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About deleting Desktop Messaging messages

Microsoft Outlook and Microsoft Exchange
Message deletion is handled differently in this version of Desktop Messaging.

When you del ete a message in Microsoft Outlook or Microsoft Exchange, 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.

In earlier versions of Desktop Messaging, deleted messages were not permanently erased until
you removed them from your Deleted Items folder.

Lotus Notes

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 amessage while it is open, click the Empty Trash icon on the toolbar of the open
message to del ete the entire message. The message is permanently deleted, and does not move
to the Trash folder.

Novell GroupWise

If you use Novell GroupWise and you delete a CallPilot message, the message is deleted
immediately. It is not moved to a deleted items fol der.

Internet Mail clients

By default, Internet Mail clients (Netscape Messenger, Microsoft Outlook Express, Microsoft
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 thisfolder. For more
information, refer your email client’s online Help.

About forwarding Desktop Messaging messages

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 Outlook Inbox and forward it from the Outlook toolbar.

Business Communications Manager product and documentation updates

For the latest information about Business Communications Manager product and
documentation updates, go to the Nortel Networks ITAS web site at http://
www.nortel networks.com/norstar-itas.
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Welcome fo

CallPilot Desktop Messaging from Nortel Networks allows you to access your CallPilot
mailbox from your personal computer. You can manage all your voice, fax, and e-mail
messages in one graphical interface. You can still access your mailbox from your telephone
at any time.

In CallPilot Desktop Messaging, you can send and receive messages that include any
combination of voice, fax, and text. Here are some of the many ways you can use CallPilot
Desktop Messaging:
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Refer to the online Help available with CallPilot Desktop Messaging for detailed information
not covered in this guide.

Listen to voice messages.

View and print fax messages.

Record and send voice messages.

Create and send fax messages.

Forward and reply to voice and fax messages.

Add message options such as urgent and private.

Add voice, fax, or text file attachments to messages.
Create personal distribution lists for Desktop Messaging.
Change your CallPilot password.
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Use your CallPilot password to log in to Desktop Messaging.
To log in from Microsoft Exchange, Microsoft
Outlook, Lotus Notes, or Novell GroupWise

1 Open Microsoft Exchange, Microsoft Outlook, Lotus
Notes, or Novell GroupWise.

2 Inthe CallPilot Logon window, type your CallPilot
password in the Password box.

3 Click OK.

To log in from your Internet mail application

1 Open your Internet mail application. The Password
window will be similar to the one shown on the right.

2 In the Password box, type your CallPilot password.
3 Click OK.

To log in to CallPilot Web Messaging

1 Inyour web browser, navigate to the CallPilot Web
Messaging address.

2 In the Mailbox box, type your mailbox number. This is
usually your office telephone extension number.

3 Inthe Password box, type your CallPilot password.
4  Click Login.

Remote login

CallPilot Logon =]

Q Server. |t0rmactrial

SMTPAPIM prefis: [ 1416597
Mailbe: {1234

xxxxxxx

Pazzword: I

[~ Bemember password

Ok I Cancel

Password Entry Dialog [=]

Password for IMAP user 14165877366 on
tarmactrial.ca. nortel. com:

Cancel |

Mailhos

You can log in 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 set up for
guest access, or your home computer with a dial-up connection to the server. You may need to speak
first so that a voice message will play, if it doesn’t play immediately.




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

To access CallPilot Password Change from Microsoft Exchange or Microsoft Outlook
1 Inyour Inbox, on the Tools menu, click Services.

2 Click the Services tab and select CallPilot Desktop Messaging, click Properties, then click the
General tab.

3 Click Change Password.

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

To access CallPilot Password Change from Novell GroupWise

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

2 Click Change Password.

To access CallPilot Password Change from Internet mail applications

You must have the CallPilot Player installed on your computer.

1 From the Windows Start menu, select Programs, select Nortel Networks CallPilot Desktop
Messaging, then click CallPilot Player.

2 Inthe Tools menu, click Options, then select the IMAP Server Configuration tab.
Click Change Password.

To access CallPilot Password Change from Web Messaging

You must have the CallPilot Player installed on your computer.

1 From the Windows Start menu, select Programs, select Nortel Networks CallPilot Desktop
Messaging, then click CallPilot Player.

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

3  Click Change Password.

To change your password

1 Inthe Old password box, type your current password.
2 In the New password box, type your new password. Odpasswad: ==
3 Inthe Validate password box, type your new Q Mew password: [
assword again. - '
P i 9 Walidate password: I ********
4  Click OK.

oK I Cancel




CallPilot Desktop Messaging
for Microsoft Exchange/Outlook

When you open Microsoft Exchange or Microsoft Outlook, your CallPilot messages appear in the Inbox
under 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
Message Store
contains your

& Inbox - Microsoft Exchange
Fle Edt View Tooks Compose Help

To open a message,
double-click the

message line

To create a new message,

click the New CallPilot

Message icon

New messages
— appear in bold

e EE I EEREEEEE R
e From Subject

Date and time

received. sent and\@mmsonsxmnge

[ (53 CalPiot Message Store I ] John Smith {7400) 0:11 Vaice Message - — i
deleted CallPilot *, G Deleted tems [ DianeHorton (7413) Faw ID: 1028 Teit Message nz/zn/naanapw received
{9 [Inbox (1] @ W Diane Horton 7413 Fax ID: 1026; 2 p Fax Message  02/20/00 306 P 175K

i
messages i) Dutbox 1@ John Smith (F400) 0:03 F’: [F356) 0:03 Voice M... 02/20/00 1:10PM 18K Subject shows
- Sent ltems B0 John Smith (7400) 0:06 RE: [7366) 403 Yoice Me. . 02/20/00 1:09 PM 18K ,
0 Work [ John Smith (F400) Rigad receint ) 02/20/00 1:07 PM 2 sender’s phone
When you delete a o .\Maangage‘gdu‘gﬂsz EXCH] !%@ T;;;m;::; g:;m]; ID: 1023; Delicery report 0/0012:43 PM K number, and if the
message from your 5 -J message is voice,
Inbox, it moves to the - & Sentlrems I~~fax, or text. Voice

[ Tie
e 5§ Public Folders

Deleted Items folder.
To delete messages
permanently from
your CallPilot
mailbox, empty your

Deleted Items foldef.

You can move or
copy a message to

]
7

messages show
duration; fax
messages show
ID and page count.

Delivery report
shows that your
message was
received

B ltems, 1 Unread

a new folder. Keep
the new folder inside
your CallPilot Message Store if
you want to access messages
from the telephone.

Exclamation mark
'shows that this
message is urgent

Paperclip icon shows
that this message has
an attached file

Read receipt
shows that your
message was
opened by the

recipient

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. Log in to Microsoft Exchange or Microsoft Outlook and, on the Tools
menu, click CallPilot Desktop Messaging, then click Download all CallPilot Messages. You can then
work offline, reviewing your messages and recording new messages from your computer. CallPilot
stores your new messages in your Outbox and sends them the next time you log in to the CallPilot
server.
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To play a voice message

To open a voice message, double-click the message line. When you open a voice-only message, the

CallPilot Player appears right away. In mixed voice and fax or text messages, click the Voice icon to
open the CallPilot Player.

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.

[E CallPilot Player - (7400) 0:08 Voice Message —Click to close
File= Edit Commands: Toolz Help message
w|u[SX] golmloe| o[et—
Open next

From: Pohn Smith \message
Ta: |MAHIDN STIRRETT
Co | Open previous

' message

Subiject: |[?4DD] 0:08 Voice Meszage

I~
Delivery:INo[maI vI Sensitivit_l,l:IF"ublic vI 2417 27 P Forward

/lm ~~Reply to All
| w00 NERTEL ~Repl
J NETWORKS Py

Delete entire
Duration Of/ _;l_‘ﬂ:ﬂﬂ J |F'Ia_l,l|ng message

L=

Positionin_—1

message :

message
iy = —Status
Click to play all
messages from
4| your computer
Play/replay Stop Go to start o to end Click to play all
of message of message messages from
. . . ) your telephone
Adjust volum Skip back Skip forward Adjust speed

To change your default audio device and telephone number

You can change your default audio device on the CallPilot Player by clicking the Telephone or
Computer icon. Or, in your Exchange or Outlook Inbox, on the Tools menu, click Options, click
Services, select Profile, click Properties, click the Audio tab, and select Telephone or Computer.

To change the default telephone number that CallPilot dials to play your voice messages, make sure
that Telephone is selected as your audio device on the Audio tab, then change the telephone number.
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To view a fax message
To view faxes in Desktop Messaging, you must have Imaging for Windows installed on your PC. In
addition, your CallPilot administrator must enable fax capability for your mailbox.

To open a fax message, double-click the message line. When you open a fax-only message, the fax
image appears right away. In mixed voice and fax or text messages, click the Fax icon to view the fax.

While viewing the fax, you can enlarge or reduce the image, rotate it, move it, save it, add a voice
annotation to the saved file, forward and reply to it, and print it.

Bl CallPilot Player - (7366) Fax ID: 3078; 1 p Fax Message [_ O] x] I—C| ick to close
Fie Edt Tools View Page Zoom Annotetion Help message
Slols]x] plmle o[ob— g
f&RION STIRRETT Open next
Diane Horton —
Print [ message
Subject: [7368] Fan ID: 3078 1 p Fax Message
Delete entire Delivery: [Nomal v | Sensiiviy [Pubic  +| 10/21/33 1215 PM \Open previous
message [ 2 I I Y B 2 s R N e message
Select part R, il (EIPAIEIA (LD Reply,
of image o Memage b @ TIPHOL sy Reply to All,
TPty I S N Forward
Drag/scroll s NN g ]
image o OVEIYIBW. ) Change page

AR s E Uified FresE Aging o of thiat D lews
fayes tn.create a parsonal. cormunications rdagament. syeds
"be easily 3ed through voice commands from vindsly anywhe
S e e elisterer dHien T HoREty BroHE!
: ging: products; and: adds:hight ph
system management easy and effective

Go to next or
previous page

shmongtalfia! : :
o OANZALON: oottt S S )

Rotate left

s tnified Messaging E gives aeers theability to e wice fax and ¢ Rotate rlght

iremall pressaguy It ansinghe inletiace: easiy managed: it Litus
Motes or Microsofl Exchange/Qutloak,

Tnitigdfrated’ ol i and Fau iessaging = provides the ability to rédeii

SN A S EEEE A Bt SR A S S5 e B

Zoom in
Zoom out

xl_h_
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You can compose a message that is any combination of voice, fax, or text. A composed 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 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. -
o

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

2 In the new message window, click the Telephone icon in the toolbar to open the CallPilot Player.
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.

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

5 Click To... to open the CallPilot or Personal Address Book, or type the formatted address in the
To field. For addressing information, see page 7.

6 Add attachments and options if required. See pages 6 and 8.
7  On the toolbar, click the Send Message icon.

IE CallPilot Player _Click the Telephone
File Edt Commands Tools Help icon to open the
; = CallPilot Player
Send message ===l .
g L] =10 then record your
Save message To.. | [Doe. Jane message
. Co..
Click to go to the B;I lick th h
CallPilot or Personal —IC_C"' : Click the Attac
Address Book Subject [/oce Moss3ge |__File icon to
__—Deliven: INormaI j Senzitivity IPubhc j |I: E:?\?errjc;:f;pt attach a voice,

Message options: fax, or text file

—
o Urgent or Normal —

Delivery ) , NQE!E}O“S
« Public or Private s Click to record all
« Read or Delivery 2 | R 2 BT |_messages from

?ecknowledgment 4)/5 »\ — Iy your computer

quest < .
\ Click to record all

I~~messages from
your telephone

N

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 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 voice files as .vbk files if your recipients are all CallPilot users, or save them as .wav files if
some recipients are non-CallPilot users.
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To create and send a fax message

To send a fax, your CallPilot mailbox must have fax capability. The recipients of your fax must also
have fax capability to view the fax on their computer. If your recipients access their messages from their
telephone, they can view the fax only by printing it. Internet Explorer must be your default browser.

1

2
3
4

Open the document that you want to fax. It must be 8.5 inches (21.5 cm) wide or less.

On the File menu, click Print.

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

The Compose Fax dialog box displays. Before sending the fax, you can add more documents,
including a cover page, by repeating steps 1 to 3. You can also view the fax, and save it as a file.

Select a Send option. To send your fax to a fax machine, enter the number(s), then click Send.
To send your fax to a CallPilot or e-mail recipient, select Send using... , then click Send.

I Compose Fax = E3
. —— View the selected
File format and [ Pages [ Wiew/Edt image
. X 1 —
title of your file Bemove
N
lova s Delete the
selected image
" . folme Mot
Select this option T — ch "
. ange the
to send the_ faxto dd mare pages to this fax by opening another docurnent and printing to the Mortel Fax ordergof files in
a fax machine printer. Feturn to this window when ready to send or save the fax. the f list
e 1ax lis

Select this option NEREY

to send the fax to

Send to fax machine(s). Separate each fax machine number with a ',

Fax machine(z]: |1 £129348564

¥ | Bleceive s confimmation of deliens

a mailbox

Click Send after

Save the fax as
a .tif type f file if

het

g INorteI Deskiop Accessores for Microsoft Exchange/Outlook d

selecting the
- :
appropriate

|

youwantto send™ T gachs. |

it later

| Send option

Send I Exit

If you selected Send using..., you can add a voice introduction to the fax. In the Voice Annotation
dialog box, click Yes, then record the voice file. Or click No to send a simple fax.

A new message window opens with your fax file
attached. Click To... to open the CallPilot or
Personal Address Book, or type the formatted
address in the To field. For addressing
information, see page 7.

Add attachments and options if required.
See pages 6 and 8.

Click Send.

To create and send a text message

To create a text message, open a new CallPilot message and type or paste plain text into it, then click
the Send Message icon. To save a text message as a file, click Save As from the File menu, and save

=] E3

™ Fax Message

JEi\e Edit Wiew Insert Format Tools Actions Help

™
il

| Heend | & 4 B2 | 68| Eootens.. 2| B U [

‘ﬂ This message has not been sent,
To.. |l
o |

Subject: IFax Message

-

=l

Fax Message.tif

it as a .txt file.
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Forwarding and replying to messages

You can forward a message, and compose an introduction to send with 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

1 Inanopen message, click the Forward, Reply, —[ISETETE— i 3 |
; Fie Edi Commends Tods Hep
or Reply to all icon. ECERCER
2 Follow the steps for composing a message. To._ | Doe Jane
See page 4. o |
Bee..
3 Address a forwarded message the same way Subiect [ [7400) 08 Vorce Messoge
as a new message. Replies are addressed el [Nomal =] Sensivy[Fulle =] |- ppoearie,
automatically. [
} NEZRTEL s
You can change the subject line before sending the Messoge ‘ :
message. JSL I e I T S

G —F— < o —F— W [BE

Adding attachments to messages

Before sending a message, you can attach a voice, fax, or text file to it. Voice files can be .vbk or .wav
format for CallPilot recipients, but must be .wav format for non-CallPilot recipients. Fax files must be .tif
type f format. Text files must be .txt format.

To attach a file to a message Attach File
1 Inanew CallPilot message, click the Attach Al 1]
File icon. === o]
2 Inthe Open File box, select or type the name _To.. | poe Jore
4 o | Open [Z1x]
of the file that you want to attach. = N e
3 Click Open to attach the file and return to the i P

et
Delivery: | Homal - 1B3'F et

Speschvbk —

new CallPilot message.

% Speechway
Test Message
Vaice Fieeme: | Open |
Message
< Files of fype: | Files [*waw.® bk B ) = Cancel
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To download the CallPilot Address Book

The CallPilot Address Book contains the names and addresses of all users on your local CallPilot

server. You cannot edit this list. To use the CallPilot Address Book, download it to your computer.

1 Inyour Inbox, on the Tools menu, select Services..., then select CallPilot Desktop Messaging on
the Services tab.

2 Click Properties, then click the Address Book tab.

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

4  Click OK 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
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.

To add an address to your Personal Address Book,
dOUb|e-C|ICk a name |n the Ca||PI|0t Address BOOk. Eus\nessl Phore Numbersl Motes  CALLPILOT 'GEn8la||

In Properties, click Add to Personal Address Book. P A— [ st

Local CallPilot server: Itnrmactrial.Ea.nﬂrtel.cnm

Or, you can create an address manually and add it

tO your Pel’SOﬂa| Address BOOk CalPilot address type: INetwurk mailbox ﬂ

"Address inforrmation

Metwork mailba: I

1 On the Tools menu, select Address Book.

2 On the Flle menu, CI|Ck NeW Entry Select Enter the network mailbox number. & netwark mailbox nur!'vl?er is the
. . . number you narmally use to address a message ko the recpient using
Ca”PlIOt Address, Select Put thls entry N the the telephone veice messaging service, & nebwork mailbox resides on &
. remate server, which has been defined on the lacal CallPilot server, IF
PerSOﬂa| Address BOOk, then C|ICk OK the remote server is not defined, create an Open AMIS or Open WPIM

entry.

3 In CallPilot - General, select the appropriate
address type from the drop-down list.

4  Enter the required address details. Refer to the
online Help for the correct addressing formats.

5 Click OK. Send Cptions, ..

Ok I Cancel Apply Help

To address a message from your CallPilot or Personal Address Book

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

In the Show names list, select CallPilot Address Book or Personal Address Book.
Select the name of the recipient or distribution list.

Click To ->. You can select one or more addresses, clicking To -> after each one.
Click OK to return to the new CallPilot message.

ga b~ WODN PP

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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You can create a Desktop Messaging personal distribution list for a group of recipients to whom you
frequently send messages. After you create a list, it appears in your Personal Address Book. You
simply select the list when you address a message. You cannot access these lists from your telephone.

You create a CallPilot personal distribution list in the same way that you create a Microsoft Exchange or

Outlook personal distribution list.

To create a personal distribution list

1 Inyour Inbox, on the Tools menu, click
Address Book.

2 Select Personal Address Book, and on the File
menu, click New Entry.

3 Select Personal Distribution List, and click OK.

4 In New Personal Distribution List Properties, in
Name, type a list name.

5 Click Add/Remove Members... to display Edit
New Personal Distribution List Members.

My list Properties [=]

Distribution List | Mates |

505 D DST
Bender, Todd
Doe. Jane
Horton, Diane
Sriith, Johin
Stephenzon, Sheila
Styba, Beverlsy

6 Scroll to CallPilot Address Book and select it. [eedromeliie. |
Select names to add to the Distribution List, Send Optians, e
clicking Members -> after each name. = = T =
7 Click OK to end the list.
8 Click OK to save the list.
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. ' L E— H= E
Fe Edl Commands Iods Ho
To set Sensitivity for a message il u]
Select Private, or leave the setting as Public. ;:II e
Be aware that messages you send marked Private ;T,! os Meseoge
can be forwarded by the recipient. Also, recipients el [irgers =] Sensiiy [Prvate =] (o nopope e
in non-CallPilot systems may not be informed of =1 0 ]
Private settings. In your message, tell the recipient M:i;;; J T NGRTEL_
that the message is Private. SR EE I
To request a Read or Delivery receipt F —— = > —1—

Check Read receipt to request acknowledgment
that your recipient opened the message. Check
Delivery receipt to request acknowledgment that
your recipient received the message.
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GallPilot Desktop Messaging for Lotus Notes

When you open Lotus Notes and log in 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, 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 create anew Click Delete to select a message  You can move a
message, click for deletion. To delete messages message to a new

New CallPilot permanently from your CallPilot folder. Keep your
Message mailbox, click Empty Trash on messages in your
the Actions menu. CallPilot Desktop
Messaging Inbox or
e e e Drafts folder if you
To open g4 o A abZlcdral I | want to access them
CallPilot Desktop Wotkspace tOifice from the telephone.
Messaging, double-
click the Mail icon in Download all

# Marion Stinett - CallPilot Desktop Messaging\nbox

the Workspace at
(] New CalPiot Message | [B Delete | ‘¥ Move ToFalder...

Office window

CallPilot messages

Download Al Messegezl

Forward | =5 Reply FeplyTaAl
]

G Inbor Viho A\uale v‘ Subject .
/" Duats v @ John Smith 02720000 10:21 AW {7400) 0117 Vioic e Wessage Subject shows
3 i:"D‘ . 0 Postroaster D200 12,43 PM Syotern) Fax 10 1060, Delvery report sender’s phone
cuments
[ John Smith 02720000 04:07 P (74010) P .
g ?';”da' 2 ehn Smith 02720400 01,08 PM (7400) o number, and if
¥ Mot “Jobhn Srmith 0220000110 I (7400 0:03 the message is
F Trash o & Diane Horton 02/20/00 03:05 P {7413) Fax D A I .
To open your w (2 Folders and Views ' Diane Horton 02020/0003.09 M (7413 Faxc D 4 voice, fax, or text.

& John Smith 027200000323 PM {7400) o1 Voice Magsage
* |1 & 2 John Smith 02020001 &1:47 PM (740) 07 Voine MesNoe

Voice messages
show duration; fax
messages show ID
and page count.

Inbox, click ggew
Folders and Views, —— + 3 timafo!

then CallPilot Duat
. 2, [inbor]
Desktop Messaging

Q, Discussion Thlkac
Q, Archiving
@ Agenls

To open a message, Delivery report
double-click the shows that your

message line il il I=aloiee IS message was
/ ‘ received

Star icon shows Exclamation mark Sleuth icon shows .
new message shows that this that this message Read receipt
message is Urgent is Private shows that

your message
was opened by
the recipient

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 working offline, log in 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 in to CallPilot from Island mode.
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To play a voice message

To open a voice message, double-click the message line. When you open a voice-only message, the

CallPilot Player appears right away. In mixed voice and fax or text messages, click the Voice icon to
open the CallPilot Player.

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.

B CallPilot Player - (7400] 0:08 Voice Message I Click to close
File Edit Command: Tools Help message
13

= Ll olw—
Move e

Fraom: ahine Smit
message —Reply to All
to Trash Te:  |[MARIONSTIRRETT

Cc: —Reply

Subject: |[?4DD] 08 Voice Message
Defvery: [Nomal =] Senshivi:[Pubic v  2/17/001:27 PM
0001

Positionin __——T | 00:08 NﬁﬁTEL <

message '

| —~Forward

Duration of __—77"» l .l Mlﬂﬂﬂ ﬂ |Urregistered

message S
. S tatus
Click to play all
messages from
| your computer

Pay/repay/sjp/ (.];o to start Go to end

Click to play all
of message of message messages from
your telephone
Adjust volume Skip bac Skip forward Adjust speed

To change your default audio device and telephone number

You can change your default audio device on the CallPilot Player by clicking the Telephone or
Computer icon. Or, in Lotus Notes, on the Actions menu, click CallPilot Configuration, click the Audio
tab, and select Telephone or Computer.

To change the default telephone number that CallPilot dials to play your voice messages, make sure
that Telephone is selected as your audio device on the Audio tab, then change the telephone number.
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To view a fax message

To view faxes in Desktop Messaging, you must have Imaging for Windows installed on your PC. In
addition, your CallPilot administrator must enable fax capability for your mailbox.

To open a fax message, double-click the message line. When you open a fax-only message, the fax
image appears right away. In mixed voice and fax or text messages, click the Fax icon to view the fax.

While viewing the fax, you can enlarge or reduce the image, rotate it, move it, save it, forward and reply
to it, and print it.

T e - == Click to close

Fle Edit Ioos View Page Zoom Annotation Help

Elelals Hole— message

From:  WAFION STIRRETT
Pnnt MERION STIRRETT
3
Move Subiect: [7356] Far I0: 10311 p Fan Message ——Reply to All
message Deiveny: [Noma : Sensiiviy:[Pubic ,_,' 10/21/9 11:59 44 ——Reply
to Trash O 2| B 5 elalt] #f @ 6 fwmE
............ TSI GEH T T e 11

Skt & R F GHIIPIlG T R T \FOI’Ward

Selectpart / /| |o caot | ReGRAEN NW N el I—1___Change page

: s CanPote | NG TR g views
of image R R e, e
........................................... . \Gotonextor
Drag/scroll T2 O s .. previous page
image s

........................................... . \Rotate left

messaging products;and adds: highly. graphic.user:interfaces o make: o Rotate right
............ . le‘l e R R R
Mesaging Home ¢ organization;

Zoom in
Zoom out

sergeynified WMessaging s gives asers the gbility torere Wice A% and
el essages nte e singte intedace, mas iy maesger with Lotus:

sl_h
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You can compose a message that is any combination of voice, fax, or text. A composed 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 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 Inthe CallPilot Desktop Messaging Inbox, click the New CallPilot Message button.

2 In the new message window, click the Telephone icon in the toolbar to open the CallPilot Player.
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.

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

5 Click To... to open your personal Address Book, or type the formatted address in the To field.
For addressing information, see page 7.

6 Add attachments and options if required. See pages 6 and 8.
7  On the toolbar, click the Send Message icon.

[ callPilot Player Click the Telephone
File Edt Commands Tools Help icon to open the
Send Message— _. m CallPilot Player,
/%iglél ] A then record your
Save /TD | PaneDos message
. Cc..
Click to go to the f Click the Attach
Personal Address —I_' T |__File iconto
Book. You must use | Subiect Veiee nessas I attach a voice,
CallPilot .addressesy Delivery: INnrmaI j Sensilivily.IF'uhIic j I D:i\averrzcrzlcpeipl fa.X, or text file
not e-mail addresses. % r
Teuxt Meszage .J ; mﬁ!'%}o“s
Message options: .
e Urgent or Normal o W I e 2 _?J | Click to recford all
Delivery : = g//messages rom
: o A z ] I
« Public or Private D & g » | =] your computer
* Read or Delivery Click to record all
acknowledgment ~~messages from
request 4| 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 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 voice files as .vbk files if your recipients are all CallPilot users, or save them as .wauv files if
some recipients are non-CallPilot users.
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Composing messages (continued)

To create and send a fax message

To send a fax, your CallPilot mailbox must have fax capability enabled. The recipients of your fax must
also have fax capability to view 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 send your fax to a fax machine.

1 Open the document that you want to fax. It must be 8.5 inches (21.5 cm) wide or less.

2 On the File menu, click Print.

3 From the list of printers, select Nortel Fax, then click Print or OK.

4

The Compose Fax dialog box displays. Before sending the fax, you can add more documents,
including a cover page, by repeating steps 1 to 3. You can also view the fax, and save it as a file.

5 Select a Send option. To send your fax to a fax machine, enter the number(s), then click Send.
To send your fax to a CallPilot mailbox, select Send using... , then click Send.

I Compose Fax = E3

View the selected
File format and Item | Pages | Wiew/Ed image
title of your file ) - Rl 1

Eemnye

Delete the
selected image

Mevellp

fof oy ot

Select this option

Total pages: 1 -
to send the fax to Change the
. dd mare pages to this fax by opening another docurnent and printing to the Mortel Fax d f fil .
a fax machine b order of files in

rinter. Fetumn to this window when ready to send or save the fax.

the fax list
Select this option st _ _ Ny
to send the fax to a Sendto [a.x macrilne[s]. Separate each fax machine number with a ;"
CallPilot mailbox Fax machine(z]: |15129345564 )
V| Feceive & confimmation of defien Click _Send after
Save the fax as * é\_Send using: INorteI Deskiop Accessores for Lotus Motes d /Selec“ng the
a .tif type f file if I appropriate
i);c:;t;vrant tosend™—— .. bo. | ,TI st | Send option
6 If you selected Send using..., a new message B Fax Message ME B3
window opens. Click To... to open your personal File Help
Address Book, or type the formatted address in @l |
the To field. For addressing information, see
page 7. Ta..
7  Add message options if required. See page 8. e
. . Beo ..
8 Click the Send Message icon. ,
Subject: |
Delivery:INormaI j Sensitivity:IF'ublic j FE:E\?;[;C;:L?;N

To create and send a text message

To create a text message, open a new CallPilot message and type or paste plain text into it, then click
the Send Message icon. To save a text message as a file, click Save As from the File menu, and save
it as a .txt file.
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Forwarding and replying to messages

You can forward a message and compose an introduction to send with 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

1 Inanopen message, click the Forward, Reply, — LIS = [-I0[x]
or Reply to all icon.

, Slss| vl
2 Follow the steps for composing a message.

To. ane Dae
See page 4. e
Bec...

3 Address a forwarded message the same way Subvet [Fo7 (7400 17 Woioe mssaae

as a new message. Replies are addressed Detveny [lomd =] Senstiiz[Fubie =] |- Beiotl

automatically. = e
You can change the subject line before sending the ‘ ! NETWORKS
message. TN S [ T 3 o

o & —— @ > —— » G

Messags

Before sending a message, you can attach a voice, fax, or text file to it. Voice files can be .vbk or .wav
format for CallPilot recipients, but must be .wav format for non-CallPilot recipients. Fax files must be .tif
type f format. Text files must be .txt format.

To attach a file to a message Attach File
1 Inanew CallPilot message, click the Attach R —[5[x]
F|Ie iCOn. File Edit Commands Tools Hely
, Algle] Gzl
2 Inthe Qpen File box, select or type the name o[ |
of the file that you want to attach. I | P =T e ] |

3  Click Open to attach the file and return to the :THI ,’FW:[ B —

new CallPilot message. Delvers: [iam,| |2 Soecshusi
0 Speschway
Text Message
o File pame: [ @ |
v Files of type:  [Files [*wav:*.vbk." 6] =l Cancel
i

N
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To download CallPilot addresses to your personal Address Book

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.

1 For automatic download, in your Inbox, on the Actions menu, click CallPilot Configuration, then
click the Address Book tab.
2 Check Download address book at logon, then click OK.
Or
1 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.
2 Double-click the Address Book icon in the Workspace at Office window.
3 Inyour personal Address Book, in the left pane, click People (CallPilot).
4 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
add it to your personal Address Book. =
_ “ W Tyt | oo | i
1 Double-click the Address Book icon in the _ T
: .
Workspace at Office window. AEREEEEEEE e
=[] AddPason | A EdiPas First rame: ¥ dohn
2 Select People (CallPilot), then click the Add v & Foin v B Lostrame: it
Person button g Ef;:;‘zmes Full user name: John Smith
3 Enter at least a Last Name and First Name. o fope i) T
4  Click the arrow beside CallPilot Address to N P mress Plsoioarra ST
open the CallPilot Address Assistant. Select I T o o ST e £l
the appropriate address type.
5 Inthe address dialog box, enter the required details. Refer to the online Help for the correct
addressing formats.
6 Click Add Address to Personal Address Book, then click OK.
7 In Person (CallPilot), click the Save button, then click the Close button.

To address a message from the address book

1

3
4

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).

In the Name list, select the name of the recipient.
To select a group, check the View by groups box, then select a group name.

Click To ->. You can select one or more addresses, clicking To -> after each one.
Click OK to return to the new CallPilot message.

To address a message manually

You can type an address directly into the To field of a new message. Enclose the address in quotation
marks. Refer to the online Help for the correct addressing formats.
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You can create a distribution list for a group of recipients to whom you frequently send messages. After
you create a list, it appears in your personal Address Book in Groups (CallPilot).

You create a CallPilot group in the same way that you create a Lotus Notes group. The difference is
that the CallPilot group must contain only CallPilot addresses, not e-mail addresses.

To create a CallPilot group

1 Double-click the Address Book icon in the “'“”‘“'"“

Workspace at Office window. W T | o |

. . =

2 Select Groups (CallPilot), then click the Add ) s

Group button. )

P L ~ [ AddGou | A EditGion g““: .

3 Enter a Group Name and Description, then ———— | =

click the arrow beside Members. 9, Comparies Bocripion " Users

Q, Groups Mermbers: “g05 DT, DET

4 Inyour personal Address Book, place a check 2 [ooge ] Bercr Tk

mark beside each name that you want to add A Ferkon, Disne

. . . ‘eople [CallPilat] N
to the group. Click OK to exit the list. I ra gfwl, E;CEQ”;;‘W@‘ , d
) gents allFilet

5 Click the Save button, then the Close button.
You can edit or delete the list in Groups (CallPilot).
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. L — =[Ol
To set Sensitivity for a message ] e P e
Select Private, or leave the setting as Public. l—l one Do
Be aware that messages you send marked Private :T.[I e
can be forwa}rded by the recipient. AI§0, recipients Oetve [ =] S Fivere 21| 5 el
in non-CallPilot systems may not be informed of =7 T
Private settings. In your message, tell the recipient |50  — NORTEL

that the message is Private.

To request a Read or Delivery receipt

Check Read receipt to request acknowledgment
that your recipient opened the message. Check

Delivery receipt to request acknowledgment that
your recipient received the message.
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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.

To open a message, To create a new
double-click the message, click
message line the New CallPilot

Message icon

44 GroupWise - CallPilot Desktop Messaging

Fle Edt View Actions Tools Window Help

| Dipes [ <ottt Dektop Messan ] || @2 7 28] | /o[ -1 - o]

7] =] =214 | Date and time

The CallPilot (& wrten " From [ Sublet [Dae —received
Desktop Messaging jgwmm [ | Onknavin [615126635156) 217 Voice Message 02/23, 73
folder contains your /@ ';‘:;‘:’ﬁ:ms 1 Jakn Srith (P77 Faw I 1006, 2 5 F o 30T /00 0 R Subject shows

M Calendar
1) Documents

CallPilot messages sender’s phor_1e
number, and if the
message is voice,
fax, or text. Voice
messages show
duration; fax
messages show

ID and page count.

]

Q John Smith [7400) 0:06 Yoice Message 03/02/00 03:09
[ John Smith

=]

Task List Postraster

5] Wwork In Progress John Smith
h S Cabinet
@ Trazh
You can move a

message to a new
folder that you create
inside your CallPilot
folder.

4| \ | ol
all / [Gelected\p [Tetal: 6 P

A Delivery report
shows that your
message was
received. A Read

Red icon shows receipt shows that

that this message New messages
g appear in bold your message was

is urgent opened by the
recipient.

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. Log in to Novell GroupWise and, on the Tools menu, click CallPilot
Desktop Messaging, then click Download all CallPilot Messages. You can then work offline, reviewing
your messages and recording new messages from your computer. CallPilot stores your new messages
and sends them the next time you log in to the CallPilot server.
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Reviewing your messages

To play a voice message

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

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.

[E CallPilot Player - (7400) D:06 Yoice Message —Close
message

File Edit Commands Toolz Help

| Ell&lﬁ;l\@glq\&tlf’ Open next
| message

Fram: |.John Srith

To: |MAF||DN STIRRETT

Ce: |

Subject: |[F"4IJIJ] 06 Yoice Meszage

[~
Delivery: [Nomal | Sensiiviye [Public +] 03/02/00 03:03PM Forward
00:03 \Delete entire

Positionin____— 5 message
message /E/'i'_ms NQRTEL 9

. f : :
Durationof _____— I«l «l »l »|| ﬂ |Playing.._

Open previous
message

~~Reply

message >
/ _ - Status
e > — iy
Click to play all
messages from
| your computer
/ Click to play all
Play/replay Stop Go to start Go to end messages from
of message of message your telephone
Adjust volum Skip back Skip forward Adjust speed

To change your default audio device and telephone number

You can change your default audio device on the CallPilot Player by clicking the Telephone or
Computer icon. Or, in your Inbox, on the Tools menu, click CallPilot Desktop Messaging, click CallPilot
Desktop Messaging Options, click the Audio tab, and select Telephone or Computer.

To change the default telephone number that CallPilot dials to play your voice messages, make sure
that Telephone is selected as your audio device on the Audio tab, then change the telephone number.
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Reviewing your messages [(continued)

To view a fax message

To view faxes in Desktop Messaging, you must have Imaging for Windows installed on your PC. In
addition, your CallPilot administrator must enable fax capability for your mailbox.

To open a fax message, double-click the message line. When you open a fax-only message, the fax
image appears right away. In mixed voice and fax or text messages, click the Fax icon to view the fax.

While viewing the fax, you can enlarge or reduce the image, rotate it, move it, save it, add a voice
annotation to the saved file, forward and reply to it, and print it.

B CallPilot Player - (7366) Fax ID: 1037 —Close

Eile  Edit Took -ﬂelp message

alsly| elemlef—

From: _A6hn Sith \Open next
Print ¢ ok Smith message

Ce:

. Subject; [7366] Fax Open previous
Delete entire penp
message Delivery: |Mamal  ¥| Sensitivity: |Public | 03/02/00 06:37 PM \message
Select part/ i ~~Reply
of image f:
I~~Forward

Drag/scroll
image ~._Change page

views

Go to next or
be easily used through woice commands from virtual X :

biniildds 6 the: wustarmerdiiven functiarality: of Moret het i preVIOUS page
messaging products; and:adds: highly: graphic: uzer:interfaces
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Composing messages

You can compose a message that is any combination of voice, fax, or text. A composed 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 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 Inthe Novell GroupWise toolbar, click the New CallPilot Message icon.

2 In the new message window, click the Telephone icon in the toolbar to open the CallPilot Player.
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.

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

5 Click To... to open the Address Book, or type the formatted address in the To field. For addressing
information, see page 7.

6 Add attachments and options if required. See pages 6 and 8.
7  On the toolbar, click the Send Message icon.

[E CallFilot Player [_[E[x]| Click the Attach
File Edt Commands Tool: Help File icon to
Send message aElEEe——— — | atachavoice,

fax, or text file

Save message To.. | are Doe
. e | Click the text icon
Click to go to the Boc. | —to create a text
Address Book Subiect, Voice Hessage message
) __—TDelivery INormaI =l Sensitivity:IPublic | F E:;\lﬁf:g‘pt Click the Telephone
Message options: — icon to open the
e Urgent or Normal ~CallPilot PI
¢ \ T NQRTEL allPilot Player,
Delivery oice | J . NETWORKS then record your
« Public or Private hessa0c message
» Read or Delivery o 1 T T 22 ) _‘.J | Click ¢ dal
acknowledgment - Ick to record &
request ’ <§)5 r\ — iy [E E\\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 voice files as .vbk files if your recipients are all CallPilot users, or save them as .wav files if
some recipients are non-CallPilot users.
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Composing messages (continued)

To create and send a fax message

To send a fax, your CallPilot mailbox must have fax capability. The recipients of your fax must also

have fax capability to view 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 send your fax to a fax machine.

1 Open the document that you want to fax. It must be 8.5 inches (21.5 cm) wide or less.

2 On the File menu, click Print.

3 From the list of printers, select Nortel Fax, then click Print or OK.

4  The Compose Fax dialog box displays. Before sending the fax, you can add more documents,
including a cover page, by repeating steps 1 to 3. You can also view the fax, and save it as a file.

5 Select a Send option. To send your fax to a fax machine, enter the number(s), then click Send.
To send your fax to a CallPilot or e-mail recipient, select Send using... , then click Send.

I Compose Fax = E3

[ Fage | ViewEd View the selected
ftwiord - Fax.doc 1 —_— Image

Eemnye
—_—

ezl ) Delete the
mrE— selected image

File format and
title of your file

fof oy ot

Select this option

Total pages: 1 Change the
to send the_ fax to dd mare pages to this fax by opening another docurnent and printing to the Mortel Fax 9 ) .
a fax machine P rder of files in

rinter. Fetumn to this window when ready to send or save the fax.

the fax list
Select this option Option _ _ Y
to send the fax to Send to fax machine(s). Separate each fax machine number with a ',
a mailbox Fax machine(z]: |1B1 29348564 )
V| Feceive & confimmation of defien Click _Send after
Save the fax as * Send using: INorteI Desktop Accessones for Movell Groupiwise j /Selec“n_g :he
a .tif type f file if I appropriate
you want to send™—— Gaes. | [ send | Bt | Send option
it later
6 If you selected Send using..., a new message T — BEEIE
window opens, displaying your fax. Click To... to i |nls] )]
open the Address Book, or type the formatted
address in the To field. For addressing BEZII
information, see page 7. S

Delvery: [Nomal =] Sensiiviy:[Pubic = ngfi’;“;f;w

7  Add a voice or text attachment and message = — B =
options, if required. See pages 6 and 8. F o e J alal | s ,

8 Click the Send Message icon. . ——

v

To create and send a text message

To create a text message, open a new CallPilot message and type or paste plain text into it, then click
the Send Message icon. To save a text message as a file, click Save As on the File menu, and save it
as a .txt file.
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Forwarding and replying to messages

You can forward a message, and compose an introduction to send with 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

1 Inan open message, click the Forward or
Reply icon.

2 Follow the steps for composing a message.
See page 4.

3 Address a forwarded message the same way
as a new message. Replies are addressed
automatically.

You can change the subject line before sending the

message.

¥ CallPilot Player M= B

Fle Edit Commands Iooks Help

Il|8.| 5| ) |0

are Doel

Bee.
Subject. FV:{7400) 006 Voios Message

Delivery: [Nomal =] Sensitiviy:[Publc = FE;ﬁfeiii:f;m

|I 0000
= e | 1005 NRIR
e % > NEIE'}ORIIS

_ > | 8] e e |pi| @
¢ —F—= ¢ » —F— » u=

Adding attachments to messages

Before sending a message, you can attach a voice, fax, or text file to it. Voice files can be .vbk or .wav
format for CallPilot recipients, but must be .wav format for non-CallPilot recipients. Fax files must be .tif

type f format. Text files must be .txt format.

To attach a file to a message

1 Inanew CallPilot message, click the Attach
File icon.

2 Inthe Open File box, select or type the name
of the file that you want to attach.

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

Attach File
[ CallPilot Player _ o] x|

File Edit Commands Tooks Hglo

LlH | =] B2 e
foeer  HE|
[ Groupwise = gl

Subiet 7 |21 Fofoms
() CP1003_1.vbk
Deivey: [1 (2] [icense o

Messags

File name: ]

Open I
| Coneel_| (=]

Files of e [Files (*wa."vbk."ti" )
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Addressing messages

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 M=
Address Book by copying it. e
. Movell Groupise Address Book | Frequent Contacts | address Book | CallPiot Address Book |
1 In the Ca"PllOt Addl’eSS BOOk, Se|eCt and Search List: ;ﬁ; MName Completion Position: 1 &
right-click a name. [T Botecen Address Bucks 1
2 Click Copy to... . ]&:D%EE;DDNDIDEI " Avallable addess backs: Liodre: R
Kleiza, Michael [ D] rtel/ou=America:
3 In Copy Names Between Address Books, M User _Caed [ ["
sBeIelc(:t t'I;ne nalr_ml: gf Kyour personal Address Thoosore.Denn T
ook, then clic .
4 | |

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

You can also create an address manually and add S ———
it to your personal Address Book. He Eel e Saaes Hee

Novel Group'wise Addiess Bookl Frequent Contacts Address Book | CallPilot Address Book |

1 Onthe Tools menu, select Address Book. SearchList: Name Compietian osiior: ot searched &
. M. Qffice Ph | D tment Far Mumb E-b il Addy
2 Select your personal Address Book, then click [ - LOticeProre. | Coparmert__] For b _] ENvaiders ]
the Add button. e T T
Mail L. .
3 In New Entry, select Person and click OK. Meheelkin | o o

& My list

4 In CallPilot - General, select the appropriate Drpareaion (|
address type from the drop-down list. Then

enter the required address details. Refer to the
online Help for the correct addressing formats.

B 4 r
Click OK. ' -
Close Dijal Mail Add... | Bemove |nformation | Address List »> |

To address a message from your address book

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

Select CallPilot Address Book or your personal Address Book.

Select the name of the recipient or distribution list.

Click Add ->. You can select one or more addresses, clicking Add -> after each one.
Click OK to return to the new CallPilot message.

a b WDN PP

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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You can create a Desktop Messaging personal distribution list for a group of recipients to whom you
frequently send messages. After you create a list, it appears in your personal Address Book. You simply
select the list when you address a message. You cannot access these lists from your telephone.

You create a CallPilot personal distribution list in the same way that you create a Novell GroupWise

personal distribution list.

To create a personal distribution list
1 Onthe Tools menu, select Address Book.

2 Select CallPilot Address Book or your personal
Address Book.

3 Select names, clicking To -> after each one.
4  Click Save Group.

5 In Save as Group, type a name for the list,
then click OK.

You can add or delete names for this group. Click
Information, then Edit Group.

Setting message options

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.

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 or Delivery receipt

Check Read receipt to request acknowledgment
that your recipient opened the message. Check
Delivery receipt to request acknowledgment that
your recipient received the message.

" Address Book I =] B
File Edit View Addiess Help
SearchList <= " CC: | BC
Save as 0roup: I
Name Eron ot g M ail User
— [Brove el | i User
B Mail User Address book:
Mail User
[Addiess Book -
Michael Kleiza I === J
[ My list LComment:
-]
|
NS
Ciose | 0 | Mail | Add.. | Fenove | Infamation | Cloee L Save Group..
I8 CallPilot Plager [ [oI=]
Fle Edt Commands Iooks Help
Ol H &) B e
are Do
Cc
Bee.
Subject che Message
- : ¥ Fiead isceipt
Deivery: [Lrgert ] Semitviy:[Private =] 5 i chuer receipt
—— NERTEL
i ' NETWORK!
L I PSR et ] B
& — 11— g » —— » =
A
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CallPilot Desktop Messaging
for Internet Mail Glients

You can use the following Internet mail applications with CallPilot Desktop Messaging: Netscape
Messenger, Microsoft Outlook Express, Microsoft Outlook 98, and Eudora Pro. Check with your
administrator for the specific versions of these applications that are supported with this release.

When you open your Internet mail application, you see your CallPilot messages as well as your e-mail
messages. You can open, move, copy, delete, forward, and reply to CallPilot messages, and compose
new CallPilot messages, in the same way as your e-mail messages.

# Inbox - Netscape Folder HE R
Fle Edt Miew Go Message Communicator Help

N o WS e ¥ v il

o—lewhsa FReply  Repbdl Fowad  Fik Nest Print  Delets

To open a message,
double-click the
message line

Deleted messages

T ——— A R L - [ are deleted

H = (7013] o (D 1028; Text Message > Diane Hoton  wed 3:09 Ph immediate|y or

Local Mail =1 (7413)Fax ID: 1026 2 p Fax Message > Diane Hotton  wed 3.05 P .

EF news [= (7400) 003 Fw: (73661003 Voice Message o JohnSmith  Wed T1DPM later, depending on
i)

Subject shows
sender and

f T7356) 003 Voice Message o JohnSmith  Wed TO3PM : N
me_ssage details. = (7400] Read receipt s JohnSmith  Wed 107 PM your configuration
Voice messages = (System] Faw|D: 1023; Delivery report (sucoess) = Postmaster  wed 1243 PM

ShOW duratlon, faX =) (74000 0:17 Yoice Message = John Smith Ywled 10:21 AM

messages show ID = =
and page count i Sl [Total messages: 8 Lnread messages: 0

Using the GallPilot Player

Use the CallPilot Player to play and record voice messages. To open the CallPilot Player from the Start
menu, click Programs, click Nortel Networks CallPilot Desktop Messaging, then click CallPilot Player.
Refer to the online Help available with the CallPilot Player for configuration information.

#2(7400) 0:08 Voice Message - Netscape Message - |O] x|
File Edt View Go Message Commurnicator Help

@ Sf} 2& & :aeg @ ?' ﬁ @ &% SN

GetMsg MewMsg  Feply  Hepluall Forvard File: Next Print. [ElEte Stop
Subject: (7400) 0:08 Voice Message ’El Click to close
Date: 17 Feb 2000 13 Y eTmy e [_ o] TcallPilot Plaver
From: "John Smith" <1< Fio Commands Took Help y
To: "WMARION STIE (G005
Positionin | - . - 2 anr}!r%ous Click to play all
message As01024bk| T |_-messages from
f|wde i =
- Ercatip e > 1|l | »|ml| @] Fais T your telephone

Duration of - - )
message - @7%/ ‘@% \‘{ » [T =] Clickto play all

|~~messages from

I 1
Play/replay — = FB= __—Tosument Do ,I \\ your computer
Stop Adjust Gotostart  Skip Skip Gotoend “Record Adjust
volume  of message back forward of message speed
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Reviewing your messages

To play a voice message

To play a voice message, click on the message to open it, then click the Voice icon to open the CallPilot
Player. 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 messages play through your computer’s speakers or your headphones.

To view a fax message

To view a fax message, open the message and click on the Fax icon to display the fax image. While
viewing the fax, you can enlarge or reduce the image, rotate it, move it, copy it, and print it.

To view a text message

To view a text message, simply open the message. To view a text attachment, click on the Text icon.

Composing and sending messages

In CallPilot Desktop Messaging, you send a voice or fax message by attaching a file to a new message.
When addressing the message, use only CallPilot addresses.

To compose and send a message

To compose a message, open a new message window and attach a voice or fax file, or type text, then
address and send the message. You may be able to set options such as urgent or private.

To forward or reply to a message

To forward or reply to a message, click Forward, Reply, or Reply All to open a new message. Attach a
voice or fax file, or type text, then address and send the message. Replies are self-addressed.

To create a voice or fax file

To create a voice file, open the CallPilot Player and record a voice message. In the File menu, click
Save As, enter a name for the file, and save it in .vbk format for CallPilot recipients, or in .wav format for
non-CallPilot recipients. Attach this file to a new message.

To create a fax file, open the document that you want to fax, and click Print. In the Print dialog box,
select Nortel Fax as the printer and click OK. When the Compose Fax window appears, select a Send
option. If you select Send to a fax machine, enter the number(s), then click Send. If you select Send
using Nortel Desktop Accessories, click Send. You can add a voice annotation if required, then the Fax
Message window appears with the fax file attached. Address the message, then click Send.

To attach a file to a message

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

To address a message

Click To... in a new message and select a CallPilot address from your address book, or type a CallPilot
address in the To... field. The CallPilot server must be set as the default mail account.

To send a message

After you have created and addressed a new message, a reply, or a forwarded message, click Send.
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Use your Web browser and CallPilot Web Messaging to work with your voice, fax, and text messages.

After you log in, your Message List displays your CallPilot messages. You can open and play voice
messages, and view fax and text messages. You can keep each message or delete it.

Select To open a
Standard Windows Media message, click
Closed envelope Player or CallPilot Player the Subject area
shows that a
message is new, 5 Nortel Networks CallPilot Web Messaging - Microsoft Intemet Explorer provided by Nortel Networks
open envelope Fle Edl Miew Favwites Took Help
shows that a B:k ) ra?wiyd - gp Rsh F@e Sgh i Wizag N Pt b Indicator tells you
message is read Ao €] 47,235 141 6/CalPiotAinit csplocale= Ji

when you have

To exit NQRTEL . Mailbox 7366 7 Items, 1 New new messages
Select a media player EEIEEINE| ? | Update <

CallPilot Web il

Messaging, ‘ SEECLeTHE] Edaress R  STE e To check for

click Logout John Srith {7400} 0:11 Voice Message 2000/02/18 14:51 \new messages,
r @ Johnsmih (7400) 0:08 Voice Message 2000102117 13:27 -

Download r @& JohnSmih (7296) 0:29 Voice Message 2000102117 10:05 click Update

. r A MikeKieiza 20000216 09.52

media players & NORTELNETWORKS 2000/02115 0739

if required r & Dennie Theodore 7892) 0:49 RE: Voice Message 2000/02/14 11:43 Subject shows the
I ©  NORTELNETWORKS  (7892) 1:01 Voice Message

sender’s phone
number, and if
the message is
voice, fax, or text.
Voice messages

To select a message
for deletion, place a
check mark beside it

To permanently

delete a message Delete Select Al Deselect All show duration; fax
from your CallPilot [ Bl viens 7| messages show ID
mailbox, click Delete and page count.

To install media players

Click the Downloads button to install media players, if they are not already installed on your computer.
To play voice messages, you need the CallPilot Player, the Microsoft Windows Media Player, or
another WAV-compatible media player. To view fax messages, you need Microsoft Imaging for
Windows.

To select a media player
In the Select a media player box, select Standard or CallPilot.

If you select the Standard media player, your voice messages are played by the Microsoft Windows
Media Player or other installed WAV-compatible media player through your computer’s speakers or
your headphones.

If you select CallPilot as your media player, your voice messages are played by the CallPilot Player.
You can choose to play voice messages from your computer or your telephone by clicking the
Computer or Telephone icon on the CallPilot Player. If your computer is your audio device, the
message plays through your computer’s speakers or your headphones. If your telephone is your audio
device, your telephone rings, and the message plays when you answer.
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Reviewing your messages

To play a voice message

To open a voice message, click the Subject area of a message in your Message List. The media player
that you selected opens and plays the message.

T Nortel Hetworks CallPilot Web Messaging - Microsoft Intemet Explorer provided by Nortel Netwarks
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To view a fax message

To view a fax message, click the Subject area in the Message List to open the message, then click the
Fax icon to display the fax image. While viewing the fax, you can enlarge or reduce the image, rotate it,
move it, copy it, and print it.

To view a text message

To view a text message, click the Subject area in the Message List to open the message. To view a text
attachment, click the Text icon.
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