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3. System Supervisor Instructions

The procedurss provided 1 this sechon mdicate how 2 system supervisor can make changes
to the system setup by calling into the svsiem using a telephone. Each of these procedures
can also be performed by accessing the Vioace Mail softarare sereens through 2 senal
connection to a laptop PC. For procedures on makimg modifications through the screen

mterface, refer to procedures earhier m this document

3.1 Working with Mailboxes

3.1.1 Adding, Deleting, or Modifying a Mailbox

1. From a twelephone, call into voice mail and loz mo the supervizor mailbox 70. The
svstemn volces the Maim mem:

“To listen to yvour mezsages press 1. To zend a message prezs 2. To change your options
press 3.7

z. To access the Supernzor menn, press & (this ophon 15 not voiced). The svstem vorces
the Supervizer menm ophons:

Supervisor Menu
For Mailbox Admmnestration “ress 1
For Routing Box Administration “ress 2
For Question Box Adménistration “ress 3
For Port Administration “ress 4
To Changes the Systern Broadoast Message Tress 5
To Change the Voice Nad Day | Night Sennce Tress G
To Change the System Time Tress 7
To Change the Systern Date “ress 8
To Modify System Parameters “ress O
To Perform First-Time Setup “ress 0
To Exit “ress #
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3. From the Supervisors memn, press 1 for Mailbox Admmistation.

4. When prompted, enter the number of the mailbox vou want to add, modify, or delsta.
The svstem vorces the number back to vou

3. When prompted, prezs 1 to confinm the mumber vou enterad or press # if the mumber vou
sntered was mmcomect. Once yvou press | to confirm, the system voices the Malbox memm

options:

Bailbox Menu

T Add Fress 1
To Delete Fress 2
To Modify Fress 3
To Suspend Press 4
To Restore Press &
To Resed Press &
To Exit Preszs #

6. To add a new the mailbex to the svstem. press 1. The system adds the new mailbeox to
the mailbox databasze. All defanlt sethngs m the malbox are set to the default parameters
settings specifled m prototype mailbox 9994, The default password for the mailbox 15 the
same as the mailbox mumber

To delete the mailbox from the svetem. press I The system delstes the mairlbex from the
malbox database.
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To modify the mailbox on the system, press 3. The system voices the Ophons menu:

Options Menu
To Record Your Mame Prass 1
To Record Your Greeting Press 2
To Change our Password Press 3
T Change Your Zall-Transfer Feaiure Press 4
To Change Your Messages Notifcation Feature Press §
T Change Your Pager Feature Press 6
To Rewview Msgs Scheduled for Future Delivery Press 7
To Change your Personal Distribution Lists Press 8
To Retrieve a Messags Previously Seni Press *
Tao Return to the Main Menu Press #

To record the mailbox owmer’s name, press 1. (MNote that 2ach mailbox owner can alse
log mto the mailbox and complete tus task—this does not need to be parformed by a

svsteamn supervisor.)
Onee vou record the name, the system voices the Sllowing prompts:
To Replay Press 1

To Re-Fecord  Press 2
To Delete Press 3

To Exit Press &

Follow the prompts to complete the procedure.

To record a personzl gresting for the mailbox, press 1. You can record up to 10 perscnal
grastings for the mailbox (0 through 9). (IWote that each malbox owner can also log mto
the mailbox and complete this task—this does not need to be performed by a3 system

SUDEIVISOT. )
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11.

13.

14

Once vou record a greetmgz, the system voices the followmg prompts:

To Replay the Greating Fress f

To Re-Record the Greeting Fress 2
To Delete the Gresting Fress 2
To Choose a Mew Greeting Fress &
To Exit Fress =

Follow the prompts to complete the procadure.

To change the mailbox password, press 2. INote that to change the password, you must
first enter the cumrant password when prompted by the system. By default. the mainlbox
password 15 the same as the mailbox mumber. (Also note that each mailbox owner can

log mto the mailbox and complste dus task—:this does not need to be parformed by a

svstemn supervisor.)

Onee vou enter 3 new mailbox password and confirm the entry as prompted, the system
volces a prompt mforming vou that the new password will be 1 effect the next time the
mailbox 15 accessad.

To change the call tansfer feature, press 4. (Mote that each mailbox cwmer can also log
mito the mailbox and complete thos task—this does not need to be performed by a syvstem
SUDEIV1SOT. )

The system voices a prompt identifymg the current call tansfer set up, then vowces the
call transfer options:

Fress 1 if you wiou'd like to change the number
Press * to turn this feature on or off, or

Fress 2 if you are satisfied

Follow the prompts to complete the procedure.

To change the message notification faatiwe, press 5. (MNote that each mailbex owmner can
alzo log mto the matlbox and complete this task—this does not need to be parformed by a2

svstem supervisor.)
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15.

16.

I

18

19.

The svstem voices a prompt 1dentifiing the cument message notification setup, then
volces the notification options:

Press 1if youw would like to change the number
Fress * to turn this feature on or off. or
Fress #if you are satisfied

Follow the prompts to complete the procadure.

To change the pager feate, press 6. (vote that each mailbex owner can also log mio
the mailbox and complete this task—this does net need to be performed by a system

SUPEIvISer.)

The svstem volces a prompt tdentifying the current pager set up, then voices the pazing
options:

Press 1 you would like to change the number
Press " to turn this feature on or off, or
Fress # if you are satisfied

Follow the prompts to complete the procedure.

To review messages scheduled for futme delivery, press 7. (IMote that esach mailbox
owner can also log into the mailbex and complete this task—this does not need to be
performed by a svstam supervizor.)

The svstem volces a prompt identifyme any message schaduled for fufure dahivery, then
volces the ophions:

Tiz Listen 1o the Message Press 1

T Hear the Next Message (schaduled for future delvary) Press 2
To Cancel the Message Fress 4
T Exit Fress &

Follow the prompts to complete the procadure.
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3.2 Working with Routing Boxes

3.2.1 Understanding the Routing Box Setup

The Voice Mail 1= pre-confimured with 3 Kouting boxes to process calls. Eouting box 800
answers calls duing office open business howrs (speaified as “day service” hours durmg set
up), box 301 answers calls after dav service hours, and beox 321 routes calls after they have

already passed through box 800 or 301.

Dunng set up, the followme greetinzs wers recorded m Fouting boxes 800, 301, and 821:

Box Greeting Mumbser Infarmation Voiced by Greeting
E0O Greeting 0 Cffice Open greeting and call routing optons
g00 Greeting 1 Holiday greetng and call routing options

EO1 Greeting 0 Cffice Closad greeting and call routing options
&01 Greeting 1 Haoliday greetng and call routing options

E21 zreeting 0 Call reuting options

Typically, compames offer more extensive call routmg options to callers duning open howrs
than durng closed howrs, Often, smgle-digtt call routing (for example, 7. Press 2 for
Salez... )15 not offered duwrmg office closed howrs, therefore the prompts and call routing
options differ between box B00 and 801

To accommaodate the fact that a holiday lasts 2 full 24 howrs, and thus holday calls are
answered by both box 800 and 801 throughout those 24 hours, a holiday zreeting 15 provided
i both boee 300 and 801.

Box 800, Greeting 0 Example:

"Welcome to [Comparny]. If vou know the extension number of the person fo whom vou want
fo speak, dial it now. For a directory, press star. Or press zerve for the operator.”
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Mote:  [fthe system is 52t up fo provide callers single-dait call routng options
{"...Press 2 for Sales...”), those options are also woiced o callers during this

greeting.

Box 800, Gresting 1 Example:

“[Company] is clozed foday for the heliday. Te leave a meszage for a specific individual,
dial the party 'z extension now. For a divectory, prezs star. [f vou would like fo leave your
meszage with the operator, Press Zero now.

Box 801, Gresting 0 Example:

“[Company] is presently closed. To leave a message for a specific imdividual, dial the
party s extension now. For a directory, prezz star. If vou wenld like to leave your message
with the operator, press erc now.

Box 801, Gresting 1 Example:

“[Company] is clozed roday for the holiday. Te lsave a meszage for a specific individual
dial the party = extension now. For a directory, press star. If vou would like to leave your
meszage with the operator, Press Zero now.

Box 821, Gresting 0 Example:

“Ifvou know the extension number of the perzon to whom you want fo speak, dial it now. For
a divectory, press star. O prass zevo for the eperator.”

Mote:  [fthe system is set up to provide callers single-digit c3'l routing options
{"...Press 2 for Sales...”), those options are also woiced o callers during this

greeting.




Ci-30 Hazsp Drive Woice MaL IMsTaLLaTion aup Sursryvizor Guioe 0801

Cither Greetings

Up to 10 different greetings can be recorded and stored i each Founng box. Procedures for
recording additional greetings and changmg the cumrently actve greeting 1 each box are

DT ovided later in this section. The chart below is DT ovided for you to note any additional
greetings set up on the systeny

Box Greeting Greeting
Number

3.2.2 Recording Routing Box Greetings or Changing Currently
Active Greetings

1. From a telephone, call mto voice mail and log mto the supervisor mailbox 70. The
system voices the Man mem:

“To listen to vour messages press 1. To send a message press 2. To change your opfions
press 3.7



-

-

Lid

L

Press 3 to change options. The system veices the Ophons menu:

COiptions Menu
To Record Your Mame Press 1
To Record Your Graeting Press 2
To Change Your Password Press 3
To Change Your Call-Transfer Featurs Press 4
To Change Your Mes=sage Motification Feature Press &
To Change Your Pager Feature Press &
To Review Msgs scheduled for Future Delivery Press 7
To Chamge Your Personal Distribution Lists Press 8
To Reirieve a Messags Previously Sent Press *
To Return o the Main Menu Press #

From the Optons menu, press 1.

When prompted. enter the number of the Routing box whose grestmg vou want to
change. (Note that to change a Routing box greeting. you must be logged mto the
mailbox that 15 the dﬁl@ated owmer of the Fouting box, as specified on the Routing
box's setup screen. By default, Supervisor mailbex 70 is the owner of Routing boxes
200, 301, and 821.)

When prompted. press 1 to confinm the mumber vou entered or press # if the number you
entered was meorrect. Cnee you press 1 to confimm the system voices the following
options, which relate to the cwrently active gresting:

To Replay the Greeting Fress 1
To Re-Record the Graeling Fress 2
T Delete the Gresting Fress 3
To Chooss a Mew Gresting Fress S
To Exit Fress

If vou mtend to re-record the greeting, first press 1 to replay 1t By replaying the greeting
you can 1) ensure you are re-recordmg the greeting you mtended to modify, and 2) note
all the call routing options that are currently provided in the gresting so you can restate
the appropriate call rouang options 1 the new greeting you record (for example,




..Presz 2 for Sales... ™). Note that vou can modify the smgle-cigit call roniing opons
l:n.. following the procedure provided [ater in thos secton

To re-record the zreeting, press 2. The system prompts you to enter the mumber of the
greefmg yvou want to re-recerd. Enter the greetng number {0 through 9). Then follow
the prompts to complets the procedure.

|

8. To choose a new gresting to play as the currently actve greeting, press 5. The system
prompts you to enter the mumber of the grestmg you would hike to activate or to press star
for the currently actrve greeing. If you press *, the system voices the currently active
greetmg number and greeang. then re-volces the oplions:

To Replay the Gresting Fress 1
To Re-Record the Greeting Fress 2
To Delete the Gresting Fress 3
To Choose a Meaw Greseting Fress 5
T Exit Fress #

9. Once you press 5 and enter a new gresting munber, the system voices 2 confomaton
prompt stating the greetmg number and volcing the now-active greeting.

3.2.3 Changing the Single-Digit Call Routing

The Voice MMail can be sef up to volce geecings to callers that mclude smgle-digit call routmng
options, such as, "Press 2 for Sales... ™ On a system set up tis way, a call is transferred to a
certain mailbox when the caller presses 2 during or after the gresting. You can conmol the
digii(s) callers can dial and the route ther calls will subsequently take using the followmg

procedure.

Note that 1f yvou use the followmg procedure to change the smgle-digit call routing st up, vou
must update the Routing box greeting to relay new mstructions to the caller. Use the
procedurs in section 3.2.2 to updats the greeting as necessary.

1. From a telephone, call mio vosce mail and log into the supervisor mailbox 70, The
system voices the Mam menu-



“To listen to vour messages press 1. To send a message press 2. To change your opfions
press 3.

2. To access the Supenvisor memy, press 6 (this opaon 1s net vewced). The system voices
the Supernisor menu options:
Supervisor Menu

For Mailbox Administration Frass 1
For Routing Bax Administration Press 2
For Qusstion Box Administration Press 3
For Port Administration Frass 4
Tao Changs the Sysiem Broadoast Message Press £
To Changs the Woice Mail Day [ Might Service Press &
To Chamgs the System Time Press 7
To Changs the System Date FPrass 2
To Modify Systemn Parameters Press §
To Perform First-Time Selup Press [
To Exit Frass#

3. From the Supervisors menn, press 2 for Foutmg box Adnmmsranen

4. When prompted, enter the number of the Routing box with whuch you want to werk.

LA

When prompted, press 1 to confinn the munber vou entered or press # if the number you
entered was meorrect.  Onee you press 1 to confirm, the system veoices the Fouing Box
admumstration menn options:

Routing Box Menu
Ta Add Press 1
To Deleie Press 2
To Modify Press 3
Ta Exit Press #

6. To make modifications to the Fouting box, press 3. The system voices the modificanion
options:




To Thanges the Gresting FPress 7
To Change the Roufing Press 2

Tao Eat Fress &

7. To change the routing structure, press 2. The system vowces the prompt, “For digits zero
through nine, please enter the digit, or press * for special roufing options.”

2. Press the digit for which vou want to modify the call routing. The system voices a
prompt identifying the current call routing set up for the digit

0. When promptad, press 1 to change the routing for the dizit. Then, when promptad, enter
the mumber of the box to wluch vou now want callers who press the digit to route. The
system voices a prompt stating the new call routing stuchure.

INote that vou can make specizl call routng refmements by pressing * m step 8 above.
The system voices the following special routing options:

T Change the Destination for the Star Digit FPress *
To Change the Destination for the Pound Cigit Fress #
To Change the Mo Digits Destination Press 1
T Change the Invalid Digit Destination Press 2
To Change the Voice Detected Destination FPress 2

cess tl : j hat y =5 # 1o exat It # key
Omnce you access this memn, be advised that you nmst not press # to exit 1t, smee the # key
mvokes a change to the destinafion for the pound key. If you want to reum to the
previous memi, simply make no enfry when you hear the special routmg options prompt.

3.3 General System Maintenance

3.3.1 Enabling or Disabling a Port

1. From a telephone, call mto vorce mail and log info the supervisor mailbox 70, The
system volces the Mam memu:



“To listen to your messages press 1. To send a message press 2. To change your opfions
press 3.7

2. To access the Superniser menu, press 6 (this opaon 15 not voiced). The system volces
the Superasor memm opions:

Supervisor Menu
Far Mailbox Adminisiration Fress 1
Faor Routing Box Administration Fress 2
Faor Question Box Administration Fress 3
For Fort Administration Fress 4
Tao Change the System Broadeast Message Fress &
To Change the Vioice Mail Day / Might Senace Fress §
To Change the System Time Fress 7
Tao Change the Systerm Date Fress B
Tao Modify System Parameters Fress @
To Perform First-Time Setup Fress 0
Tao Bt Fress &

Lid

From the Supervisors menn, press 4 for Port Admimistragon.

4. When prompted, enter the number of the ne with wlach vou want to work.

LA

When prompted, press 1 to confirm the number you entered or press # 1f the mumber yvou
entered was meorrect.  COnee vou press 1 to confirm, the system voices the port
admunistration eptions:

To Disable a Port Fress 1
To Enable a Port Fress 2
To Exit Fress #

6. To shut down a port, press 1 to disable it. If vou disable a port, all calls using that port
are mmmediately temunated.

=]

To enable a port that 15 currently shut down, press 1.



3.3.2 Recording a Broadcast Message for All Mailboxes

A broadeast message 1s automatcally sent to every mailbox on the system. The message 13
plaved to the mailbox owners the first time they log into their mailbox following the

recording of the broadcast message. A broadcast message does not activate any message
watang lights or mdicators on subscnber telephones and does not add to the message commst of
new or old messages in subscriber mailboxes.

1. From a telephone, call mio voice mail and log into the supervisor mailbox 70. The
system volces the Mam menn:

“To E:.inari- to your messages press 1. To send a message press 2. To change your options
presz 3.7

2. To access the Supervisor memu, press 6 (this option 13 not voiced). The system voices
the Supervisor menu opions:

Supervisor Menu
Far Mailbox Sdministration Fress 1
For Routing Box Administration Fress 2
Far Question Box Administration Press 3
Faor Fort Administration Fress 4
Ta Change the System Broadeast Message Fress 5
Ta Change the Voice Mail Day [ Might Service Fress §
Ta Change the System Tims Fress 7T
Ta Change the System Date Fress B
Ta Modify Systermn Farameatars Fress @
Tao Perfarm First-Time Setup Fress 0
Ta Exit Press &
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Lid

From the Supervisors mem, press 5 for System Broadcast Message. The system voices
the followmg options:

To Hear the Current Broadeast Message Press 1

To Re-record the Broadeast Message Press 2
T Delete the Broadoast Message “ress 3
T Exit Press#

4. To record a broadcast message, press 2. Follow the prompts to complete the procedure.

3.3.3 Transferring a Caller to a Mailbox's Voice Mail

Use the following procedure to ransfer a caller directly to a mailbox, without having the
vstem attempt to mng the mailbox’s associated extension.

1. Press the TRANSFER key on the telephone.

2. Dhal the munber for voice mal or press the voice mail hotkey.

3. Ihal the number of the mailbox to whnch you want to Tanster the call.
4. To divert the call directly to the mailbox’s voice mail, press =.

5. Hang up the telephone.

3.3.4 Troubleshooting System Problems
Follow these mdelmes to effectively report problems you may encounter:
Gather as much detail concerming the situation as possible:

+ Tumne and date the problem ccoured.

+* Box and extension numberis) affected.
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*  Action mumediately preceding problem
* Action taken smece problem oceowred.

Attempt to duplicate the problem:

* Note the actions taken that apparently mvoke the problem.

* Pecall any recenily made system set up changes that may be conmbuting to or
causing the problem.

*  Arempt to dupheate the problem. If yvou camnot duplicate the problem, 1t may be
have been attributed to nser emror.



