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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 (1-800-466-7865).
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://www.nortel.com/support
http://www.nortel.com/callus
http://www.nortel.com/erc




Welcome to My CallPilot

My CallPilot” from Nortel is a web-based business communications
system that offers exceptional flexibility for managing your messaging
needs.

You can work with My CallPilot from any computer that has Internet
access and a web browser configured for My CallPilot. Here are some of
the many ways you can use My CallPilot:

m  Enable record, edit, and delete greetings.

m Configure the Message Forwarding Rule.

m Configure e-mail-by-phone.

m Configure mailbox link.

m  View useful information about your mailbox.

m Receive, forward, reply to, and send voice messages, faxes,
and e-mails.

m  Change the setup of your mailbox features.

m Change your CallPilot password.

m Create personal distribution lists.

m Set up remote notification to a telephone or pager.

= Set up text message notification for a wireless e-mail device.
See Appendix A for details.

Some features mentioned in this guide are options. For details, refer to the
Feature availability topic in the CallPilot Player online Help, or ask your
administrator.

NOTE: The screen images of dialog boxes shown in this guide are those
displayed when operating My CallPilot in the Windows environment,
unless otherwise specified. Users of the Macintosh or Linux environments
may see altered versions of these dialog boxes, depending on specific
feature and functionality support.



Getting started

About this guide

This user guide describes how to use the web-based resources of My CallPilot. The
instructions and screen images shown in this guide provide general information for
using My CallPilot through a web client. Specific details can vary, depending on your
computer operating system and the features available for your CallPilot mailbox.

For further assistance, refer to the My CallPilot online Help.

What you need

You can access My CallPilot from any computer with Internet access and a web
browser configured for My CallPilot. Before you start to use My CallPilot, ensure that the
computer you are using is set up according to the following requirements:
Windows-based hardware and software

m  Windows 2000 Professional, or Windows XP Professional

m  Windows Server 2003 Standard with 11S 6.0

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

Sound card and speakers for playing voice messages on your computer

A microphone connected to your computer, or a telephone situated near your
computer, for recording voice messages

Macintosh-based hardware and software

m  PowerPC G3 processor or newer (PowerPC G4 preferred)

m  Mac OS X, 9.0 or 9.1(preferred)

m  RedHat Linux 9 Operating System

Note: The Mac My CallPilot Web Client software is not designed for compatibility with
Mac OS X. Although this version of the CallPilot application can run in OS 9.0 and 9.1
Compatibility mode, the CallPilot application may crash or behave erratically.

Internet Explorer 5.1

QuickTime version 4.0

AppleScript version 1.3

TCP/IP network connection of at least 56 Kbit/s

MacOS-supported sound output device (speakers)

MacOS-supported sound input device (microphones)

Note: The type of microphone to use depends on the type of Macintosh the user has,
and a microphone designed for a Windows-based PC often does not work. Some older
PowerPC Macs require a PlainTalk microphone, or similar. The system administrator
should verify that the user has a working microphone and speaker setup before
installing My CallPilot.

Linux-based software
m Red Hat Linux 9
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m  Mozilla 1.7x browser
m  Audacity 1.2.x, Gnome Sound recorder 2.x, and Krecord 1.1 audio applications
Peripheral hardware and software
m Video display and monitor with 8-bit (256-color) 800 x 600 capability (1024 x 768
16-bit color preferred)
Nortel Fax Driver and CallPilot Desktop Messaging to create faxes

CallPilot Player to play and record voice messages. An embedded version of the
CallPilot Player (shown in this guide) may appear in your inbox and voice
messages. (For required settings, see Setting messaging preferences, on page
57.) Some Windows-based systems and all Macintosh systems do not display the
embedded player. If not, you are be prompted to download the CallPilot Player. If
you are on a Windows-based platform and are only playing messages, not
recording, you can use the Microsoft Windows Media Player, or another WAV-
compatible media player. These players do not function in exactly the same way
as the CallPilot Player described in this guide.

m  LAN (Ethernet), ISDN, ADSL, or dial-up modem connection to the CallPilot
server for accessing CallPilot messages

To download audio players

You need an audio player to play and record voice messages. The first time you log in

to My CallPilot, My CallPilot checks to see that an audio player is installed. If one is not

installed, you are prompted to download the CallPilot Player. Follow the instructions to

start the download and installation process. If you need to re-install a player at a later

time:

1 Click Downloads on the CallPilot Features main page.
Select the CallPilot Player or other audio player from the list. The various

downloadable players are shown below.

IE CallPilot Player FEX

Fle Edb Yew Actions Help

ahodeE@etion. com
fie|
Boe |

Subject; RE: [3336012) 0:03 Voice Message:

ek [omal ] Sersiy [Fiie <] |- P

& . 2% NERTEL
> || of i || Feat

o= & — G r— o




The Macintosh downloadable CallPilot Player with QuickTime 4.0

The Macintosh downloadable CallPilot Player with QuickTime 5.0
For the Linux environment, the following record and playback applications are

supported:

The Windows downloadable CallPilot Player

D CallPilot &wdio {message.... B
Time = 00:16 (Total = 00:29)
YU e——g—— N

| CallPilot (30secs) 8

)L‘ Time = 00:18 (Total = DD -30. L ength of audic £ pesition
s » ,l—"—. Y "lb' y — Hano up telephone
Playhack position I_

Flay | Pauige

I—Rehml [Parise
Speed up playback
L volume Siider L— Show dhowin pliyback

¥ message

File Edit View Project Generate Effect Analyze Help

B,

p“i j ¥ ‘/ ||, 1 ) »/ 7
i O Foeewerews ) Lk
[ [m[@ ] o[ e[p2]R]

-0 00 - 05 10 15 |

Frofect rate. 6000

[Cursor; 0:01 589221 minsec [Snap-To OfF] ‘

v

Audacity 1.2.x

wav - Sound Recorder

File

0@ & e »m
“ New Open Save Save As Record Play Stop
0:00
File information

Filename: message.wav
Length: 1 second

Ready

- X
Control ~ Help |

Gnome Sound Recorder 2.x
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44100 stereo 16bit pcm 3:01 / 30.6ME  song010way
44100 steren 16bit pcm  4:24 / 44 SME  song011 way
44700 stereo 16bit pcm 348/ 38.3ME  song012.away
44100 stereo 16bit pcm 346/ 381ME  songl 14 way

44700 steren 16bit pcm  4:26 /7 45.1ME  song016.way
44100 stereo 16bit pcm  4:14 / 42.8MB  song018.waw
447100 steren 16bit pcrm 3:00/ 30.4ME  song019.way
44100 steren 16bit pcm  3:20/ 33.8ME  song020 . way

Krecord 1.1
Other audio applications may work but are not supported.
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Logging in

Your administrator provides you with the URL for My CallPilot. Bookmark this address
in your web browser for easy access.

To log in to My CallPilot
1 In your web browser, navigate to the My CallPilot address.

2 On the Welcome page, in Mailbox, type your mailbox number. This is usually
your office telephone extension number.

3 In Password, type your CallPilot password.
4 Click Login.

Je=enapp=msc

locakhos Plocsl o] P8
tes (FHistoy [y Folders | B 5 10+ 15 ULmkx CaFast |

My CallPiot -

German Frangais
Note: Welcome!
Use rs Of Wi ndOWS Unified messaging lets you access your veicemails, e-mails and faxes from one place.
Server 2003 with Do not check the
IIS 6.0 can use Log into CallPilot _conngure Remember
Windows 2003 as Password box on a
Maitox. - frar ] shared computer.

a client to log in

and use My CallPilot. Passwort [~

' Remember Password

The Login Securely
Loon) link appears if SSL
encryption is
enabled.

Copyright ©2002 Hortel Hetworks

To change to another server
If you have a mailbox on another CallPilot server, you can log in to that server from My
CallPilot. Click Configure, type the server details, then click OK. When you log in again
from the same computer, CallPilot accesses the new server. To change back to your
default server, click Configure, then click Restore Default.

To change to another language
If language buttons are available on your My CallPilot log in page, you can click one to
change from your default language to another language.

To log in using secure login
If the Enable Secure Login link is available on your login page, click the Enable Secure
Login to enable SSL encryption. The Login Securely button appears. Bookmark the
link for future log in.

To log in remotely
You can log in to My CallPilot from any computer that has Internet access and
supported browser configuration. You can use the pre-installed audio player for voice
messages, or you can download the CallPilot Player for full feature capability.



To log out
To log out from My CallPilot, click Logout on any My CallPilot page.
Logging in to environments with multiple CallPilot servers

My CallPilot has enhanced support for environments that have multiple CallPilot
servers. If this applies to your situation, a drop-down menu containing multiple CallPilot

servers appears in the Log in page.

2 Nortel Networks My CallPilot - Microsoft Internet Explorer
Favorites  Tools  Hep Address | @] http: (focalhostfmyep/init.a: ¥ Go '

Fie Edit vew

. " .
) > ﬂ i‘l A P ! Search 57 Favorites el'-‘leda e? =
Links 4] Corp MyCP 4] Yahoo! Mail @] Yahoo! Finance &) Minnesata Weather &) Enterprise Voice

My CallPilot Help | About

Welcome!
Unified messaging lets you access your voicemails, e-mails and faxes from one place.

Log in to CallPilot Configure |

( Location: | Belleville-CPLab225b v ]

Mailbox: 7401
Password: esssee

Remember Password
Enable Secure Login

Loan)

Copyright © 2004 Nortel Networks

g Local infranet

'E] Done

Selecting a server from this list allows you to select (and log in to) your CallPilot server
without needing to know any of your server-specific settings (beyond your mailbox and

password).
This feature is implemented as simple text-based file (cpserverlist) that an administrator
can create using the My CallPilot Administration Utility.
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CallPilot Messages tab

To access your CallPilot messages, click the CallPilot Messages tab. You can access
voice messages and view faxes, delete, forward, and reply to messages, and
compose hew messages.

Your Message List

2 Nortel My CallPilot - Microsoft Internet Explorer.

Ble Edt Wew Favorites Tools Hel
Ot - O HEAG Owe oros @28 #-1JE K D
|1 hetpefibamdominossimycalpiot init. asp - ¥ EYeo ok >
2-[ [Search [-] 88~ @4~ <7 | @ myahoot ~ 2 Yahoot sl - @) shopping - [Sionin | »
My CallPilot Help | About | Logout
Messages tab — | (i memases | [T 5% [ ot Faatues | [ eamimmmmaion]| Use the
Mailbox: Tram Le (3276010) 14 Items, 2 New Folder: | INSOX_ > > |me — smE —F embedded
| metiest) Gompose) Rapty) Hopty ) Forward) potete) Delotetow) Consonder) Iec| o] o[l ey 2] e | CallPilot
m = O From ¥ Subject Received & .
m] = E Tram Le RE:Hi 20050318 17:10 Player’ if
[m] a =4 Quynh Tram EWD:RE:Hi 2005-03-18 16:24 aVa||ab|e, tO
[&] = Quynh Tram FWD:Hi 2005-03-18 16:22 play and
[m] a RE:Hi 2005-03-18 16:09 record VOiCe
[m] a | 8 Hi 2005.03-18 16:09
Attachments: o a B |mnn T messages
Voice 1 O a | ®l |Tmle RE: voice? 200503161428
Text | N ®l  Tramle Voice MO 2005-03-16 1428
[T [ | = & [Immle Plain Text 2005.03-16 14:27 -
< >
@ (. R

To check for new messages
To see new messages, click Refresh. New messages appear in Bold.

You can sort your mailbox message list through the Read/Unread, Priority, and Subject
columns, as well as the From and Received columns.

(| :f& 2 | d From Subject Received

|| H 3 B JOSEPH MARCHESE (E3Z31007) 0:47 Yoice Message 2004-0304 1441
O = 2 Unknown {Unknown) Fax I0; 1100 1 p Fax Mascaga 2004-03-25 1050

The messages are sorted by simply clicking on the column headings.

Note: Only the messages currently displayed are sorted, which may not be the entire
message list.

To opeén a message

To open a CallPilot message, click the voice, fax, or text icon in the Attachments column
beside the message, or click any underlined part of the message line. See Playing
voice messages, on page 18, and Viewing fax messages, on page 20.

To select a message

To select a CallPilot message, check the box at the far left of the message line. When a
message is selected, you can delete, forward, or reply to it.



To delete a message
To delete a CallPilot message, select the message and click Delete or Delete Now. If
you click Delete, the message is permanently deleted when you log out. If you click
Delete Now, all selected messages are permanently deleted immediately.

To select your telephone or computer to play and record voice messages

You can choose to play and record voice messages through your telephone or your
computer. Click the Telephone or Computer icon in the embedded or downloaded
CallPilot Player. (To record and play messages using the telephone, you must have a
properly configured firewall, or no firewall between you and the web server.)

See Setting messaging preferences, on page 57, to change the audio setting and the
number that CallPilot dials for playing and recording messages.
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Playing voice messages

Before playing voice messages, see To select your telephone or computer to play and
record voice messages, on page 17.

To play a voice message the quick way (Windows only)
Use the embedded CallPilot Player, if available, to play your voice messages quickly.
(The player appears in your Message List if the Attachments column appears, and if you
select VBK as your audio setting. See Setting messaging preferences, on page 57.
Note that the player can also play WAV format audio files.)

1 Inyour Message List, click the Voice (Play) icon in the Attachments column.
When the audio controller window appears (Windows version shown below),
press the Play button if playing does not start automatically.

Embedded Windows J @ __ Playmessages
CallPilot Player AL\ Eﬁ from computer

- teleph
Controls on other audio | ‘ﬂ PP Playing. }ﬂ;‘ﬂ orielephone
players vary lay/Re-play “ Stop Disconnect  Call Sender

2 If you selected Computer for playback, the audio player plays your message
from your computer’s speakers.
If you selected Telephone for playback, your telephone rings and plays the
message when you answer.

3 Use the player buttons to stop, re-play, or call the sender. The slider control on
the player permits positioning within a recording. Note that the volume level and
the play rate (speed) cannot be adjusted when using the embedded player.

4 Click Disconnect or hang up the telephone when you are finished.
To play a voice message in a mixed voice, fax, or text message
In a mixed voice, fax, or text message, open the message to select each part.

1 In your Message List, click any underlined part of the message to open it.

2 Inthe open message, click the Voice icon. The audio player opens.

3 If you selected Computer for playback, the audio player plays your message
from your computer’s speakers.

If you selected Telephone for playback, your telephone rings and plays the
message when you answer.

4 Use the player buttons to stop/pause, re-play, or call the sender (Windows only).
Other controls on the player also permit absolute positioning within a recording,
volume level adjustment, altering the play rate (speed), and disconnecting
(hanging up).

Note: On the Macintosh CallPilot Player, there is no Stop button. When you click the

Play button, play begins and the Play button then becomes the Pause button. In

addition, the audio control commands can be accessed through the Audio menu of the

Macintosh CallPilot Player.



5 Click the Disconnect (Windows) or Hang Up (Mac) button, or hang up the
telephone when you are finished. Click Message List to return to your messages.

2 Nortel Networks My CallPilot - Micrasoft Intemet Explorer B (o x|
Ele Edl View Favortes Tock Help || Addiess [&] hip:MscabostiCalPictintass | PED‘
<Back - & - @[] A& | DSeach [GFavoites (HHistoy TyFoders | 5y 5 [0 - Hunks (CJFast Jfun (JStocks |

My CallPilot e

[ catpitot | [ Emait Account ') [‘CallPilot Features | [Useful 1
Mailhox: Tim Schweitzer (7401 § tems, 0 New  Folder: [INBOX d »w e/ EE
Message List| Compose | Reply) Reply All| Forward) Delete | Delete How ] |«| «| »| »|| [eady ﬁi‘

% Thibly account

Received:2002/08/16 15:52

Return to From:  Richard Smith
To: Mike Anch
messages Ct':l;: ke Anderson
Subject: The Thimbly account
Reply to,
forward, or
. Hi Mike,
delete this
message Please hear what Fred had to say about this situation, and check his nuwbers on the fax.

Please get back to me ASLP,

Thanks,
Richard

€] Done [ [ B8 Localintranet .

Note for Linux users:

Linux users can view and play (through any WAV player) their CallPilot messages in the
Mozilla browser. However, there is no VBK playback or recording. Users can see their
text and listen to audio messages using the WAV audio format.
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Viewing fax messages

To view faxes on your computer, you must have ImageMaker or other imaging software
installed on your Windows-based computer. For Macintosh users, the CallPilot Player
application is used to view faxes. In addition, your CallPilot administrator must enable
fax capability for your mailbox in order for you to receive faxes.

To view a fax message

1 Inyour Message List, click the Fax icon beside the message, or click any
underlined part of the message that you want to view.

2 The image may display right away, or if the Open/Save dialog box appears,
select Open to display the image. The fax can then be scaled to its normal
(printed page) size, to an enlarged view that still fits on typical displays, to a
maximum size where every pixel is visible, or to a view where a fax page is made
to fit the current window size. The fax document may also be rotated to 90, 180,
or 270
(-90) degrees.

3 When you have finished, close the fax image to return to your messages.

i fax2.tif - Imaging Preview S [=] |

Fle Wiew Page Zoom Help

5| 5l 5| alal BH #A% o 5
9/12000 127 : 001 OF Q03 =
Print To: Our Customer - Change
Fax number: 65767961 page
- Rotate
From: Richard Smith o
Fax number: 1-232-555-1212 Fit width
Home phone: 1-232-5565-1212 )
Business phone: ~ 1-232-566-1212 Zoom infout
Date & Time: 9/19/2000 12:45:28 PM
Pages sent: 3
Re:
“What happens when your company gets CallPilot? Voice, e-mail, and
fax messages are united into a single, integrated communications _

tool. Personal productivity climbs about 30 percent. Employees easily
access messages from the road, capturing major opportunities. They
work more efficiently as a team and accomplish more in less time.
And they all say: How did we ever work without it?”

A savisfied CallPilor Crustomer

1] | _’llI

For Help. press F1 |5060%  [Page1of1 7

Note: If you use Windows imaging software other than ImageMaker or if you work on a
Macintosh, the appearance of the fax message may differ from the one shown. In
addition, some of the controls seen here, such as Zoom in and Zoom out, may not be
available.

I 20



In the Macintosh CallPilot Player, the control commands are accessed through the Fax
menu.

[0 == callPilot Fax {Henry Rtin ==

L} m

Hours: Mon, . 8:0:5:00 PML
PRICES SLBJECT TD CHANGE G.O I D
WITHOUT NOTIEE

4 | SANITATI
W g Wholesale Oistbonor bor Paper ||
ﬁﬂﬁ 5004 Timberien B, Liedl 48, i
ﬁ‘ffniﬂ L L [~
i | (4[] =

Note: Nortel Player is not provided for Macintosh OS X.
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Composing voice messages

You can compose a message that is any combination of voice, fax, or text. To record
voice messages, use the embedded or the downloaded CallPilot Player.

Allow User to send voice messages to non-CallPilot recipients

(for CallPilot server release 3.0 and above)
The system administrator has control over the distribution of CallPilot voice messages
outside of the organization. Allow user to send voice message to non-CallPilot
recipients - if the system administrator leaves this option unchecked, the user is unable
to save or forward audio attachments or voice messages to non-CallPilot recipients.
Meszage Fonvarding Rule:

Allaw uger to set Remember password. ¥

Desktop Playback: 'Wej
@end voice messages ta non-Callpilot @mﬂ b YA format: ’m
Include messege header when forwarding/replying: [Flp.crrir.i none: |
Include cover page when fansading fan: [W‘
Addrass book: [W‘

Company cover page folger [

Addresz book path (Dwtlook/Groupiise cliers): |
Laotus Mates auta refresh: [
Create Senl fodenGroupiise clenl)

My CallPilot
Mailoox Wanager [

Note: If the user attempts to forward a voice message to a non-CallPilot recipient
using Microsoft Outlook, standard e-mail form, the operation appears to have
functioned properly. The recipient of the message only receives the VBK header.
The audio data is not sent, and the message cannot be played.

If Allow user to send voice messages to non-CallPilot recipients is unselected (not
checked) you are not able to forward voice messages to non-CallPilot addresses.
However, you are still able to forward voice message to CallPilot addresses.

I Callrilot Desktop Messag x|

This message cannot be sent: ko non-CallPilat recipients.,
Contact your CallPilot administrator For dekails,

Note: If Allow user to send voice messages to non-CallPilot recipients is
unselected (not checked) the user is not blocked from forwarding voice messages to
an external e-mail account if they are using Internet IMAP clients (Outlook Express,
Eudora, or Netscape Messenger).
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To record and send a new voice message

1 In your Message List, click Compose. A new message page opens.

2 Click To... (or Address Book) to choose an address from the CallPilot Address
Book, or click Special Addresses. See Addressing messages, on page 33.

3 Add a subject description in the Subject text box.

4 Inthe embedded or downloaded Windows CallPilot Player, select the Telephone
or Computer icon. If you are using a Macintosh, select either Use Telephone or
Use Macintosh from the CallPilot Player's Audio menu.

Interface showing Embedded Player PIay/Review Stop Record Playback slider
My CallPilo ot Loy — USE
telephone
JcaupilmMessaqgsHkuuP.lmFeammsl [Usetu i _orcomputer
Mailhox: Richard Smith (8989) J ﬂ ﬂ Jtewmuio),  1CON tO
Message List ﬂJﬂﬂ ra— J_I Save Audio \ record
Sent] Concrl) Start new
To: [anderson voice
G | recording
Subject: [The Thinbly account
Options: Priority |[Normal 7| Sensitivity [Public =] ¥ Mtify me when message is read Save voice
Address Book..] Special addresses...]  Attach Files...| () ;?’]%O;dt;;gh
Hi Hike, | it to this
Ei:a?;hear what Fred had to say sbout this situation, and check his nunbers on message
Pleaze get back to me ASAP. Disconnect
Thanks,
Richard after
| recording
5 Click the Record button.

Note: You can only record into a new audio window, not to audio files that exist
in your inbox.

Note: The embedded player does not permit adjustment of the recording
volume.
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Note: In the Macintosh CallPilot Player window (QuickTime version 5.0, shown
below), there is no Stop button.

A CallPilot { 30secs) B
L Time = OD-:18 (Total = DO 30} ength of audic £ pesition
\ i I—*r— "J -.y . H— Hang up telephone
“-L'-IME" position ]—Recwtr [ Patise
L Play | Pauige —Speed up Haylkack
L volume Slider — Show dowin pliviback

When you click the Record button, recording begins and the Record button then
becomes the Pause button.

» If you are recording from the computer, record your message into the
microphone. Click Pause to pause the recording. Click Stop to end the
recording. Click Play to review it. To add to the recording, click Record, speak
again, then click Stop. Click Save Audio.

» If you are recording from the telephone, answer when the telephone rings. At
the tone, record your message into the handset. Click Pause to pause the
recording. Click Stop to end the recording. Click Play to review it. Click Save
Audio. Hang up.

Note: Saving your audio works a little differently depending on which version of
the CallPilot player you are using. If you use the embedded version, the Save
Audio button only saves the message as an attachment to the current message.
If you use the downloaded (stand-alone) version, you save the recording as a
file, which you then attach to your message.

If you are using the stand-alone version of the Player, add your voice message
file as an attachment and set options if required. See Adding attachments to
messages, on page 31, and Setting message options, on page 32.

8 Click Send.
To save a newly created voice message as a file

To save a copy of your voice recording as a standalone file you must use the
standalone CallPilot Player, not the embedded Player.

1

Open the CallPilot Player, record a new message, and on the File menu, click
Save or Save As.

In the 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.

Note: My CallPilot automatically converts VBK files to WAV files when sending to
non-CallPilot users.
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Composing fax and text messages

Your CallPilot recipients must have fax capability to view your 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.

To create and save a fax file

To create a fax file, your CallPilot mailbox must have fax capability, and your computer
must have Desktop Messaging installed. After you save the fax file, you can add the fax
to a message as an attachment.

1 Launch the application you want to use to create a fax with. The document you
open or create must be 8.5 in. (21.5 cm) wide or less. Multiple page documents
are allowed.

2 When the document is ready:

» Windows computer:
a. Click Print or Print Setup under the File menu.
b. From the list of printers, select Nortel Fax.

» Mac computer:
a. First select the Chooser desk accessory from the Apple Menu.
b. Then select the CallPilot Fax icon and close the window.

3 Click OK.

4 In the Compose Fax dialog box, click Save As.

File name TR e T View before
sending
Delete before
Total pages: 1 - Sending
Sleplla Change order
Send fax || Sendusing |Fax maching [separate each Fax nurmber with a ') ﬂ of files to be
Fax machine(s): |m81 57 faxed
Subject: |
™ Receive a confirmation of delivery.
¥ Remember changes
Cover page /BI'OWSG to
Use fax cover page: |Nn Cover Page j Erowse.. |' select
predesigned
Save to send cover page
later — Save As. | ’T‘ E xit | Help |

Compose Fax dialog box - Windows version
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5

6

CallPilot Fax Spooler E% B

Fax Spooling Status

Current lob: Top Stock Picks

Converting portraitimage to TIFF
Page 1011

Spooled Faxes:

NortelFax =

-

Compose Fax dialog box - Macintosh version
Type a name for the file, and browse to select a folder to save the file in. Save the
file as a TIF file. Click Save.
Note: If you chose to include a Subject line, the information in that text box is
displayed in the e-mail portion of the fax. The Subject line is not displayed on a hard
copy of the fax.
Click Exit to close Compose Fax.

To compose and send a fax or text message

1
2

(3]

In your Message List, click Compose. A new message page opens.

Click To... (or Address Book) to choose an address from the CallPilot Address
Book, or click Special Addresses. See Addressing messages, on page 33.

Add a fax file as an attachment. See Adding attachments to messages, on page
31.

Add options if required. See Setting message options, on page 32.

Enter text if required.

Click Send.

Note for Linux users:

Fax viewing or sending is not supported at this time.

26



Calling the sender of a message

You can respond to a message with a telephone call instead of a recorded message.

My CallPilot includes a Call Sender button that appears in both the Message List and
Open Message views. Clicking the Call Sender button calls the sender of the
currently selected message, regardless of whether or not the message contains an
audio attachment.

The Call Sender button only appears when all of the following conditions are met:
m  The Mailbox Class allows the Telset Class-of-Service

m  Messages are being viewed on the CallPilot server

When the Call Sender button is pressed, depending on whether CallPilot is installed
on the client computer or not, an appropriate dialog box appears asking you to verify
the phone number.

x
T X 4 http://192.168.71.24/mycallpilot/TelsetC o ] o3
& cal |
. Call Message Sender
CallPilot Select and veiify the message recipient's destination. Include g
Il digits to dial ber, such as th de and q m
Not Q‘gﬂfigfii'iuif"di ﬁne‘_a 3 MUMBEL, SUEN 55 102 &153 E00 S Please verify that the phone number is correct.
installed— ations:
Aot d TS Phone number to dial 1980
Call Sender | Cancel
ety number CallPilot Is Installed
1380
¥ Remember changes

The Remember changes check box associates the new phone number with the
original. Subsequent calls to the same sender auto-fill the Verify number field with
the new phone number. The maximum number of digits that can be entered is 50.

The Call Sender button causes your telset to ring. When you answer the call, your
telset is connected to the specified phone number.

This Make Call feature contains no error detection after the call has been placed,
and My CallPilot does not have control over the call or your telset after the call has
been placed.

My CallPilot also includes a new Directory Call button in the Address Book Search
view. This button only appears when you compose a message on your CallPilot
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server.

] http:{fum2003sryvimycallpilot/DirectorySearch.asp?f_nameloSearch=" - Microsoft Internet Explorer

Select recipients firom the Address Book

Enter Last Name {or *): | | Find |

Select From Results List: Message Recipients:

Anderson Wayne[161333553226018@cplabiss.canorel.com]
Diow Mancy([16139355322601 7 @cplab3ss.ca.notel.com] ‘T_DJ
Flemming Michael[161393553226016(2cplab355.ca.nortel.com]
Grirnmell Doug[16139355322601 5@ cplab35h.canonel.com)

Le Tram[16133355327601 0@ cplah355.ca.norel.cam]

Fioy Diawn[16139355322601 9@cplakb 355.ca.norel.com)

S0L SDL[16139355123@ cplab385 ca.nartel corm]

Tong! Anh1[-NORTEL-MNET=3423266010&cplab3ss.canonal.com] \C_EJ
Tongl Anh1[161393653275000(2cplab356.ca.nontel.com]

Tong?2 AnhZ[<-MNORTEL-MNET=3423266011(Zcplab3s5.canortel.com]
Tong20 AnhZ0[161393553275001 @ cplab 355 canartel.com]

Tong20 Anh20[161393563275002(2 cplakb 355 ca.norel. com]

tram quynh[161393563276011 @cplab3s5.canonel com]

tram tram[161 39355322601 4@ cplab35h.ca.nonel.com]

All Users at cplab355[<-MNORTEL-NET=777777328(2cplab355.canorel.com] »

|*

&

E

W Bec

E

Directory Call OK Cancel l

ﬂj \j Local intranet

Selecting an Address Book entry and clicking Directory Call extracts the entry's
phone number. This phone number is then displayed in the Call Address Book entry
dialog box.

=/ /192.168.71.24 /mycallpilot /TelsetC — | I:Ilil

Call Address Book Entry

Please verify that the phone number is correct.

Phone number to dial: I‘IQB‘I

Call User | Cancel |

Note: The above dialog box appears if CallPilot Player is not installed on the client
computer.



2 Configure - Microsoft Internet Explorer

'\i) Call confirmation

Call this number:

Cancel |

Ll

EIBX

Call Usor]

&) Done

S %4 Localintranst

Clicking on Call User causes your telset to ring. When you answer the call, My
CallPilot calls the specified phone number.

Note that the Restriction Permission List defined in CallPilot Manager is not checked
before attempting to dial the digits. If the phone number is rejected by CallPilot or
the switch, no error dialog box appears.

Note: If the field Number to call for Telset Playback (ie. your phone) is blank, go
to the My CallPilot Features tab and select My CallPilot Preferences and enter the
number at the top of the page, in this example 4300, in the Number to call for

Telset Playback (ie. your phone) field

and click the Save button. .

My CallPilot

Help | About | Logout

Mailbox: Peter Arbeau (4300}

7 Automatically add signature to out going message
Environment Settings

" Show BCC while composing

¥ Show Priority, Sensitivity, Read Msg
Motification

7 Message Read Matification is checked

Check for new messages every:
Autornatically logout after:

Audio:

ICaIIPiIot Messagesl[ CallPilot Featureslf Useful Informati

o)

W Confirm when messages are sent
I Confirm deletions

¥ Remaove Deletable iterms an logout

10 =

20 x| minutes

IStandard () 'l ! ’

minutes

Murnber to call for telset playback (ie. your phone): |||

~

Save Cancel ]
Copyright © 2005 Nortel |
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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 In an open message, click Forward, Reply, or Reply All.

‘Reply | Reply All | Forward |

2 On the new message page, compose a voice, fax, or text message.

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

4 Add attachments, set options, and change the Subject line if required.
5 Click Send.

3 My CallPilot Help | About | Logout
[ cattpitot | [ Caltilt Features | [ Useful information |
Mailbox: Richard Smith (8989) > 1] ll — E"E Hew Audio
Message List Mi‘ilb_bll W gl v Save Audio

Send| Cancel

To: [anderson

Ce |

Subject: [The Thinbly account

Options: Priority [Normal =] Sensitivity [Public =] @ Notify me when message is read

Address Book...| Special addresses...| Attach Files...] [T [f

Hi Mike, =l
Please hear vhat Fred had to say about this situstion, and check his numbers on
the fax

Flease get back to me\ ASAF,

Thanks,

Richard

Send| Cancel

Type text message
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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 either VBK or WAV format for both Windows and Macintosh CallPilot
recipients. My CallPilot automatically converts VBK files to WAV files when sending
to non-CallPilot users. Fax files must be TIF format. Text files must be TXT format.

To attach a file to a message

1 On a new message page, click Attach Files... .

2 In Add Attachments, click the browse button to browse for and select the files
that you want to attach.

Add Attachments
File to attach [ \ Browse..

Attach selected file

Attached Files

Remove attachments

3 Click Open.
Click Attach Selected File button.

5 Click OK. The icon for the attached file appears beside the Attach Files button
on the new message.

6 Continue to compose, address, and send the message as usual.

i



Setting message options

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

To set message options

1 On a new message page, select Priority, Sensitivity, and Receipt options, as
required.

SensitivitylPUb“C 'l [ HNotify me when message is read

Options: Priority Marmal

» For Priority, select Low, High, or leave the setting as Normal.

» For Sensitivity, select Private, or leave the setting as Public.
You cannot forward messages that are marked Private to other CallPilot users.
However, be aware that when you send a message marked Private, your recipient
can still forward the message to someone else, if the recipient is not a CallPilot user.
Also, recipients in non-CallPilot systems are not informed of Private settings. In your
message, tell the recipient that the message is private.

» For Notify me when message is read checked, check the box to request
acknowledgment that your recipient received the message.

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



Addressing messages

You can address a CallPilot message in two ways:

m  You can select a name from the CallPilot Address Book that is maintained by your
organization on the server. The Address Book contains the addresses of the
CallPilot users and shared distribution lists that you can use. You cannot edit this

list.
m  You can manually enter or select addresses on other servers in Special
Addresses.
Select recipients from the Address Book e Sp ecial Address
Enter Last Name ( or *}: |Dow Find
Select From Results List: Message Recipients: Address format: Persanal Distribution List 'i
N @
Address Information:
Local Server: SMTPA/PIM prefix:
‘ [47 10018.12 [1612937
—CJ o Local mailbox: Personal List Number:
| I
Personal Distribution Lists (PDLs) are used to send
B messages to a group of users. They are created and
\EJ o maintained by you and may be found in the CallPilot
Address Book.
Directory Call 0K Cancel
Addto: o) o) o)

To address a message from the Address Book
1 In a new CallPilot message, click To (or Address Book).
2 In Enter last name, type the recipient’s name, then click Find.
3 Inthe list of names, select the name of the recipient or distribution list.
4 Click To. You can select one or more addresses, clicking To after each one.
5 Click OK to return to the new CallPilot message.

To address a message in Special Addresses

1 On a new message page, click Special Addresses.

2 Select an address format from the drop-down list (for example: Network mailbox
or Personal Distribution List). Note that Personal Distribution List entries appear
alphabetically sorted when doing an Address Book search.

3 Type the number and any other information required. Refer to the online Help for
the correct addressing formats.
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4 Click To.
Searching External E-mail Address Books (LDAP databases)

The LDAP text boxes you can specify for your e-mail account (refer to Setting up links
to your e-mail accounts, on page 53) allow My CallPilot to search external LDAP
databases, which in turn allows you to search for an e-mail address in your corporate
Address Book.

Note: This ability requires the administrator to enter the correct searchbase, host/IP
and login info (if needed) for the external LDAP server. This information must be
entered in CallPilot Manager when the External E-mail server is defined.

You can enter user log in credentials, if needed, inside My CallPilot.

Once these text boxes are properly configured, you can search the external Address
Book when composing a new external e-mail server message (just as you do when
composing a CallPilot message).

To access the Address Book, you simply click on the Address Book button, or To links
in the My CallPilot Compose page.

The following shows an example of an external e-mail server Address Book in My
CallPilot:

2 http://lum2003srv/mycallpilot/DirectorySearch.asp?f_nameToSearch=Dow - Microsoft Internet Explorer

Select recipients fromthe Address Book
Enter Last Name { or *): Find
Select From Results List: Message Recipients:
Dow Nancy[16139355322601 7@cplab3bt ca.norel.com]

) &)
L) &)
Bcc )

Directory Call OK Cancel |

&] % Local intranet

Note that the Address Book is tied to the current server you are using (that is, the inbox
you are displaying). Therefore, when you compose a new CallPilot message, the
Address Book displays addresses only from the CallPilot server. When you compose a
new Exchange message, the Address Book displays addresses only from the
Exchange server, and so on.

Non-personal distribution lists can appear in the results if, and only if, the server is
configured to return them through a standard anonymous LDAP query.
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CallPilot Features tab

Click the CallPilot Features tab to change the settings for your CallPilot features and
telephone options, and to set preferences for web-based access.

The main CallPilot Features page displays only the features that are available for you to
use. Click any title to open its settings page.

3 Nortel My CallPilot - Microsoft Internet Explorer

Elle Edit ‘ew Favorites Tools Help :,'
@ Back v () |£| \Ehl ,l\J p S Search '\'( Favartes ‘3 - -,_; ] ~ gJ E ﬁ ‘3
Address |§1 http: fum2003srvimycallpilotfinit, asp?locale=endapp=msging v‘ Go Links ™
FYAdobe - Y_, - @ | [Ssar:h ‘VI P & ‘ @ My vahoo! = 5 vahoo! Mall = ] Shopping ~ S
My CallPilot Help | About | Logout
ICaI t Meﬁagesl[CallPilol Featureslj Useful Inform
Mailbox: Wayne Anderson (3226018)
-~
CallPilot Tools Telephone Settings Webh Settings ;.
Greetings Telephone Options Mailbox Links
Record external, intemal and terpoarary greetings, and your  Review and personalize your Create and maintain links to
natne for personal verification. telephane interface and options  mailboxes on other messaging
presented to your callers senices
Message Notification E-mail By Phone My CallPilot Preferences
Set options and maintain your schedule for notification of new  Maintain account infarmation Set preferences for your
CallPilot messages at remote telephone, pager, or text and set options for playingyour  message list displays and
device. e-mail over the telephone. hehaviour, and options for
message editing
Message Forwarding Rule Fax Printing My CallPilot Home Page
Autornatically forward incoring CallPilot messages to ane-  Setfax numbers and options for - Set preferred page to start on
tnall or CallPilot address. printing fax and e-rmail after lngging on
messages
Personal Distribution Lists
Compose and edit lists of addresses to simplify messaging
to groups of people 3
Change Password
Downloads
Get CallPilot software v
< | >
@ & Loral intranet
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Greetings

The Voice Greetings feature allows you to record and manage your voice greetings and
personal verification from My CallPilot.

Selecting the Greetings link loads the Greetings page. From this page, you can record,
play, delete, and import voice greetings and personal verification. The Greeting page
also shows the greeting status (recorded/not recorded) and allows you to assign expiry
dates to a temporary greeting.

The CallPilot Player is required to record/play greetings or personal verification from My
CallPilot. An alert appears if CallPilot Player is not installed and you try to play/record
greeting/personal verification.

You can import VBK and WAV-PCM files for greetings and personal verification
messages. The files can be imported with or without the CallPilot Player. If the CallPilot
Player is not installed, you can record/save a WAV-PCM file from another media
application and import the WAV-PCM file using My CallPilot.

For Internet Explorer users:

If the CallPilot Audio Player is present, the audio player is embedded directly in the web
page.

NORTEL | ™

{ CallPilot Messages 1 I CallPilot Features 1 I Useful Information 1

Mailbox: Quynh Tram (3276011) JJ J Ji @
JJJJ Ready | | Save Greeting |

0K| A

My CallPilot Help | About | Logout

Greetings

ou can record external, internal and temporary greetings. Callers fram outside your arganization hear your
external greeting, callers within your organization hear your intemal greeting. If you do not record an intemal
greeting, all callers hear your external greeting.

Greetings Edit Import Delete Recorded
External Greeting &) A m) v
Internal Greeting Z) 8 m) v
Temparary Greeting ) 4] m)
Expiry date
® Mo Expiry Date It yau recard & temporary greeting, it is played to all callers

in place of your external and internal greetings urtil i

at EXpires ar you delete it.

Personal Yerification &) ) m) v



1 Click the Edit button to activate a specific greeting. When activated, the greeting
text is shown in a bold italic font.

2 You can then use the embedded audio player to play the greeting, record a new
greeting, or add to the greeting. You can record a greeting using your telset.

3 Press the Save Greeting button to make the changes permanent. If you do not
press the Save Greeting button, an alert appears.

NgrTee |1 S 8 My CallPilot 1
= s i

J’ CallPilot Me&ageslf CallPilot Features 1[ Useful Information

Mailbo:x: Guynh Tram (3276011) JJ J lij |—J
I«

Fecording... Save Greeting |

OKl A

Greetings

You can record external, internal and temporary greetings. Callers from outside your organization hear your
external greeting, callers within your arganization hear your internal greeting. If you do not record an internal
greeting, all callers hear your external greeting.

Greetings Edit Impont Delete Recorded
External Greeting £l ) ) v
Internal Greeting &) M) m)
Temporary Greeting £ ) =
Expiry date
@ Mo Expiry Date If you recaord & temparary greeting, i is played to all callers

in place of your external and internal greetings wril it

at expires or you delste i,

Fersonal Werification

&

4)

&
<

For Netscape Navigator users:

If you are using Netscape Navigator, the stand-alone audio player is used to record and
play voice greetings and personal verification. The CallPilot Player can be launched by
pressing the Edit button, or from the Windows Start menu.
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My CallPilot Help | About | Logout

[ CallPilot Messages” CallPilot Fentures” Useful Information 1

Mailbox: Quynh Tram (3276011) JJ J Ji
JK|

Ready ‘ | Save Greeting |

OKI &

Greetings

You can record external, internal and temporary greetings. Callers from outside your organization hear your
external greeting, callers within your organization hear your internal greeting. If you do not recard an internal
greeting, all callers hear your extemnal greeting.

Greetings Edit Impeort Delete Recorded
External Greeting Vid | m v
Intemal Greeting Vi | m v
Temporary Greeting Wid ) m)
Expiry date
@ Na Expiry Date If you recard a temparary greeting, it is played to &l callers

in place of your external and irternal greetings until it

at expires or you delete i

Personal Yerification £) ) m) v

Recording a greeting
Record a greeting using CallPilot stand-alone player or any other media applications
that support WAV-PCM format as follows:
1 Record a voice greeting or personal verification using the CallPilot Player. To use
the telset, you must log into the CallPilot server.
2 Save the recording as a WAV file.
3 Press the Import button to upload the saved file.

Note: You are not able to play existing greeting/personal verification if CallPilot
Player is launched from Windows Start menu.

4 The Import dialog box appears. This page allows you to select which VBK or
WAV-PCM file on the local computer to upload to the CallPilot server. The
selected file is uploaded when the Save button is pressed.

The CallPilot Player launched from My CallPilot Greetings page allows you to record
and save a recording directly from the player using the player's File-Save menu,
skipping the Import step.

You can also play previously recorded greetings or personal verification. However, no
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computer playback is available if only your telset is used. Since the player shares the
same credentials with My CallPilot, no login to the CallPilot server is necessary. The
only requirement is that you do not close the browser window while working with a

greeting, or the recording could be lost.

Once you are done with the greeting, you should refresh the Greetings page to update

the page content.

Subject: [RE: (3396012) 103 Voice Message

Deliver

I~ Read receipt
w [Nomal =] Senstvy:[Puble <] - DEUSEERL

e T

. oo

> |n| of i «n|p] Fes
oE % — g r— 1 [y

NLIRTEL

Setting an expiry date

You can also set an expiry date for temporary greetings from the Greetings page. The
expiry date/time corresponds to the date/time on the CallPilot server. The expiry date is

validated by My CallPilot.

Greetings Edit Import Delete Recorded
Extemal Greeting ) 4] o v
Internal Greeting Z) My Im) v
Temporary Greeting 2 9 i)
Expiry date

@ Mo Expiry Date

e |January :“1 j a[|D '|U
Parsonal Verification | ) im) v

-

Removing voice greetings and personal verification

Voice greetings and personal verification can be removed by pressing the Delete
button. You must confirm the deletion before the voice greeting or personal verification

is removed.

Personal Verification allows you to record your name in your own voice, so callers can
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correctly identify you when leaving a voice message.
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Setting up message notification

CallPilot can notify you of new messages when you are away from the office. Your
administrator defines whether these devices and services are available to you:

m  Remote Text Notification to a wireless e-mail device. See Appendix A: Remote
Text Notification for Microsoft Outlook and BlackBerry Devices, on page 63.

m  Remote Notification to a telephone or pager. This type of remote notification can
be set up and turned on or off from your telephone as well. You can set up two
time periods for notification, and choose whether you want to be notified of all
messages or urgent messages only.

You can have the two types of notification turned on simultaneously.

Message Notification

You can receive notification of new CallPilot Messages at an email device, or a remaote telephone or
pager that you define. ¥ou can also specify which type of messages you wish to be called for, and
define a calling schedule.

Remote Text Notification

[This feature has not been enabled for your mailbox class.)

Remote Motification to telephone or pager

Current Status: * On ¢ Off

Notification Device: ITE|EpthE Settings j

CallFilot will call this number to deliver notification for

Matification |‘|4‘|3555‘| M2 selected messages. The information included in the
Murmber:

notification call depends on the selections below.

Default Callback 1234567890 “our 10 digit pager aceess number. This number iz uzed by
Mumber: s0Mme pager senices.

|dentification 1234 our Pager ldentification Number (PIN). This number is
Mumber: used by some pager senvices.

Motify for:

& All messages
 Urgent messages

Calling Schedule:

[ Any time ou control notification by turning it on and off 3z needed.
@ According 10 thi schedule et et
Days: ¥ tonday ¥ Friday
¥ Tuesday [T Saturday
¥ Wednesday [ Sunday
¥ Thursday
Tirne period during active day(s): Time zone: (GMT -06:00) Central Time
First time period: [™ Optional second time period:
From 03 x| ;|00 =] Fram |17 =] |00 x|
Ta 17 x| -jod =] Ta 039 =] :joo =]

Muotification periods can cross midnight statting on yourselected daws. If the end time is earlierthan the
starttime, it iz assumed to be on the next day. Forthe entire day, use 00:00 to O0:00.

Save | Cancel |

I 41 |



Setting Up Message Forwarding

Clicking the Message Forwarding Rule link loads the Message Forwarding Rule
page. This page provides the interface to:

m Create arule

m  Delete an existing rule

m Edit an existing rule

m  Enable or disable a rule

A rule must be enabled to be active. A new rule is enabled by default. A maximum of
one rule per CallPilot mailbox is supported.

0K |
Message Forwarding Rule
CallPilot messages, which meet defined citeria, can be forwarded to a CallPilot mailbox or an external e-mail

address. Contact your administrator for information about your organization's security policies regarding
forwarding mail externally.

Configure Rule |
| Enable | Recipient [ ConvertVoiceto WAY | Forward | Delete
|2 tyouel@ acme.com | | All Messages | )

oK)

Clicking the Configure Rule button loads the Message Forwarding Rule Configuration
page. This page provides the interface to:
m Determine which messages are forwarded

m Enter a single e-mail address or CallPilot address where the message is to be
forwarded

Specify when to mark the original message as Read
Determine if the voice portion of the message is to be converted to WAV
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3 Nortel My CallPilot - Microsoft Internet Explorer

Fle Edi Wiew Favortes Tooks el o

Address @] " polocel = ERE

NERTEL |~ My CallPilot Help | Ahout | Logot

[ CallPilot Messayes [ CallPilot Features | [Useful jon |
Mailbox: Wayne Anderson (3226018)

Save | Cancel A
Configure New Message Forwarding Rule

Message Forwarding Rule Configuration

Messages to forward AlIMessages v

This includes messages maked “private” whish
eannot namally be fomarded
Forward to

@® E-mail address:
© CallPilgt address:

Mark original message as read
when ® Forwarded by this senice
© Opened by the recipient®
i read reseipts are supported by the recipients mail senice

Canvert voice messages to @ VBK (requires CallFilot audio player)

Save Cancel

< >

The supported "Messages to forward" options are:

m  All Messages (default selection)
m  \oice Messages
m  Fax/Text Messages

The recipient can be either an E-mail (default) or CallPilot address. All Message
Forwarding Rule options are supported for e-mail addresses. The options Convert
voice to WAV-PCM and 'Opened by recipient' are not supported for CallPilot addresses.
Also, the WAV PCM selection is grayed if Fax/Text Messages is selected.

Only one address is permitted per rule. Simple address validation is performed on the
e-mail address. The e-mail address can be a maximum of 255 characters. The address
is scanned to ensure the address contains a period and the at (@) sign. The address
validation is performed when the user presses the Save button.

CallPilot distribution lists cannot be manually entered here. However, e-mail distribution
lists are supported. An E-mail distribution list can be entered as an e-mail address in the
Message Forwarding Rule.
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The user can also select the CallPilot hyper text link to select or enter a CallPilot
address. The CallPilot Address Book dialog box is displayed when the CallPilot link is
selected:

OK Cancel
Select Recipient
From: Address Book s
Find Name: || Find

Mames Found:

Copyright < 2005 Nortel

You can also create and address manually using the address creation dialogs. PDLS,
SDLs, BDLs, telephone numbers and fax addresses are not accepted. Users wishing
to forward CallPilot messages to a telephone number should use the CallPilot Remote
Notification feature. Users wishing to forward incoming fax messages to a fax number
should use the CallPilot Fax Printing feature. An Address creation dialog box is
provided for a CallPilot mailbox and for an Open VIPs CallPilot mailbox, as follows:

K] Cancel |

Select Recipient

From: Local mailbox

WPIM Metwork Shortcut; | 161393558
Lacal mailbax:
Local mailboxes are used to send messages to local users on the

CallPilot server. They are created and maintained by the system
administrator and may be found in the CallPilot Address Book.

Copyright & 2005 Nortel
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Enter a Special Address

Address format: | Open YFIM j

Address Information:
Remote mailbox:

[16128377481

Remote server:
|bvaestServer.ca.nortel.com|

Voice Profile for Internet Mail (VPIM) addresses are used to send
messages to remote users via the intranet/internet. To use
VPIM, the CallPilot server must be configured by the system
administrator to access the remote server via VPIM.

CallPilot mailboxes can be expressed as follows:

LOCAL: <local VPIM prefix><mailbox>@<local FQDN>

Open VPIM: VPIM=<VPIM shortcut><mailbox>/<remote FQDN>@<local FQDN>
Remote Mailbox: <remote location VPIM prefix><mailbox>@<local FQDN>

If a CallPilot address type other than a CallPilot mailbox or an Open VPIM address is
entered, a warning dialog box is displayed when Save is selected from the Configure
Message Forwarding Rule page.

If the "Mark original message as read when" check box is checked, the following
choices are available:
m  Forwarded by this service (default selection)

The original CallPilot message is marked as read as soon as the message is
forwarded to the recipient.

m  Opened by recipient
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The original CallPilot message is marked as read when the forwarded message
is opened by the recipient. The feature makes use of the read receipt capability
of the e-mail server to whom the message was forwarded. When the read receipt
is received by CallPilot, the original message is marked as read.

Note: When the message is opened by the recipient an internal message
identification is added to the subject, and permits Message Waiting Indicator
(MWI) light to extinguish, when the message is read.

This feature is not supported by CallPilot systems and the option is disabled if a
CallPilot address is selected. Also, not all e-mail servers support Read Receipts.
Yahoo Mail does not, and Exchange 5.5 requires Service Pack 2 to fully support
Read Receipts. You determine if the e-mail system supports Read Receipts. See
the following Microsoft Knowledge Base article (KB217160) for an explanation of
the issue with Exchange 5.5: http://support.microsoft.com/
default.aspx?scid=http://support.microsoft.com:80/support/kb/articles/q217/1/
60.asp&NoWebContent=1

By default, voice messages are sent in VBK format. You can choose to convert voice
messages to WAV. Note that there is currently no CallPilot Player available for
Macintosh OS X, Linux, or PDAs. These clients only support WAV playback.

There are advantages to sending messages in VBK format. While the CallPilot Audio
Player does need to be installed on the client, you are able to play CallPilot messages
over both the telephone and computer speakers, speed up or slow down playback
speed, and have a link to My CallPilot. Additionally, the VBK file is three to five times
smaller than the same message transcoded to WAV, so the download time and
network bandwidth requirements are lower.
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Managing personal distribution lists

A distribution list saves you time when you send messages to the same group of
addresses. You can create up to 99 personal distribution lists, and enter a number and
name to identify each list. Each personal distribution list can contain up to 200 entries.

A personal distribution list can contain any addresses to which you can send a
message, except other personal distribution lists. An entry can be a mailbox number,
shared distribution list number, network mailbox, open network mailbox, or telephone
number.

You can create personal distribution lists in My CallPilot or on your telephone. These
lists are stored for you in the CallPilot Address Book on the CallPilot server. You can
access these lists from My CallPilot, Desktop Messaging, and your telephone.

To edit, delete, or create personal distribution lists
To edit or delete an existing list, select the list and click Edit or Delete. Make the
changes, then click Save.
To create a personal distribution list, click Add New List. Type a number and name for
the list. Add entries by selecting an address format from the drop-down list, then enter
the information required. Refer to the online Help for the correct addressing formats, if
required. Click Save.

o)

Personal Distribution Lists
CallPilot messages addressed using distribution lists are sent to all people in the list. Distribution lists {up
to 99 are addressed by their list number in outgoing messages

Existing P I Distribution Lists: aaallierliat)
[ Humber |  Name [ Number of Members | Edit | Delete |
| Number |  Name | Number of Members | Edit Delete |

Add Hew Lis(l

Save Cancel |

Personal Distribution Lists - Edit
Personal Distribution List Information
Number |1 < Name MyTeam

Add/Remove Members

| Distribution List Memhbers:

rcllhel.ca.nonel.com

d Add
Be (Open'FIM Find
Namq=pen AMIS
Boal :Shaﬁre-;il?ls:t‘r_\bu}lgn List (SIIZJL) | Remove

v
Beardsley Glenn[16128374265(@cpil008.us r
Bedard Harr[16123374023(@cpi0008 us nan
Belcher Jerie[16123374780(@cpi0008 us.nod
|Ee\|ew Laurie[16129374526@cpi0008.us norh |




Changing your CallPilot password

Your CallPilot password is the same password that you use to log in to CallPilot from
the telephone. CallPilot requires that you change your password on a regular schedule
set by your administrator.

CallPilot prevents you from using some passwords if they are too short or too simple, or
if you have used the same one recently. Keep your mailbox secure by choosing
passwords that are not easily discovered.

To change your password, type your old password, type your new password twice, then
click Save.

Save | Cancell
Change Password

Change Password
Enter Old Password: |"‘°“°“°“°“°“‘

Enter Mew Password:

Retype Mew Password: |"°“°“°“°“°‘1



Changing your telephone options

To assign a custom operator number for callers

You can offer your callers the option of leaving a message or speaking to one of your
assistants or colleagues. In your greeting, tell callers to press zero if they wish to speak
to this person in your absence. The custom operator number is the number your callers
reach when they press zero. Enter the number in Telephone Options.

To set times and options for blocking messages from callers

You can temporarily prevent your callers from leaving messages in your mailbox. You
can choose to transfer callers to your custom operator, or disconnect them. As a
courtesy to your callers while Message Blocking is turned on, record a temporary
greeting that provides details of your absence and tells callers what to do. Select the
settings in Telephone Options.

To turn Auto Login on or off and define allowed numbers

When Auto Login is turned on, you do not have to enter your mailbox and password
when you log in from a defined number. Your administrator defines secure numbers for
Autologin, such as your office or home telephone. When Autologin is turned on, you
access your mailbox by dialing the CallPilot access number or pressing the message
key at one of your defined Autologin numbers. To turn on Autologin, check the box in
Telephone Options.

Save | Cancel]
Telephone Options
For Callers
Custom Operator I— This is the number of the person your callers
Mumber reach when they press il

Block callers from 5
leanving messages: [Never K

Blocked callers will be played the

greeting, then @ Transferred to custormn operator

© Disconnected

When logging in

I~ Turm on Auto Login for Auto Login allows you to bypass mailbox and password entry when
allowed numbers logging in from secure telephones
Number | Auto Login Allowed
8052

Message waiting indicator at telephone:

Number Enabled
8052 W~
8055 r

Save | Cancel]
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To enable or disable Message Waiting Indicator Dialing Numbers
Message Waiting Indicator Dialing Numbers (MWI DN) are assigned by the
administrator. The mailbox subscriber is not allowed to change the numbers. However,
the mailbox subscriber can see these MWI DNs in the Telephone Options section, and
can enable or disable them individually. Only non-empty MWI DNs are displayed.



Setting up telephone access to e-mail

To set up access to your e-mail accounts from CallPilot, see Setting up links to your e-
mail accounts, on page 53. You can specify one of these e-mail accounts for telephone
access so that you can check for new e-mail messages while logged in to CallPilot from
your telephone. You can have the text content of any new e-mail messages read to you
over the telephone.

To set up an e-mail account for telephone access

1 Open the E-mail By Phone page. Your e-mail account links are displayed.

» To set up or edit a mailbox link, click Configure New Mailbox Link.
See To set up an e-mail link, on page 53.

2 Select one e-mail account for access by telephone.
Select a female or male voice to read your e-mails.
4 Click OK.

w

E-mail By Phone

CallPilot allows you to listen to e-mail messages in one of your linked e-mail account folders when you log
in using the telephone.

YWhen you are logged in using the telephone, switch to your e-mail message list by pressing 8-9.

Mailbox link selection and voice configuration
Use voice of IMaIe -Tom 'l

Select mailbox link for E-mail by Phone: Configure Hew Mailbox Link |
Enable Enabled for My CallPilot Mailbox Server | Folder | User Name |Edit | Delete
o v Exchange INBOX timster £ @)
0K l

Edit Mailbox Link Configuration

Mailbox link configuration

Mailbox server: |Exchange j
E-mail By Phone Falder (e.g. INBOX): [Neox
E-mail address: lWWidget.corr
ailbox user name: W

Wailbox password: I“‘“‘“‘““‘"‘
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Changing fax printing options

If your CallPilot mailbox has fax messaging capability, you can receive a fax message in
your mailbox and print the fax at a selected fax number. Set options for default fax
number, Auto printing, and print cover page on the Fax Printing page.

To change the default printer

You must set a default fax number. If you are not using Auto printing, a default fax
number is the simplest way to print. The default number can be any fax number that
CallPilot can dial, including any normally required prefixes.

To turn Auto printing on or off

When Auto printing is turned on, any faxes that arrive at your mailbox are automatically
printed at a specified default fax number. A message that has been auto printed
remains in your mailbox so that you can reprint the message or forward the message.
Your printed faxes can be deleted automatically from your mailbox on a schedule set by
your administrator.

Auto printing is the most convenient way to handle fax messages while you are in one
location. If you are away from your office, you can turn Auto printing off and print your
faxes at another fax number.

To turn fax separator page printing on or off

You can select whether to print a fax separator page when you print a fax message. A
separator page identifies you and gives details of the print job, such as the number of
pages. Separator pages are useful if you receive faxes without cover pages. If the
sender of the fax includes a header page with the fax, the header page also prints.

Save | Cancel |
Fax Printing

Fax Messages Printing
Default fax number for printing: 338-7401

¥ Auta Print new fax messages as received

EF'rint a separator page with each printout
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Setting up links to your e-mail accounts

You can set up links in CallPilot so that you can check your e-mail for new messages.
You can also forward and reply to messages, and send new e-mails.

You can define up to five e-mail accounts. One of these accounts can be set up for
access from your telephone. See Setting up telephone access to e-mail, on page 51.
The selected account shows a check mark under Enabled for E-Mail By Phone.

To set up an e-mail link

1
2

© o0 NG~ W

On the Mailbox Links page, click Configure New Mailbox Link.

Select your e-mail server from the drop-down list. To get this name, look in the
account settings of your e-mail application, or ask your administrator.

Type a name for this account to display on the tab.

Type the name of the folder to access for your e-mail messages, such as Inbox.
Type your e-mail address.

Type your mailbox user name (the User ID of your e-mail account).

Type the password for this e-mail account.

Retype the password for this e-mail account to verify the password.

Click Save. The password is encrypted for security.

You can edit this information at any time, or delete the account.

Remember that whenever you change your e-mail password, you must change the
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password in My CallPilot as well.

Mailbox Links
CallPilot allows linked mailbox folders to be viewed in one place when logging in to My CallPilot. One of these e-
mail account folders may also be accessed through the telephone in the E-mail By Phone feature.

Select mailbox links to display: Configure Hew Mailbox Link |
Display EabledingEmaillBy Na_me o Mailbox Server  |Folder Wsirr EditDelete
Phone Display Name

Todd's Exchange
Server

InBox | TBender |&£)| )

v v TEender

0K |
Save l Cancell
Edit Mailbox Link Configuration

Mailbox link configuration

Mailbox server. Exchange j
Mame to Display (on Tab): Email Account

Mailbox Folder (e.g. INBOX): N
E-mail address: lm
tailbax user name: IW
Mailbox password: l’“‘“‘“‘“‘“‘*ﬂ—

To configure an external e-mail server
My CallPilot supports various settings when configuring an external e-mail server.
Some of these settings are configured in CallPilot Manager, while others are specified
in My CallPilot. This allows My CallPilot to work correctly in situations where the user's
corporate IMAP, SMTP and LDAP servers are on different hosts.

The settings include the host/IP address and port number of the SMTP server, and
numerous external LDAP server settings. Consult your administrator if you are required
to change these settings and are uncertain of the appropriate entries.

Note: If the corporate e-mail servers (IMAP, SMTP, and LDAP) support SSL (Secure
Port), the administrator should check the corresponding "This server requires a
secure connection" check box to ensure that CallPilot Manager also uses SSL.




1 On the Mailbox Links page, click Configure New Mailbox Link. The Configure
New Mailbox Link page opens.

Configure New Mailbox Link

Mailbox link configuration

Mailbox server: 100[’[3. server Yi

Marne to Display (on Tab): 1My email server

Mailbox Folder {e.g. INBCOX): 1INEIO><

E-mail address: 1mmeyers@widget.com

Mailbox user name: 1mmeyers

Mailbox passwaord: 1“‘“‘“‘“‘“‘

Confirm password: 1“‘“‘“‘“‘“‘

This server requires a secure connection: r

Outgoing mail server (SMTP) Hide Details I
This server requires a username & password: ™

Mailbox user name: ;

Mailbox passward: ;

Confirm password: ;

This server reguires a secure connection: |4
Directory service (LDAP) Hide Details I
This server requires a username & passward: r

Mailbox user name: 1

Mailbox passward: 1

Caonfirm passward: 1

This server requires a secure connection: v

2 Select your e-mail server from the drop-down list. To get this name, look in the
account settings of your e-mail application, or ask your administrator.

Type a name for this account to display on the tab.

Type the name of the folder to access for your e-mail messages, such as Inbox.
Type your e-mail address.

Type your mailbox user name (the User ID of your e-mail account).

Type the password for this e-mail account.

Retype the password for this e-mail account to verify it.

In the Outgoing mail server (SMTP) block, check the This server requires a
user name and password logon box.

10 Type your mailbox user name (the User ID of your e-mail account).
11 Type the password for this e-mail account.
12 Retype the password for this e-mail account to verify the password.

© 00 N U AW
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13 In the Directory service (LDAP) block, check the This server requires a user
name and password logon box.

14 Type your mailbox user name (the User ID of your e-mail account).

15 Type the password for this e-mail account.

16 Re-type the password for this e-mail account to verify it.

17 Click Save.

These settings allow My CallPilot to be configured easily to work in nearly any
corporate e-mail environment. The LDAP text boxes, in particular, allow for the external
Address Book searching feature. Note that you do not have the ability to specify the port
numbers; these are defined by the administrator in CallPilot Manager.

Note: To log in anonymously uncheck This server requires a user name and
password, for both SMTP and IMAP.
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Setting messaging preferences

To change Message List columns
You can change the columns in your Message List. The Attachments option must be in

the Displayed Columns list to see the embedded player (Windows only) in your
Message List.

NORTEL | ™ My CallPilot Help | About | Logout
P .

[Canpilot Messages | [ CaliPilot Features | [Useful Information |
Mailbosx: Quynh Tram (3276011}

Save Cancel B
My Callpilot Preferences
Message List
Available Columns Displayed Columns

Check Box ~
- Urgent Wiove Up
=) Aftachments Move Down
Fram =

(Audio Player appears with the Attachments calumn.)

Ifyou are using a slow connection, you may wish 1o

Mumber of messages per page:  [25 ¥ limitthe number of messages displayed at once.

To add a signature

Type or paste your signature and other information, then click the check box if you want
this signature added automatically to outgoing text messages.

NEIRTEL m My CallPilot Help | About | Logout
e s

[caneitor | [ caliPitot Features | [Useful Information |
Mailbosx: Quynh Tram {3276011)

Save Cancel ~
My Callpilot Preferences
Message List
Available Calurmns Displayed Columns
Check Box -~
= Urgent Move Up
=) Attachments Move Down )
Fram ~
tAutio Player appears with the Atachrments calumn.)
= 3 Ifyou are using a slow connection, you may wish to
MNumber of messages per page: limit the number of messages displayed at once
Signature Settings
Enter your signature details here (Mate: The masimurm size of sighature test 15 255 characters.)
Michaesl Flemuning
Manager

Documents-R-Us Inc.
1-800-555-1212

Automatically add signature to out going message
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To change environment settings
Change any of these My CallPilot settings to your preferences.

NERTEL m My CallPilot Help | About | Logout
= = S

f CallPilot U CallPilot Fea(mes” Useful Information 1
Mailbox: Guynh Tram (3276011)

Environment Settings

Show BCC while composing Confirm when messages are sent
= L S

Show Priority, Sensitivity, Read Msg Canfirm dalations

Motification

Message Read Motification is checked Remove Deletable items on logout

Check for new messages every 10~ | minutes

Automatically logout after: 20 ~ | minutes

Audio: Standard WAV v
Mumber to call for telset playback (ie. your phone): 3276011

Save I Cancel

Copyright & 2005 Nortel

Note: The Remove Deletable items on Logout check box applies to both regular
e-mail messages as well as messages you access when using e-mail by Phone.

This check box must be selected to enable the removal of messages that you have
deleted when you logout.

Macintosh Preferences window

The Preferences option under the Edit menu allows the following user settings to be
saved for the CallPilot Player application on the Macintosh.

Preferences
Aundio Device Sattings
rTelephone & Bemember windos positions
Humbar to calli [E'i"’i'q | = Remember volma lawel
& Macintosh & Start playback automaticaly

E.E.In-.;g,m record via: | External Hie ] | &4 Enable exctra help messages

Use Ser ok )
{2 Let ma chonsa far Rach message G Leem s R =

| Cancel ] | 0K l;

The defaults are: Macintosh audio device, all settings checked.

Note: You may see the Audio Device section "grayed out." This happens if the
Mailbox class is set to restrict you to a specific device (telephone or PC/Mac).
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Choosing a home page for My CallPilot

Choose the page that you want to display automatically when you log in to My CallPilot.

Save Cancell
My CallPilot Home Page

Choose your default home page
Available CallPilot pages:

 CallPilat Mailbox
 CallPilot Features
& Useful Infarmation
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E-mail tab

While you are logged in to My CallPilot, you can check your e-mail messages. You can
forward and reply, and send new e-mails. See Setting up links to your e-mail accounts,
on page 53.

You can access up to five IMAP e-mail accounts, or other CallPilot mailboxes. One of
these accounts can be set up for access from your telephone. See Setting up
telephone access to e-mail, on page 51.

You can also set up access to a second CallPilot mailbox, which can be on another
server. For setup details, refer to the online Help.

Each e-mail tab shows the name of the account associated with that tab.
i Nortel My CallPilot - Microsoft Internet Explorer

Fie Edt Wiew Favortes Tooks  Help

address | @] https ffum2003srvjmycalplatyinit, sspPlocale=sn v|Beo ks ™

My CallPilot Help | About | Logout

J CallPilot Messages“ Hanh Phan 1J CallPilot Featuresl[ Useful Infnnna(ionl

Mailbox: (hanhpt) 4 ltems, 0 New  Folder: | Test

Refresh | Compose | Reply ] Reply All| Forward | Delete | Delete Now

0O ! X = 0 Fom+4 Subject Received

O %] Gauhe, \Wilired CallPilot 4.0 Beta 2 build (04.02.08 00) status - 2005-03-30 09:20
] =] (8] Le Thi Quynh, Tram RE: Requests of the day- 30 March 2005 2005-03-30 15:48
O (=] 9] Turriff, Cor RE: Slee trace -FS 2005-03-30 11:38
O =) 8] Bengtsson, Qliver RE: CP4.0 PEP schedule 2005-03-30 09:38

Copyright & 2005 Nortel

To open a message

To open an e-mail message in My CallPilot, click the icon in the Attachments column
beside the message, or click any underlined part of the message line.
To delete a message

To mark an e-mail message for deletion, select the message and click Delete. To
ensure that deleted messages are permanently deleted, open the My CallPilot
Preferences page, and in Environment Settings, check the Remove Deletable items on
logout check box.

To compose and send a new message

To compose a new e-mail message, click Compose, type the message, and send the
message the same way as a CallPilot message. The Address Book is not available.

To forward and reply to messages

You can forward and reply to e-mails in the same way as CallPilot messages, except
that the Address Book is not available.
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Useful Information tab

Click the Useful Information tab to:

m  View status and details about your mailbox.

m  View online user guides.

m Print online user guide files on your laser printer.

. o B =
Back  Fowad  Siwp  Fefiesh  Home | Seach Faveres Hisow | Mal Pt Edi Diecuss
Address [#] hip.//47.100.12.43/calpilovini asp =] 6o HLmks B

My CallPilot Help | Aout | Loout

{CaIIPiIm Messages 1[ e-mail 1ICaIIPiIm Featuresl J(Useful Infurmatiunl
Mailbox: 2222

Your Mailbox Status I

Your mailbox can store approximately 10 minutes of audio

Yoice messages are deleted 7 days after listening to them

Faxes are deleted after 7 days

When your mailbox is full, your call answering i= not blocked

Messages that you send are not saved in your mailbox until you delete them
The maximum length of an outgoing message is 13 minutes

An incoming message can be no longer than § minutes

Your password was last changed Never

[ T R N

Voice Mail Access Numbers

1. Voice Messaging 2526

2. Express Yoice Messaging (Mot Available)

3. Speech Activated Messaging: (Mot Available)

4. Narne Dialing (Mot Available)

5. Default Fax Mumber: (Mot Available) =l
@] Done || @ Intemet v
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Protecting the security of your mailbox

Because My CallPilot is a web-based product, it is important to take precautions to
protect the security of your mailbox.

If your administrator has enabled SSL encryption, you can use the Secure Login
feature for greater security. See To log in using secure login, on page 14.

When you have finished using My CallPilot, make sure that you log out. If you go
to a web site outside of My CallPilot without logging out, CallPilot does not log out
immediately. This can make your CallPilot information vulnerable to hackers. If
you want to visit a web site without exiting My CallPilot, use a separate browser
window to view the other site.

You can set CallPilot to log out automatically after a short time, such as 5 or 10
minutes. See Setting messaging preferences, on page 57.

If you use a public or shared workstation, avoid using the Remember Password
option when you log in to My CallPilot. If this option is selected, others can
access your CallPilot mailbox.

If you use a public or shared workstation, you should empty the browser cache
after a CallPilot session. For information about your browser cache, see your
browser online Help.
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Appendix A: Remote Text Notification for Microsoft
Outlook and BlackBerry Devices

Remote text notification can be configured to send a message to your SMTP e-mail
account when a new voice, fax, or text message arrives in your CallPilot mailbox. You
can set up notification to any e-mail server that supports SMTP. These include most
e-mail accounts, wireless handheld organizers, mobile phones, or PDAs like the
Research In Motion Blackberry.

To set up My CallPilot for remote telephone or pager notification, see Setting up
message notification, on page 41.

This section describes how to set up remote text notification for Microsoft Outlook and
BlackBerry devices. Any device or portal with a service provider that supports SMTP
can receive e-mail notification messages. If you plan to use another type of device to
receive remote text notification, ask your CallPilot administrator about any additional
setup that is required for your device.

To receive notification messages on a Research In Motion (RIM) BlackBerry Internet
Edition device, you must configure Microsoft Outlook and BlackBerry Desktop Manager
(version 2 or later) to forward CallPilot notification messages to your BlackBerry device.

If you use a BlackBerry Enterprise Edition device, your administrator can set up
notification message forwarding for you on the e-mail server or configure BlackBerry
Desktop Manager to redirect CallPilot notification messages.

Note: If you set up My CallPilot to send CallPilot notification to your Outlook Inbox,
and set up BlackBerry Desktop Manager to send all incoming messages to your
Blackberry device, your CallPilot notification messages appear in your list of e-mails
on your Blackberry device with no additional configuration required.

Notification message format

An e-mail notification message can show the:

m type of message

m name of the person who left the message, if available

m telephone number, if available

For example, John Smith calls from extension 1234 and leaves a voice message for
Andrew Jones. An e-mail message is sent to Andrew Jones with the following text:
You have a voice message from John Smith [1234]

Microsoft Outlook forwards this e-mail message to Andrew’s BlackBerry device. The
message appears with the subject CallPilot Notification. Once Andrew receives the
message, he can decide whether to retrieve the message from CallPilot or to call John
immediately, using a telephone.
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Getting started with remote text notification

Requirements

m  You need a BlackBerry device. Ensure that e-mail service on your BlackBerry

device is working.

m  Microsoft Outlook must be installed. Currently, BlackBerry Desktop Manager only
works with Microsoft Outlook. Consult your BlackBerry documentation for

information about other e-mail clients.

m  BlackBerry Desktop Manager 2 or later must be installed and running on your

computer.

m  Remote text notification capability must be enabled and set up for your mailbox

by your CallPilot administrator.

m  Remote text notification must be configured and enabled in My CallPilot. For
more information, see Setting up message notification, on page 41.

Configuration steps

Complete the following steps to effectively manage e-mail notification messages.

Step

Reference

Create a holding folder for your e-mail
notification messages so that they are stored
separately from your other messages.

If you want to forward all messages in your
Outlook inbox to your BlackBerry device, you
can skip this step.

“Creating a notification holding folder”
on page 65

Configure BlackBerry Desktop Manager to
forward messages to your BlackBerry device.

“Configuring BlackBerry Desktop
Manager” on page 68

If desired, configure Outlook to delete old
CallPilot notification messages automatically
from the holding folder.

Alternatively, you can manually delete
notification messages from the holding folder.

“Automatically removing notification
messages” on page 69
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Creating a notification holding folder

You can create a holding folder for your CallPilot e-mail notification messages so that
they are stored separately from your other messages. To store messages in the folder,
follow these steps:

1 Create an Outlook folder for the notification messages.

2 Configure Outlook to route CallPilot notification e-mail messages to the folder
using the Rules Wizard.

To create a notification folder
1 Start Outlook.
2 In the Folder List, select Outlook Today.
3 From the File menu, choose New > Folder. The Create New Folder dialog box
appears.
4 Inthe Name box, type CallPilot Notification, and then click OK. The CallPilot
Notification folder appears in the Folder List.

Folder List x|
=@ CallPilot Message Stare

E@ Cutlook Today - [Personal Falders]
- Calendar

-$E CallPilot Notification

- Contacts

(@ Deleted tems

-5 Drafts

& Inbox

23 Journal

-3 MNotes

-1 Outhiox

-3 Sent ltermns

@ Tasks

- Public Folders

4] | B

To route notification messages to the holding folder
1 Choose Tools > Rules Wizard. The Rules Wizard dialog box appears.
2 Click New. The first panel of the Rules Wizard appears.

3 Inthe list of rule types, select Check messages when they arrive, and then
click Next.

4 In the list of rule conditions, check With Specific words in the subject box.
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5 In the Rule description box, click Specific Words. The Search Text dialog box
appears.

Search Text [7]x]

Specify words or phrases to search for in the subject:

Add new: ICallpllnt Notification

Search list

EEmave

L

i< Cancel

6 Inthe Add new box, type CallPilot Notification.
7 Click Add. The text “CallPilot Notification” is added to the Search list box.
8 Click OK. The search text “CallPilot Notification” appears in the rule description.

Rules Wizard HE

Which condition(s) do you want to check?

[ fram people or distribution list =]
[ sent to people or distribution list

[ with gpecific words in the recipient's address J
[ with specific words in the sender's address
ith specific wards in the subject

1 with specific words in the body
1 with specific words in the subject or bady =l

Rule description (click on an underlined value to edit it):

Apply this rule after the message arrives
with CallPilot Motification in the subject

) Cancel | < Back | Mext = | Finish |

9 Click Next.
10 In the list of actions, check the move it to the specified folder box.
11 In the Rule description box, click Specified. A list of Outlook folders appears.

12 In the folder list, choose CallPilot Notification, and then click OK. The folder
name appears in the rule description.
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13 Click Finish. The finished rule is shown below:

Rules Wizard EHE

Apply rules in the following order:

CallPilot Motification  {client-only)

Copry
Modify...
Rename...

Delete

i

[Eye WE IMawve Do |

Rule description (click on an underlined value to edit it):

apply this rule after the message arrives
with CallPilot Motification in the subject
mave it o the CallPilot Motifications folder

Ok I Cancel Bur Mo, .. Options. ..

14 Click OK to close the Rules Wizard.
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Configuring BlackBerry Desktop Manager

This section explains how to configure BlackBerry Desktop Manager to redirect your
e-mail notification messages.

If you did not create a holding folder for notification messages, and if you already
configured BlackBerry Desktop Manager to forward messages in your Outlook inbox,
you can skip this section.
To configure e-mail redirection
1 From the Windows Start menu, choose Programs > BlackBerry >
Desktop Manager. BlackBerry Desktop Manager appears.

2 Inthe application list, double-click Redirector Settings. The Redirector Settings
dialog box appears.

3 Click the Advanced tab.

Redirector Settings
Gereral | Fiers | Gecuity Advancad |

GI' Ldvanced settings for email redirection.
Email.  |linping@americasm01.nt.com ™ Dweride Address

Email profile setting:
’7 © Prompt for profile to be used

(%) lways use this profies [ M3 Exchange Settings =

Meszage service display name: Deskiop

Folder redirection
’7 " Inbos only

& Selected folders {Choose Folders .3

“When sending a message fram my handheld,

[ Don't save a copy to the Sent ltems folder

ok | caeel | mmob | Hep |

4 In the Folder redirection section, choose Selected folders.
Click Choose Folders... .The Choose Folders dialog box appears.

6 Select the folders where you receive messages that you want to redirect to your
BlackBerry device.

» To redirect messages in your holding folder, select the CallPilot Notification
folder.

To redirect all messages in your Outlook inbox, select the Inbox folder.
Click Save to save your folder selection.

Click OK to save your redirection options.

Exit BlackBerry Desktop Manager.

(3]

© 0 N
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Automatically removing notification messages

This section explains how to configure Outlook to remove messages automatically from
the CallPilot Notifications holding folder using the AutoArchive feature. If you do not
want Outlook to delete notification messages automatically, you can manually delete
them from the folder.

ATTENTION

If you currently do not use AutoArchive, ensure that you become
familiar with this feature before you activate it. You can have existing
folders with AutoArchive settings that have never been activated. If
you activate AutoArchive to delete messages automatically from the
CallPilot Notifications folder, you may find that messages in other
folders are being archived as well.

If you are unsure about what to do, check with your local Microsoft
Outlook support group.

You must perform two steps to configure automatic deletion of notification messages:
1 Set up AutoArchive to delete messages from the CallPilot Notifications folder.
2 Activate the AutoArchive feature.

To set up deletion of notification messages

1 Inthe Outlook Folder List, right-click the CallPilot Notifications folder, and then
choose Properties. The CallPilot Notification Properties dialog box appears.

2 Click the AutoArchive tab.

CallFilot Motification Properties

Administration | Forms I Permissions | Synchronization |
Genetal I Home Page: Autotirchive

¥ Cean out items older than |3 :II Manths -

" Move old items ta:

IC:\WINNT\ProFiIes\Iinping\Loca\ Settings Erawsei, |

o i

o] I Cancel I Apply HelE:
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3 Select the Clean out items older than check box.
4 Set the time to 1 day.
5 Select Permanently delete old items.
6 Click OK.
To activate AutoArchive
1 In Outlook, choose Tools > Options.
2 Click the Other tab.
3 Click AutoArchive. The AutoArchive dialog box appears.

AutoArchive [ 2]

¥ autoarchive every |1 i’ days
[~ Prompt before AutoArchive
™ Delete expired iterns when Autoarchiving (e-mail folders only:

Default archive file:
Dymailarchive.pst Browse... |

To specify more detailed Autoarchive settings, right-click on each folder and
choose Properties, then go to the Autoarchive tab,

oK I Cancel

4 Check the AutoArchive every... box and set the frequency to 1 day.
5 Click OK to close the dialog box.
6 Click OK to close the Options dialog box.
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