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Welcome to Norstar Voice Mail Desktop
Messaging

About Norstar Voice Mail Desktop Messaging

Norstar Voice Mail Desktop Messaging gives you access to voice messages from your
personal computer. You can manage all your voice, fax and e-mail messages in one
graphical interface. You can access your mailbox from your telephone at any time.

In Norstar Voice Mail 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
Norstar Voice Mail Desktop Messaging:

e Listen to voice messages

* View and print fax messages

* Record and send voice messages

e Create and send fax messages

e Forward and reply to voice and fax messages

* Add message options such as urgent and private

e Add voice, fax or text file attachments to messages
e (Create personal distribution lists

* Change your password

Refer to the online Help available with Norstar Voice Mail Desktop Messaging for detailed
information not covered in this Quick Reference Guide.

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

System requirements

To record and play Norstar Voice Mail Desktop Messaging voice messages from your
computer, you computer must have:

* asound card
* amicrophone
e speakers

To use any of the fax options, your system must have the Norstar Voice Mail FAX option
installed. Ask your System Administrator to install this option.
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4 Logging on

Logging on

Use your Enterprise Edge password to log on to Norstar Voice Mail Desktop Messaging.

To log on from your PC

RGeSl 1. On your desktop, click the Microsoft

Outlook icon.

[ |’( —I—F\,f|— F ( ghe Nortel Messaging Logon dialog
NG I =] = OX appears.
NORTHERN TELECOM

2. In the Mailbox box, type your

Mailbox: | mailbox or extension number.
Password: | 3. In the Password box, type your
,Tl Cancel pa§sw0rd.
4. Click the OK button.
The Microsoft Outlook window
appears.

Shortcut log on

1. Right—click the mailbox icon pn the
Windows taskbar and then click

Send Text Message

. Open Inbox.
e R The Nortel Messaging Logon dialog
Double Click Action  » box appears.

Exit and Log Off 2. In the Mailbox box, type your

mailbox or extension number.

3. In the Password box, type your
password.

4. Click the OK button.
The Microsoft Outlook window
appears.

Remote log on

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

Changing your Enterprise Edge Voice
Messaging password

You can change your Enterprise Edge password from Norstar Voice Mail Desktop
Messaging.

To change your Enterprise Edge
password from Microsoft Exchange
or Microsoft Outlook

1. On the Outlook window, click Tools
Remote Call Forward I Message Notification ] Preset Fax I Outbound Transfer I and then CliCk Norstar MailbOX
SpokenName | Greetings | Personalized Greetings ~ Password | Target Attendant
Current Password: ﬁ Clear All I Manager' .

] The Norstar Mailbox Manager
0 | window appears.

2. Click the Password tab.

3. In the Current Password box, type
your current password.

4. In the New Password box, type your
ok | _caosl | s | new password.

5. In the Verify Password box, type
your new password.

6. Click the OK button.
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6 Norstar Voice Mail Desktop Messaging for Microsoft Exchange and Outlook

Norstar Voice Mail Desktop Messaging for
Microsoft Exchange and Outlook

When you open Microsoft Exchange or Microsoft Outlook, display your Norstar Voice
Mail Desktop Messaging messages by clicking the Inbox icon under the Nortel Networks
icon. From the Inbox you can move, copy and delete messages, and create new messages.

Click the Address
Book icon to access
the address books

Click the New Mail
Message icon to
create a new message

To open a message,
double-click the
message icon

New messages
appear in bold

£5 Inhox - Microsoft Outlook

y?&tel [ File Edit View Go Tools Compose Help
contain your IS ~| & = [EE[& R 05 X | o b o8 @ e A=Y
rectteiveg, Date and
sent an L ti
deeletgd -G Mailbox - Levcht iI_DfIVIQIme [Subject [received 7 “me, d
Norstar  Calendar ' 0 CHATTE.. FW:Fax from FAX ATA 2ND (4036408151) Tue 6/22... receive
Voice Mail © Contacts [[§ 0 403243... Callfrom GERRITSEN K (4032432272) Mon 6/21/... |
Desktop Deleted ltem 0 5822-FA... Fax from FAX ATA 2ND (5822) Thu 6/17/...
Messaging & Inbox 0 8229-C... Call from CONTRACTOR 2 (8229) Thu 6/17/...
messages (ﬁ Journal 0 403640... Call from NORTEL 5805 (4036405805) Tue 6{15]...

Comacts Notes 5999-M... Call from MERIDIAN MAIL (5999) Fri 6{11/9... Subject

@ © Outbox shows the
When you <& Sent ltem's sender’s
delete a \D@ Tasks phone
message it =4 Nortel Folders number,
is moved to = Deleted ltems ~and if the
Deleted v Inbox/(1) message is
Items. To <@ Outbpx voice, fax
delete . <@ Senf/ltems or text.
messa Mail =@ Public/Folders
ges

completely, Other [|«] | o [ |
empty the |6 Ttems, 1 Unread / \
Deleted
Items folder.

A\paperclip means that
the message has an
attached file

An exclamation mark means that
the message is urgent
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Reviewing your messages 7

Reviewing your messages

To play Norstar Voice Mail Desktop Messaging voice messages from your computer, your
computer must have a sound card and speakers.

Message notification

When you have a new message the mailbox icon on your Windows taskbar displays an
exclamation mark.

After you play your message, the exclamation mark disappears. &g

To play a voice message

© Call from NORTEL 5805 (4036405805) - Message P [=1 5| 1. Double-click the voice message 1con
|| Eile Edit View Insert Format Tools Compose Help in the Norstar Voice Mail Desktop
|| o Reply | % Reply to All | s€ Forward | & | 0 | ¥ (23 X | & - » -3 Messaging Inbox.
From:  403640580S-NORTEL 5805 Sent: Tue 6{15/99 3:39 PM Th .
= e message appears in a separate

Voice Message Window °
= 2. Double-click the Voice Message icon
to play the voice message.
The Nortel Voice Player appears.

The Nortel Voice Player

Pauses the Stops playing the Closes the
message message Play bar

£*] Nortel Voice Player

TN

<4

/
|Play /

Rewinds the Fast forwards Plays the message Downloads and
message the message plays the voice
message
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8 Reviewing your messages

To view a fax message

To view faxes in Norstar Voice Mail Desktop Messaging you must have Imaging for
Windows installed on your PC. To use any of the fax options, your system must have the
Norstar Voice Mail FAX option installed. Ask your System Administrator to install this

option.

While you view the fax, you can enlarge or reduce the image, rotate it, move it, copy it and

print it.
¥ Fax from FAX ATA 2ND (4036408151) - Message 8 [=] 3

File Edit View Insert Format Tools Compose Help

!30F_lep|y|ﬁiﬂeplytoAll ‘ %€ Forward ‘ é‘ [0} |[5 X | *>-v v| 2

From:  4036408151-FAX ATA 2ND Sent: Thu 6/17/99 12:05 PM
Rk =
NS

Fax Message

Save Print Drag/  Apnotate  Magnificati Zoom in
agnification
scroll g Zoom out

Rotate left
Rotate right

To view a fax message

Double-click the fax message icon in
the Norstar Voice Mail Desktop
Messaging Inbox.

The message appears in a separate
window.

Double-click the Fax Message icon to
view the fax message.

Save the fax message to the desired
location.

Double-click the fax message icon to
open it. The fax message is displayed
in Imaging for Windows.

One page view

Previous page e Vi
Thumbnail view

Current page

Next page Page & thumbnail view
ananFZ TMP - Imaglng
éIDIGIEI_I El|€"9| I ey :I QIQI e e EE: T
[

Date: Received 7/8/99

Te: Su-Ehiutr. o dnkuor et

Fax:

Instructions.
Kl Iﬂll
For Help, press F1 135% Page 1of 1 Z
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Creating messages 9

Creating messages

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

Create a voice message by opening an Norstar Voice Mail Desktop Messaging new mail
message and recording a message from your microphone. You can send the message or

save it to send later.

Insert Object [ 2] x|
Object Type: 0K I
@ Create New RHSnd Document ;I
SmartHelp - OLE Control Cancel |

ThumbCtl Class
Video Clip
Wang Image Scan Control

" Create from File

WebViewF olderlcon Class

j " Display As lcon
WordPad Document B

Result
Inserts a new Wave Sound object into your

document.

«{ Sound Object in Untitled - M... M=l 3

File Edit Effects Help

To record and send a voice message

1.

10.

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

A new message window appears.

Click inside the body of the message.

Click the Insert menu and then click
Object.
The Insert Object dialog box appears.

In the Object Type list, click Wave
Sound.

Select the Create New option.

Click the OK button.
The Sound Object dialog box opens.

Record your voice message and click
the Close button to return to your
message.

Click the to button to open the
address books and address your
message.

Add the attachments and options you
require. See Adding attachments to

messages on page 13 and Setting
message options on page 16.

Click the Send icon to send your
voice message.
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10 Creating messages

To save a voice message

You can record a voice message and save it as a file to use later.
1. In an Norstar Voice Mail Desktop Messaging message, record a message.

2. On the File menu, click Save As.
The Save As dialog box appears.

3. In the File name box type a name for the file and in the Save as type list box
select .rtf.

4. Select a folder to keep the file in and then click the Save button.
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Creating messages 11

To create and send a fax message

To send a fax, your system administrator must have installed Enterprise Edge FAX
capability for your mailbox. The recipients of your fax must also have fax capability
enabled to view the fax on their computer. If your recipients access their messages from
their telephone, they must print the fax to view it. You can send your fax to a fax machine

by entering the fax number as the address.

1% Compose Fax

| Pages [ View/Edit Image
osoft Word - Document2 1

Deleteltemn
Moye Eorward

IMoye Backward

Total pages: 1

DD more documents to this fax by opening each document and printing to the Nortel
Fax printer. Retumn to this window when ready to send or save the fax.

’SEND this fax when you are done.

’SAVE this fax as a file.

Save As... I

’CANCEL this fax. T I
¥ Fax Message - Message I8 [=] P

File Edit View Insert Format Tools Compose Help

Ssend HE| 2R 0(@me v ! T 43

Verdana == =

-|11 -|6§5|B 7 g‘g
I |
=

Fax Message.tif

===

1
1l

To send a fax message

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

2. On the File menu, click Print.

3. From the list of printers, select Nortel

Fax.

4. Click the OK button.

The Compose Fax dialog box
appears. From here you can view the
fax, add more documents to the fax or
save the fax as a file.

5. Click the Send button.

The Optional Voice Annotation
dialog box appears.

6. If you want to add a voice

introduction to the fax, click the Yes
button and record the voice message
or

if you want to send just the fax
message, click the No button

or

if you want to cancel the fax, click the
Cancel button.

7. On the Fax Message window, click

the To button to select a recipient
from your Personal Address book, or
type the recipients’s e-mail address in
the To box.

8. Click the Send icon to send the fax.
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12 Creating messages

To create and send a text message

1. Open an Norstar Voice Mail Desktop Messaging new mail message.

2. Type or paste text into the message and then click the Send button.

To save a text message

1. On the File menu, click Save As.
The Save As dialog box appears.

2. In the File name box type a name for the file and in the Save as type list box

select .rtf.

3. Select a folder to keep the file in and then click the Save button.
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Forwarding and replying to messages 13

Forwarding and replying to messages

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

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

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

3. Click the Send button.

Adding attachments to messages

Before sending a message, you can attach a voice, fax or text file to it. Text files must be
Axt files and fax files must be .tif-f files.

To attach a file to a message

Insert File =z 1. In an open message, click the Insert
Lookin: IDeskm—Ll 2| SINE EE . .

'Nnrtel'sfﬂputer : [ RoboHELP Office EI gl@l@, - E, oK | Flle con.

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

Py ¢ omattozbn e 7 T .

Sl S . Type the name of the file that you
oo £ 1. o e want to attach in the File name box
e ————— and click the OK button, or double-
:rm lﬁl Ia:_:::tylt—_l %’ click the file’s icon to attach it.

|9 ile(s) found.

3. In the Insert as option, select
Attachment.

4. Click the Send icon.
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14 Addressing messages

Addressing messages

With Norstar Voice Mail Desktop Messaging you can address a message by selecting a
name from the Nortel Address Book or your Personal Address Book. Your Personal
Address Book can include distribution lists and names.

Select Names

L |

Show Names from the: INortel Address Book

Type Name or Select from List:

e

ALLISON BRENT
ANDERSON BROCK
ARDAGH.CHRIS
ATA PHONE
ATACOMMROOM
AUSTINJILL Ce-
BADAME LISA

BOWDEN,JULIE

CHATTERTON,PAT

CHATTERTON,PAT
CHEN,JOSHUA, Bec> |
ETDW.KEN _lﬂ

4 »

New... I Properties | Find... I SendDgtions.ul

Message Recipients
CHATTERTON PAT

| RIS L1 | K 1 | K]

oK | Cancel | Help |

CHATTERTON,PAT Properties X]

Nortel Recipient |

UIE=C EL A CHATTERTON,PAT

Mailbox: I31 15
Extension: I31 15

E-Mail Type:  [NvM

Addto:  To | Ce | ﬂccl Personal &ddress Book | il i‘

oK I Cancel | Aoply |

To add a Nortel Address Book
address to your Personal Address
Book

On the Microsoft Outlook or the
Microsoft Exchange toolbar, click the
Address Book icon.

The Address Book dialog box
appears.

In the Show Names from the: list
box select Nortel Address Book.

Select the name you want from the
Nortel Address Book and click the
Properties button.

The Properties dialog box for the
name you selected appears.

Click the Personal Address Book
button and then click the OK button
in the next two dialog boxes to add
the name to your Personal Address
Book.
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Addressing messages 15

Select Names

Show Names from the:

Type Name or Select from List:

ANDERSON,BROCK

ARDAGH,CHRIS
ATA PHONE
ATACOMMROOM
AUSTINJILL
BADAME LISA
BOWDEN JULIE
CHATTERTON PAT
CHATTERTON PAT
CHEN,JOSHUA

CTDW.KEN _ILI
4 »

New... |

Properties |

To-> I

Bee > |

Message Recipients

N [N (S

Find... | Send Options... |

o]

Cancel |

Help |

To address a message from the
Nortel Address Book or your
Personal Address Book

On the Microsoft Outlook or
Microsoft Exchange toolbar, click the
Address Book icon.

The Address Book dialog box
appears.

In the Show Names form the list box,
select Nortel Address Book or
Personal Address Book.

Select the name of the recipient or a
distribution list.

Click the To button.

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

Setting message options

From a Norstar Voice Mail Desktop Messaging message window you can set priority,
sensitivity and delivery options.

On the open message window click File and then click Properties.
The Properties dialog box appears.

Properties 2] x|

General I

Type: Message

Location:
Size:
%eet:st:gevtaolu&\?vf, the Sets the sensitivity of
Normal or High Modified: None the message to
. . Normal, Personal,
—Options For this item Private or

Importance: Sensitivity: Confidential
Notifies you when 3 I
the message has iW 'I |N0rmal 2’

been read " Do not Autodrchive this item
[V Read receipt requested
Notifies you of —~ Delivery receipt requested
delivery —

/Iv_ Save copy of sent message

Saves a copy of the

Send Options. .. I
message to your Sen
Message foider oK I Cancel | el |
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Creating personal distribution lists 17

Creating personal distribution lists

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

New Entry X]
Select the entry type:

co:Mail Address _:_l

Microsoft Mail Address

M achail Address

Intermet Address Help
400 Address

MNortel Address

Intermet Mail Address

Other Address

Personal Distribution List

Cancel

dils

— Put this entry
@ Inthe |Personal Address Book j
' In this message only
New Personal Distribution List Properties x|

Distibution List | Notes |

Name: [|

L

B

4

Add/Remove Members... I
Addto: To Cc I Eccl Send Options... I
0K I Cancel Help |

To create a personal distribution list

On the Microsoft Outlook or
Microsoft Exchange toolbar, click the
Address Book icon.

The Address Book dialog box
appears.

Click the New Entry icon.
The New Entry dialog box appears.

In the list of entry types, select
Personal Distribution List [ click
the OK button. —

The New Personal Distribution List
Properties dialog box appears.

In the Name box type the name of the
distribution list.

Click the Add/Remove Members
button and type or select members
from the list to add to your new
personal distribution list.

Click the OK button in the current
and the next dialog boxes to create
your new personal distribution list.
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