from a list of
available cover pages. Use the Browse... button to choose the location where the cover
pages are stored. The default location is:

\\Program Files\Nortel\ CallPilot\cvrpages.
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CallPilot Desktop Messaging Custom form

The Custom Fax Forward form of CallPilot Desktop Messaging contains a menu item
named Cover page, which contains two submenus items: Add and Modify.

B CalFiot Player

i =0l
File Bt Wiew | Cover Page Help
ilals| |
oeiy
Ta. [ —— —— 3
e
Boc.

Subiest [P Test fax meszand

Dafiesty: |Nomal = Covst | Public ]" [Egz-htymc;d

The Add menu displays a list of existing cover pages available to use. Select one of
these, and click OK.

Available cover pages x|

Fleaze meke paur seleclian lam the i belovw,

Hasic

ok | caned |

The Modify menu displays the current cover page content and allows you modify it.
From the "Modify" window, you can also preview the current cover page.

If you enable the Include cover page... option, CallPilot Desktop Messaging adds the
selected cover page to the Fax Forward form. The cover page appears as the first
attachment on the list of attachments (left pane). The Attachment view (right pane)

contains only the Cover Sheet Memo section of the cover page. You can include any
additional required information here.
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W Cansiat Player

= o =f
Fil= EdE ¥isa <Cover Pags Hep
mEEIRE e
— —_—
l—’;t. R EREEE————————.
Boo..
Suhjack |“.v:-ﬂ: Task Iz nossad
'[Jv!l-'\tvlrlaml 'ﬂ Cover [Pt =] I':E;I;:ﬁﬂc::m
J Thig i2 the Memo section of the Cover Page,
Fare Massage
4

Nortel Fax Printer Driver form

You can use the Nortel Fax Printer form to send a fax message, using either a CallPilot
Desktop Messaging client (such as Lotus Notes) or the QuickFax feature. QuickFax
allows you to send a fax directly from the Print dialog box. If you choose to send your

fax using a CallPilot Desktop Messaging client, the cover page is available from the
CallPilot Custom form.

& Compose Fax E]|E|®
Item Pagez wigw/E dit

T 1
Microsaft Ward - Fax test.doc 1 Bemove

Move Down
Total pages: 2

Send options

Send using: |Fax machine [separate each fax number with 2 ' j

Fax machine(s): |

Subject: |
I Receive a confimnation of deliveny.
Iv Remember changes

Cover page

Use fax cover page: Browse...

_powe. |
Maodify

Save Az, | | Help |




If you choose to send your fax to a specific destination (for example, a fax machine), the
Cover page text box becomes active. This allows you to browse for a cover page,
through the use of the Browse button, or you can choose to select one from the drop-
down list. You can then modify the cover page contents. The modification of the cover
page provides functionality similar to the Custom form. (Refer to Modify and Preview
cover page for details.) You can also choose not to include a cover page by selecting the
No cover page option from the Use fax cover page drop-down list. Note that you can
also include a subject line here. The Subject text box information is displayed only in the
e-mail portion of the fax; the subject line is not displayed on a hard copy of the fax.

Modify and Preview cover page

You can preview the current cover page and modify its contents from both the CallPilot
Custom form and the Nortel Fax Printer driver application.

B Modify Cover Page

To

Title bt Mame: [Jones
Compary:  |Company Name  popament 445588
Fa: Fhone: 9558889421

From

Title Mr Mame: |Name
Company: Company Mame Department Z345
Fas B05555555 Phane: B055555556

Pages: |2 [inciuding cover) Sent: |5;1 9/2005 9:19 &M

fema

(x]

Thiz iz the kemo section of the cover page

Preview | oK | Cancel Help

Click Preview to view the current state of the cover page.
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Cover Page Preview x|

Fage 1 |

Facaimile Cover Sheet

The first time you access this page, CallPilot Desktop Messaging attempts to fill in the
From section using information from the registry. Desktop Messaging remembers the
data that you entered into this section, and automatically completes those text boxes
the next time you use this page. Although the From information is automatically
populated from the registry, you can still change it.

In the To section, one text box is always read-only, the Fax text box. CallPilot populates
the Fax text box, using address information from the Custom or Fax Driver forms. The
Name text box is read-only if the cover page is filled using the Custom form. In this case,
CallPilot automatically fills the Name text box using the recipient's name. If you use the
Fax Printer driver, this text box is left empty, and you can complete it.

If a cover page is used from the Fax Printer driver, CallPilot Desktop Messaging
computes the number of pages, and enters this information in the Pages text box. When
you use the Custom form, the Pages text box is left empty. You can modify this text box
in either case.

The Sent text box uses the current time and date by default. This text box is also
editable. The Memo section is synchronized with the Memo section of the Custom form.

Note: The maximum length of all cover page text boxes, except the Memo text box, is
30 characters. The maximum length of the Memo text box is 2500 characters.
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Initiating a call using Call Directory

The Call Directory feature allows you to call any person listed in the Lotus Notes Public
or Personal Address Books, CallPilot Personal Address Book, the CallPilot Address
Book on the Lotus Notes Domino server, or the CallPilot Dynamic Address Book on the
CallPilot server.

The Call directory feature is available through a number of avenues:

When any CallPilot view is active

Access this feature from the Actions-> CallPilot Desktop Messaging-> Call
Directory menu item when any CallPilot view is active. When the Call Directory menu
item is selected, the Call Directory dialog box is presented. You can select any
available Address Book, select the person, and then initiate the call by pressing the Call
button.

Call Directory |
[CallFilot Server Address Book] |

& Anderson, Angela -
& Bender, Todd
& Bloomington ALL Sales, SDL
& Bloomington Sales, DL
& Bloomington Systems Engineeri.
& Crosser. Dave
& Cube, Empty
& Davenpott, Ronnie
& Demohaibox, Sales
Emert, Steve
& Epdelman, Lev
& Foss, Duane
& Fiink, Coleen
& Geiser.Joe =

Search for. [Last Name = Search

Depending on the selected Address Book, CallPilot attempts to retrieve telephone
numbers from different phone fields.

m If the person is selected from CallPilot Personal Address Book, CallPilot Address
Book on the Lotus Notes Domino server, or CallPilot Dynamic Address Book on
the CallPilot server, telephone numbers retrieved from the CallPilot - Office
Phone field.

m If the person is selected from Lotus Notes Public Address Book, telephone
numbers are retrieved from the Work - Office Phone and Cell Phone fields, and
the Home - Home Phone field.

m If the person is selected from Lotus Notes Personal Address Book, telephone
numbers are retrieved from the Business - Office Phone and Cell Phone fields,
and the Personal - Home Phone field.



When the CallPilot Personal Address Book is open

The Call directory feature is also available through the Actions-> Call menu item when
the CallPilot Personal Address Book is opened or the Call button is pressed. CallPilot
attempts to retrieve telephone numbers from the CallPilot - Office Phone field.

When the Lotus Notes Public or Personal Address Books are open

The Call directory feature can also be made available when the Lotus Notes Public or
Personal Address Books are opened. This requires the administrator to make certain
changes on the Domino server.

m To call a person from the Lotus Notes Public Address Book, you select a person,
then select the Call menu item in the Actions menu, or click the Call button on
the Address Book toolbar. CallPilot attempts to retrieve telephone numbers from
the Work - Office Phone and Cell Phone fields, and the Home - Home Phone
field.

m  To call a person listed in the Lotus Notes Personal Address Book, you select a
person, then select the Call menu item in the Actions menu, or press the Call
button on the Address Book toolbar. CallPilot attempts to retrieve telephone
numbers from the Business - Office Phone and Cell Phone fields, and the
Personal - Home Phone and Cell Phone fields.

Contact Verification
Once CallPilot has extracted all valid telephone numbers, you are prompted to select
and validate the telephone number before a person is called. Any changes made to the
number are cached in the registry, if Remember changes is selected.

Contack - Smith, John x|

& Cal | ? |
Select and verify the message recipient's destination. Include =

all necessary digits to dial a number, such as the area code and
digits for an outzide line.

Awailable destinations:

Office phone:  [952
Office cell [612]
Home phone:  [7E3) B57-7422

Werify number:
|1552) @57-7400

¥ Remember changez

Call I Cancel |

If CallPilot cannot find any valid telephone numbers, then depending on the client, only
the person's e-mail address is listed. Since the e-mail address or name cannot be
dialed, you must manually enter the person's complete telephone number. The number
is cached in the registry, if Remember changes is selected.
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Contacting the sender of a message

You can respond to a CallPilot or a Lotus Notes e-mail message with a telephone call

instead of a recorded message.

1 Select a message in your CallPilot or Lotus Notes Inbox.

IF

THEN

a Lotus Notes e-mail message is
selected in the Lotus Notes Inbox

a CallPilot message is selected in
the CallPilot Inbox

a CallPilot message is opened in
the CallPilot Inbox

Go to Actions > CallPilot Desktop
Messaging > Contact Sender

Note: To make this (optional)
feature available, the Domino
server administrator must make
changes to the corporate mail
templates. The CallPilot installation
includes a modified version of the
mail template with the necessary
design changes. Use the modified
template to replace the design of
your mail templates, if they are not
customized. If your mail templates
are customized, copy the Contact
Sender action from the CallPilot
mail database template to your
customized template on the
Domino server.

Go to Actions > CallPilot Desktop
Messaging > Contact Sender or
click “Contact Sender” toolbar button

Go to Actions > Contact Sender or
click “Contact Sender” toolbar button

2 If the person is selected from CallPilot Personal Address Book, CallPilot Address
Book on the Lotus Notes Domino server, or CallPilot Dynamic Address Book on
the CallPilot server, the telephone number is retrieved from the CallPilot - Office

Phone field.

m If the person is selected from Lotus Notes Public Address Book, telephone
numbers is retrieved from the Work - Office Phone and Cell Phone fields, and the

Home - Home Phone field.
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If the person is selected from Lotus Notes Personal Address Book, telephone
numbers is retrieved from the Business - Office Phone and Cell Phone fields, and
the Personal - Home Phone field.

The e-mail sender’s Address Book entry can contain multiple numbers. Therefore
all telephone numbers that can be found for the sender in the Office, Home or
Mobile fields are presented to you in the Contact dialog box. Choose the
appropriate number, and press the Call button. The CallPilot Desktop client
remembers any changes you make if you select the Remember Changes
checkbox.

Answer the telephone when the telephone rings. CallPilot immediately calls the
sender of the message. Sa{

When you finish the call, hang up the telephone, or click Disconnect .
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Adding attachments to messages

Before sending a message, you can attach one or more voice, fax, or text files to it.
Voice files can be .vbk or .wav format for CallPilot recipients; CallPilot can
automatically convert .vbk files to .wav files when sending to non-CallPilot users.
See Changing mail delivery settings, on page 48. Fax files must be .tif format. Text files
must be .txt format.

To attach a file to a message

1 On a new message form, click the — Zl&l=| =[214
Attach File icon. ——

2 Inthe Open box, select or type the

Fle Edi Vew Acions Help

name of the files that you want to %:zz:zzzss:x:::t!;:::
icrophone. vbk | msgS 24000Hz: ¥

attach. M e o
3 C|ICk oPen to attach the fl|eS and msa3 22500Hz6bitStereo, wav H]msgS 24000Hz8bitSteren.v

return to the new CallPilot

message.

I

Fiename: || Open

Files of type: [Files [~wav~ bk~ i~ 4]

Setting message options

Before sending a message, you can set options for handling and delivery.

To set message options

1 On a new message form, select Delivery, Sensitivity, and Receipt options, as
required.

_ N ¥ Read receipt
Deliven: ILlrgent I SEr‘ISItI'-.-’It_','.IF'nVatE I [Pl
» For Delivery, select Urgent, or leave the setting as Normal.

» For Sensitivity, select Private, or leave the setting as Public.

When you send a message marked Private, recipients can forward the message to
someone else, if they are not CallPilot users. Also, recipients in non-CallPilot
systems are not informed of Private settings. In your message, tell the recipient that
the message is Private.

» For Receipt acknowledgment, check Read receipt to request acknowledgment
that your recipient opened the message. Check Delivery receipt to request
acknowledgment that recipients received the message.

2 Continue to compose, address, and send the message as usual.
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Forwarding and replying to messages

You can forward a message and append an introduction to it. You can also compose 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 Compose voice message

1 In an open message, click Compose tgxt message
Forward, Reply, or Reply to All. Attach file

Wl =Pl i
2lal dlfof
2 On the new message form, ] e
compose a voice, fax, or text
message ject: Voice Mescage
s ] sensis[psis =] - pim et
3 Address forwarded messages the e
E————
same way as a new message. wifeay | TR L s
Replies are addressed N
automatically. OE ¢ —F g P——" & s
4 Add attachments, set options, and
change the subject line if required. Z

5 Click the Send Message icon.

Note: Your administrator can block messages forwarded to external e-mail addresses.

Message Forwarding Rule

The Message Forwarding Rule can be configured by the system administrator or by the
My CallPilot user. The Message Forwarding Rule feature enables you to automatically
forward some or all of your CallPilot messages to an address configured by the system
administrator. The user must enable the Message Forwarding Rule. If a message
cannot be delivered the Message Forwarding Rule is disabled. Once the user receives
notice of the undeliverable message, the Message Forwarding Rule, must again be
enabled.

Messages forwarded from the CallPilot server are delivered to the e-mail account
configured in the Message Forwarding Rule. You can treat these messages as any
other e-mail. Messages can be forwarded, printed, saved, archived, and deleted, can
have rules applied to them, and so on.

Lotus Notes users receive the forwarded messages in their Notes Inbox. The messages
appear as Lotus Notes e-mail, and honor all rules that apply to Lotus Notes e-mail
messages.

For users of Lotus iNotes, forwarded CallPilot messages appear as Lotus Notes e-mail
messages. The messages honor all rules that apply to iNotes e-mail messages. The
messages are displayed with Lotus iNotes e-mail icons and the standard iNotes e-mail
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form are used to display the message.

Note, however, that there are a few limitations when using the Reply/Reply All
functionality. You cannot reply to messages from a sender whose address/CLID is not
included in the message, because the address is unknown. Also, because the CallPilot
server can accept only plain text messages and attachments of type VBK or TIF-F, you
must ensure all outgoing messages addressed to a CallPilot address are composed
using these types. If a message is sent to a CallPilot address with a different attachment
type, or in a format other than plain text (for example RTF), you receive an NDN. Note
also that voice messages sent in VBK format play only if CallPilot player is installed on
the system. Voice messages sent in WAV format require a WAV player capable of
playing standard WAV-PCM. Most standard WAV players support this format.

Note: In order to enable or disable Message Forwarding Rule from the desktop client
interface you use your account information in the Address Book advanced section
and not an anonymous log on.

Note: If the Exchange 6.5 server is used for outgoing SMTP messages, messages
are not marked as Read when they are opened by the recipient because the Read
Receipt does not get sent back to CallPilot. You should either use Forwarded by
this Service option or turn off Mark original message as Read option when
configuring Message Forwarding Rules.
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Addressing messages

CallPilot users can access a variety of Address Books to address messages. These
include the CallPilot or Lotus Notes Public Address Book (located on your CallPilot or

Lotus Notes server respectively) or your Personal (local) Address Book. An address can
be either internal or external to your organization.

If you are a Lotus Notes user on a Terminal server, you cannot download CallPilot
message addresses into your Personal Address Book. The Address Book is not
available to Terminal server users when addressing CallPilot messages.

To address a message using a Lotus Notes Address Book

A Lotus Notes Public Address Book contains number information fields named Office
phone and FAX phone, CallPilot users can directly access these numbers. (Note that in

a Lotus Notes Personal Address Book, these fields are called Office phone and Office
fax respectively.)

To address your message:

1 In a new CallPilot message, click To...

2 Inthe Address Book field, select the Address Book that you want to use. If the
Lotus Notes Public Address Book is selected, an additional Filter drop-down list
box is displayed. Using this control, you can specify what type of address to use.

» If E-Mail Addresses is selected, the address list display all names.

» If FAX Numbers is selected, the address list displays names that have FAX
phone information.

» If VOICE Numbers is selected, the address list displays names that have
Office phone information.

Note: You can address the same message to different types of recipients.

x|

I[Nnrtel's Directory] L[ Address list

i [LocalDomainddmins] To>
e [ ocalDomainS ervers]

#e [OtherDomainServers]

& Epdelman, Lewv

& MNetwarks, Mortel

& Shiibin, Wlad =

gl (3|
Filter:  [E-Mail Addresses ~ add | | Bemove || Removesl

E -1 ail Sddreszes

Fax Mumnbers

DK I Cancel I

3 Select the recipients from the list of names. Group names are in square brackets.
You can select more than one address at a time. If you address a message using
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Voice or Fax numbers, you are prompted to choose and verify the final
destination.

4 Click To ->, Cc ->, or Bec ->, as required.
5 Click OK to return to the new CallPilot message.

Mail Address X
[ortel's Directory] - Address ist:

tester2's Addiess Book [CallPilot]
tester?'s Addiess Book [Contacts) To>
[i

# [ ocaDomainServers]
#a [OtherDomainServers]
& bhanu, bhanu

& chen, jianping

& degattenreed, anna
& external, emal

& LaRose, Aon Becs
& perescu, isabella

& Phan Hanh s
< b3

Filter: | E-Mail Addresses hd Mew ‘ |

Cancel

Retrisved 27 entries

To address a message using a CallPilot Address Book

The CallPilot Address Book on the server is maintained by your organization, and
contains the addresses of the CallPilot users and distribution lists that you are allowed
to use. You cannot edit this list.

Lotus Notes Desktop clients access the CallPilot Address Book through a dynamic
lookup utility. This feature allows you to access the CallPilot Address Book, without
requiring you to maintain CallPilot address information in your Lotus Notes Personal
Address Book. However, you can download CallPilot address information to your
Personal Address Book if you want to address messages in offline mode. Such
addresses cannot be validated in the offline mode.

To address your message:

1 Log on to a CallPilot server, if you have not already done so.

2 Select the CallPilot Server Address Book from the list of available Address
Books. When the CallPilot Address Book is selected, additional controls are
made available to dynamically search for CallPilot addresses on the CallPilot
server in a number of ways. For example:

a. Select the search type Last Name in the Search For combo box.
b. Enter a set of letters into the text box.
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c. Click on Search. All records with the last name matching the letters are
returned and displayed in the address list.

Note: You can continue to change search types and modify letters until you find
the desired name. If you enter a name that is not downloaded, a dialog box
displaying the number of addresses to download can appear while the search
proceeds.

3 Select the recipients from the list of names. You can select more than one
address at a time.

4 Click To ->, Cc ->, or Bec ->, as required.
5 Click OK to return to the new CallPilot message.

To address a message manually

You can type an address directly into the To text box of a new message without opening
the Mail Address dialog box. Type the address with no spaces, and enclose the address
in double quotes. The name is resolved against all available Address Books and
address types. If more than one address is found, you are presented with a CallPilot
Recipient dialog box showing all the matching addresses. Choose which address to use
for the message. You can modify telephone or fax numbers here, but not CallPilot or e-
mail addresses.

To download CallPilot addresses to your Personal Address Book

You have the option of downloading the names and addresses of CallPilot users to
your Personal Address Book. This is useful if you are working in offline mode. In the
online mode, Lotus Notes Desktop Clients can query and retrieve addresses from
the CallPilot server Address Book at any time. See Changing your Address Book
settings, on page 50.

Restrictions

When you submit a message to the CallPilot server for delivery to a telephone or fax
number, the CallPilot server reviews the Restriction Permission Lists (RPL) to validate
that the sender has the necessary permissions. The same rules that determine if a
number can be dialed from your telephone are applied to the destination number of the
outgoing voice or fax message.

If you lack the necessary permissions (for example, cannot utilize voice channels,
cannot place long distance calls), a Non-Delivery Notification (NDN) is generated. An
NDN also is generated for the recipient, if the destination number is deemed invalid.
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CallPilot distribution lists

You can create a Personal Distribution List (PDL) over the phone or in My CallPilot.
Using the Lotus Notes client, you can also create a Group in the local or public Lotus
Notes Address Books. However, Lotus Notes Address Books are not accessible from
the telephone or from My CallPilot.

To use existing CallPilot personal distribution lists

You can address messages using CallPilot personal distribution lists that you create in
My CallPilot or on your telephone. In Lotus Notes, select these lists from the CallPilot
Address Book.

To create a CallPilot group

You can create a Personal Distribution List (PDL) for a group of recipients to whom you
frequently send messages. When you create a list, the PDL appears in your Personal
Address Book in Groups (CallPilot).

You create a CallPilot group in the same way that you create an e-mail group. The
CallPilot group can contain CallPilot and e-mail addresses.

1 Inyour Lotus Notes Inbox, click the Address Book icon.

2 Select Groups (CallPilot), then click the Add Group button.

3 Enter a Group Name and Description, then click the arrow beside Members.
4

In your Personal Address Book, place a check mark beside each name that you
want to add to the group. Click OK to exit the list.

5 Click the Save button.
6 Click the Close button.
You can edit or delete the list in Groups (CallPilot).
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Instant Messaging

The Instant Messaging feature allows you to start an Instant Messaging (IM) session
through Microsoft Windows/MSN Messenger/Nortel Multimedia PC Client (MCS 5100)
from a CallPilot or e-mail message.

You can initiate an Instant Messaging connection with other users, provided both parties
have a valid account on MCS 5100 (Nortel Multimedia PC Client) or with one of the
following services available in Windows/MSN Messenger:

m  NET Passport Service (Windows/MSN Messenger)

m S|P Communication Service (Windows Messenger only)

m  Exchange Instant Messaging Service (Windows Messenger only)

There are no special requirements to configure these services. You must configure
these accounts according to Windows/MSN Messenger requirements. For the SIP
Communication Service on MCS 5100 configuration, you must have a configured and
fully-operational Nortel Multimedia PC Client to use its Instant Messaging functionality.

To activate Instant Messaging functionality in CallPilot Desktop Messaging

To activate Instant Messaging in CallPilot Desktop Messaging, you must select the
applications to be used. Use the General tab of the CallPilot Desktop Messaging
Properties dialog box for this.

CallPilot Desktop Messaging Properties E|

General | Mail | Address Book | Audio |

Semver ﬂ
YPIM metwork shorcut: [16139337 -]

Mailbo: [3338012 ~|

Fazzword: |

[ Remember passwiord

LChange password...

typ CallFilat LIFL:

Instant Meszaging Applications
[ Uszewindows/MM5SMN Messenger
=

Ok | Cancel | | Help |

» By default, both applications are not selected. You cannot select an application
that is not installed on your PC.
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Using Instant Messaging from the CallPilot Form

You can initiate an instant messaging session through the CallPilot Form. When the
CallPilot Form is open, choose the Contact Sender menu item from the Actions menu,

or click one of the CallPilot Form toolbar buttons.

B CallPilot Player - FWD: (7461} Fax ID: 2463; 4 p Fax Message - |EI|£|

File Edit Wiew Actions Page Zoom Aonoktation Help

1)
BRI R EEE
From:  Ted Youel T
BssEnger
To Lew Eydelman rortel Metworks
Multimedia P Client

Cc | -

Subject: |F'W'D: [7461] Fax |D: 2463; 4 p Fax Message

Deliverny: INormaI "I Sensitivity:IF'ublic "I 10/18/2004 4.39

BBz @ﬂlf@_lﬁ i EREE

T S = T T TR

Note:
= Changes since previous version

LTIV | E—"

4 |

®  There is very important information contained in the Com

-

[

o

A

When Contact Sender is chosen, the CallPilot Instant Messaging Verification dialog
box appears, the user chooses a sign in name for the Instant Messaging service.

Note: The Instant Messaging icons on the toolbar are different colors, depending on

the online status of the sender. These are as follows:

] ] 2]
_2 lonline 2 10ffine =

Windows/MSN Messenger

@

Online _——_1 Offline

@

9

Nortel Multimedia PC Client (MCS5100)

Status or sender Sign In name Unknown to

Status or sender Sign In name Unknown to

Tool tips for Instant Messaging buttons will also show sender’s Sign In name and online

status, if this information is available.

Using Instant Messaging from Lotus Notes

You can initiate an Instant Messaging session by selecting a message and choosing the
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Contact Sender menu item from the Tools-> CallPilot Desktop Messaging Tools
menu.

When Contact Sender is chosen, CallPilot retrieves the message sender’s CallPilot or
e-mail address. You are prompted to validate the address in the Contact dialog box.

CallPilot Contact dialog box

With the CallPilot Contact dialog box, you can initiate an Instant Messaging session by
using Windows Messenger> MSN Messenger application, or by using the Nortel
Multimedia PC Client (MCS 5100). At this point, you can contact the sender by making
a phone call (such as by pressing the Call button).

The Contact dialog box displays your Contacts list from either Windows/MSN
Messenger application or the Friends list from Multimedia PC Client.

Both Windows> MSN Messenger application and the Nortel Multimedia PC Client
require the sender's Sign In name to be present in the Contacts> Friends list before
initiating an Instant Messaging session.

The sender's CallPilot or e-mail address that is extracted from the message is treated
as the sender's Instant Messaging Sign In name. The Contact dialog box attempts to
find the sender's Sign In name in the appropriate list. If the search is successful, the
Verify sign in name text box is prefilled. Otherwise the text box is left empty and you
must manually enter the sender's Sign In name.

You are always prompted by the Contact dialog box to validate the sign in name before
starting an Instant Messaging session. Any changes made to the number are cached in
the registry, if Remember changes is selected.

Contact - Todd Bender (1952897 7404@r |
&g ol 2 Windows Mw]@ MEs 5100

Please zelect and verfy the zender’s Instant Mezzaging zign-in
name,

Lyailable Contacts:

ﬂ hraud{@nortehetworks.com - Henty at work [Onling)
& timgchweitzer@yahoo.com - timschweitzer@yahoo.c...

g atrnail.com - Ted (Onling]
& vshtibin@hotmail com [Dffine]

Wetity zigr-in name:

Ityouel@hotmail.com

[ Bemember 5ender/Signin name Association

Send I Cancel |

After verifying the sign in name, click the Send button. If the Sign In name is already in
the contact list, the Windows> MSN Messenger, or the Nortel Multimedia PC Client
Conversation window, is displayed.
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This window provides the interface for sending and receiving instant messages.

If the sign in name does not exist in your Contact> Friend list, CallPilot Desktop
Messaging attempts to add it. If the name is successfully added, you will receive a
confirmation. You can then click the Send button to display the Windows> MSN
Messenger or Nortel Multimedia PC Client Conversation dialog box. If the name is
not added successfully, the Send is aborted.
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Changing your mailbox settings

To view or change your CallPilot access settings
Your administrator enters the default CallPilot access information for you. You can
change these settings, if required. Refer to the online Help for a detailed explanation.

1 Inyour Lotus Notes Inbox, on the Actions menu, click CallPilot Desktop
Messaging > CallPilot Configuration.
OR
On the CallPilot Player, select View > Options.

2 Click the General tab to display your current access settings.

3 Make any changes required, then click OK.

CallPilot Desktop Messaging Properties E|
General | Mail | Address Bock | Audic |
Server cplab340) j
WPIM network shorteut: |E340 -
Mailbox: 3406011 -
Bassword:
[~ Remember password
LChange password...
My CallPilat URL |
Instant Messaging Applications
[ Usewindows/MSH Messenger
-
Ok I Cancel | | Help

To change your CallPilot password
This is the same password that you use on the telephone.

! Plepeal steps 1 and 2 above,

then click Change Password.

2 Inthe Old password text box, £ Qdpassword  —
type your current password. New password. [
3 Inthe New password text box, Retype new =

type your new password.

4 In the Retype new text box, oK. I Cancel

type your new password again.
5 Click OK to save the change.

6 Click OK to exit the General
settings.




Changing mail delivery settings

To view or change your mail settings

Your administrator enters the default mail settings for you. You can change them, if

required. Refer to the online Help for a detailed explanation.

1

In your Lotus Notes Inbox, on the Actions menu, click CallPilot Desktop
Messaging > CallPilot Configuration.

2 Click the Mail tab to display the current mail settings.

CallPilot Desktop Messaging Properties ﬁ\

General  Mail IAddrass Book | Audio |

Matification:

Default compose form: |V0ice

=
=

Default forward/reply form: |As received

[ Include message header when fonsarding/replying

¥ Include cover page when forwarding fax:
|cuver.llf j Brawise

=

v Show meszage waiting indicator (M) on taskbar

[ Create sent item
¥ Enable Message Forwarding Rule

Advanced..
Ok I Cancel | Apply | Help |

The following settings are available:

Notification - You can set CallPilot to update your message list automatically,
manually, or at intervals such as every five minutes. (Choose Manually to save
costs on long distance or ISDN connections.)

Include a message header when forwarding/replying - The header information of
the original message appears in a reply or forwarded message.

Include a cover page when forwarding a fax - Refer to the "CallPilot
Configuration" section on page 27 for information regarding on adding or
modifying cover pages.

Convert voice messages to WAV for non-CallPilot users - Your recorded
messages are automatically converted from .vbk to .wav files when you send
them to non-CallPilot users.

Show message waiting indicator (MWI) on taskbar - The CallPilot telephone icon
on the Windows taskbar turns red when you have a new message.

Create a sent item - A copy of each sent message is stored in the Sent folder.
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m  Enable Message Forwarding Rule - enables the forwarding of messages as
defined by the CallPilot Administrator. If the Message Forwarding Rule feature is
not activated for the user, the checkbox does not appear.

Note: If you have access to My CallPilot, you can create, edit and delete your own
Message Forwarding Rule. Refer to the My CallPilot User Guide for details.

4 Click OK.
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Changing your Address Book settings

To view or change your Address Book settings
Your administrator enters the default Address Book settings for you. You can change the
Address Book settings, if required. Refer to the online Help for a detailed explanation.
1 Inyour Lotus Notes Inbox, on the Actions menu, click CallPilot Desktop
Messaging > CallPilot Configuration.
2 Click the Address Book tab to display the current Address Book settings.

3 Make any changes required, then click OK, or proceed to download your Address
Book as described below.

CallPilot Desktop Messaging Properties §|

General] I ail Address Boak lAudio ]

LDAFR search baze: | EESiaiE Naleet

v Matify me of LDAF search base changes

v Remind me to download address book every |20 daw(z)

Download nove | Advanced... |

ok I Cancel | Apply | Help |

To download the Address Book to your computer
You can download the names and addresses of CallPilot users to your Personal
Address Book.
1 Inyour Inbox, on the Actions menu, click CallPilot Desktop Messaging >
CallPilot Configuration.
2 Click the Address Book tab.

3 Check the Remind me... checkbox and set the number of days between
reminders.

4 Click Download Now.
5 Click OK.
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Changing audio settings

To change the audio device and volume
You can play and record your messages from your telephone or your computer.

1 Inyour Lotus Notes Inbox, on the Actions menu, click CallPilot Desktop
Messaging > CallPilot Configuration.
Or
On the CallPilot Player, select View > Options.

2 Click the Audio tab to display the current Audio settings.

CallPilot Desktop Messaging Properties El

General] M ail ] Address Book  Audia l

Device

Telephone number: |322BD1 4 j Bemove

Wolume

<B’. v Use spstem speaker volume

5 [
J

iv

ﬁ: Iv Use spstem microphone level
|
/

™ Confirm settings before playing or recording

[ Download file before playing

oK | Cancel | Apply | Help |

3 In Device, select Telephone if you want to play and record your voice messages
from your telephone. Make sure the correct telephone number appears.
Or
Select Computer if you want to play and record your voice messages through
your computer speakers and microphone.

Note: You can change your audio device on the CallPilot Player also.

4 In Volume, check the two Volume check boxes if you want to coordinate your
CallPilot volume settings with your computer speaker and microphone volumes.

5 If you want a reminder to check these settings before playing or recording voice
messages, check Confirm settings...

6 If you want to download voice messages to your computer before playing them,
check Download file... This option is useful if you use a modem.




Linking to My CallPilot

Desktop Messaging provides links to the web-based resources in My CallPilot. To view
or change the URL for My CallPilot, see Changing your mailbox settings, on page 47.
For more information on My CallPilot, refer to the My CallPilot User Guide 555-7101-

426.

1
Tools > My CallPilot.

2 Select one of the tabs.

In your e-mail Inbox, on the Tools menu, click CallPilot Desktop Messaging

Note: You can also access My CallPilot from the View menu of the downloadable

CallPilot Player.

To view or change your CallPilot feature settings

1

In My CallPilot, click the CallPilot Features tab.

Nortel My CallPilot - Microsoft Internet Explorer, =]

Ele Edt Wiew Favorites Tooks Help

Qe - ¥ [@) €| O s Fe
Address [ ]

raAdobe - YT - &£- search |+ |- #- < | @ my vahoo!

vorites {G2) -

2|

< Evatoor vt =) shoppig - (501

e s
> BT

>

[ Callbilot Wessages | [ CallPilot Features | [Useful Information |
Mailbox; Wayne Anderson (3226018

Help | About | Logout

-

CallPilot Tools Telephone Seftings Web Settings

Greetings Telephone Options Mailbox Links

Record external, internal and temporary greetings, and your  Review and personalize your Create and maintain links to

name for personal verification telephone interface and options  mailboxes on other messaging

presented to your sallers senices

Message Notification E.mail By Phone Wy CallPilot Pref

Set options and maintain your schedule for nofification ofnew  Maintain account information  Set preferences foryour

CallPilot messages at remote telephone, pager, or text and set options for playing your  message listdisplays and

device. B-mail over the telephone behaviour, and options for

message editing

Message Forwarding Rule Eax Printing By CallPilot Home Page

Autornatically farward incorming CallPilot messages to ane-  Setfaxnumbers and options for  Get preferrad page to start an

mail or CallPilot address. printing fax and e-mall afer logging on

messanes

Personal Distribution Lists

Compose and edit lists of addresses o simplify messaging

1o groups of people

Change Password

Downloads

Get CallPilot software. ~
< 3
&) S Local intranet

2 Select any feature, and make changes to

your setup, as required. Any changes

you make to a feature take effect immediately, whether you use CallPilot from

your computer or from your telephone.
To view user information
In My CallPilot, click the Useful Information
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specific to your mailbox.

[ CallPilot Messages |  CallPilot Features | [ Useful

Mailbox: Anh Tong (3396010)

Your Mailbox Status

Your mailbox can store approximately 10 minutes of audia
Vaice messages are deleted 1 days afler listening to them.

Read faxes are deleted after 1 days,

1
2

3

4.\When your rnailaox is full, your call answering is not blocked.
4. Wessages that yau send are not saved in your mailhax,

6. The maximum length of an outgoing message is 10 minutes.
7. An incoming message can be no langer than 6 rinutes.

8. Your password was last chang ed Monday, May 02, 2005.

callPilot Access Numbers

1. Voice Messaging

2. Express Voice Messaging
3. Speech Activated Messaging
4. Name Dialing

5. Default Fax Number:

6. FaxMessaging.

7. Express Fax Messaging

8. Dial Prefix

9. #rea Code:

10. Exthange

11, ESN Access Code
12.ESN Exchange:

Need More Help?

Mo CallFilot supportinformation has been defined,

callPilot User Documentation

My CallPilot

(Mot Availabls)
(ot Available)
(ot Availahle)
(ot Available)
(ot Available)
(ot Available)
(ot Available)
(ot Available)
(ot Available)
(ot Available)
(ot Available)
(Mot Availabls)
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Working offline

To work offline, you require a computer that has CallPilot installed and configured in the
same way as your office computer. You can download your messages and addresses to
this computer before working offline.

1 (Optional) You can download your CallPilot messages to the computer that you
will use offline. Log in to your e-mail and CallPilot. On the Tools menu, click
CallPilot Desktop Messaging, then click Download all CallPilot Messages.
When your messages are downloaded, log out.

2 (Optional) You can download the server Address Book to your computer. See
Changing your Address Book settings, on page 50.

3 Open your e-mail, while not connected to the network, and wait for the CallPilot
Logon window to appear. You do not need to enter your password.

4 Click Cancel.

You can then work offline, reviewing your messages, and recording and addressing new

messages. You must use your computer speakers and microphone to play and record

messages offline; you cannot use a telephone for offline access.

CallPilot stores your recorded messages, and sends them the next time you log in to the
CallPilot server.
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