Cisco SYSTEMS To access messages by phone Reference Information

Step1 Dial the internal or external Cisco Unity
phone number.

Step2 If you dialed the external phone number,
press [ when Cisco Unity answers.

Step3 Enter your ID, if required, then press

Step4 Enter a password, if required. Cisco Unity phone number, internal

To access the ActiveAssistant Cisco Unity phone number, external

Step1 Start Internet Explorer.

Step2 Type http://<your server name>/web/aa.

ID (extension
(If you do not know the address, contact ( )

your system administrator.)

Timesaver Add the ActiveAssistant site
to your list of favorites or make a
Cisco Unity at a Glance shortcut to it on your computer desktop ActiveAssistant web site address
so you do not have to type the URL each

time you log on.

This diagram illustrates the main Cisco

Unity™ menus available to you by phone. Step3  Type your network user name and

password, if required. (Use your Windows
user name and password, not your Cisco
Unity password.)

You can refer to this diagram as you Server name

manage your messages by phone. Refer
to the Cisco Unity User Guide for
descriptions of Cisco Unity features, and
for procedures related to messaging from
your Inbox and to working with the Cisco
Unity ActiveAssistant®.

System administrator's name

System administrator’s phone number Corporate Headquarters

¥ P Cisco Systems, Inc. C 1SC0 SYS TEMS
170 West Tasman Drive
San Jose, CA 95134-1706
USA
http://www.cisco.com
Tel: 408 526-4000

800 553-NETS (6387)

Fax: 408 526-4100

Copyright © 2001 Cisco Systems, Inc. All rights reserved. Cisco, Cisco 10S, Cisco
Systems, and the Cisco Systems logo are registered trademarks of Cisco Systems, Inc. or
its affiliates in the U.S. and certain other countries. All other brands, names, or
trademarks mentioned in this document or Web site are the property of their respective
owners. The use of the word “partner” does not imply a partnership relationship
between Cisco and any other company. (0011R)

0::\ Printed in the USA on recycled paper containing 10% postconsumer waste.
78-13317-01
DOC-7813317=



Listen to:
n New messages

B Old messages D Hear messages

a Remove deleted messages

During message summary

n Restart summary

g Save message

a Delete
n Reply

a Forward message

a Save as new

Rewind

n Pause/resume

n Skip summary

During message

n Restart message
g Save
a Delete

B Change volume*

*Available on some phone systems.

Rewind

n Pause/resume
a Fast-forward

ﬂ Fast-forward to end

n n Save as new

After message
n Replay message
a Save

a Delete

n Reply

a Forward message

B Save as new

Rewind

a Deliver e-mail or fax
to fax machine*

g Play message
summary

n Save as new

*Available only if you are using the fax option.

Send
Address
B a message » and record

message, then:

» a Send now

n Message options

n Change address
e Change recording
a Set special delivery

u Review message

B Send

n Add name

a Hear all names

E’ Remove name

n Hear recording

a Save recording

a Rerecord

Add to recording

n Urgent

a Return receipt

E Private

Future

n Greetings and call transfer

n gg:il:)r':ls » a Message settings

a Personal settings

n Change greetings

a Change call transfer

n Record this greeting

Turn on/off
alternate greeting

a Edit other greetings

n Hear all greetings

n Switch between transferring calls
to extension or voice mail

a Change extension or phone number

n Change message notification
a Change fax delivery
8 Change menu type

@ cait private lists

n Pager

B Home phone

a Work phone

n Spare phone

n Keep this number

a Enter new number

n Select full or brief menus

n Hear lists

B Change names on list

n Change password
e Change recorded name

a Change directory listing

‘ n Change listing status

Use these keys anytime

‘ u Help

‘ ‘ a Cancel or back up

‘ ‘ n Skip or move ahead




