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Preface

The Cisco Unity User Guide shows you, the Cisco Unity user, how to manage
voice and fax messages, and how to change the settings that define how you work
with Cisco Unity. (For information about managing e-mail messages, see the
documentation for your e-mail program.)

Information in the Cisco Unity User Guideis presented by task, and related tasks
are grouped into sections. The information on section fronts applies to the tasks
within the sections.

Each task includes proceduresfor doing the task; the proceduresrelate to thetools
you use to work with Cisco Unity and are marked accordingly:

Phone
m.

Inbox

q&  ActiveAssistant

Cisco Unity User Guide
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Procedures for the ActiveAssistant often have figures that indicate the number of
a step (the number within acircle) pointing to an item on the screen (the element
that the step applies to). For example, the following sample figure indicates that
Step 4 applies to the OK button.

ViewMail Options m

General | Notification | Record | Playback |

“When opening amessage
(3)—>r Exim e

‘When gending a message

[T Keep only message header inthe Sent tems folder

Phone Record and Playback

Extension: | Server |

Ok Cancel ‘ Help

55443

The User Guide presents proceduresfor afull-featured Cisco Unity system. Some
procedures may work differently for you, depending on how Cisco Unity is set up
at your organization.

The User Guide includes space for reference information, on page 107. Write the
phone numbersfor calling Cisco Unity from inside and outside your organization;
your 1D; the Web site address for the ActiveAssistant; your server’'s name; and the
name and phone number of your system administrator.

To see amap of the main Cisco Unity menus available by phone, see Cisco Unity
at a Glance. This card provides an overview of using Cisco Unity on the phone.

Cisco Unity User Guide
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Introduction

Introducing Cisco Unity

Welcome to Cisco Unity . On Cisco Unity, you and the other usersin your
organization are known as subscribers. As a subscriber, you can send and manage
voice, fax, and e-mail messages from a touchtone phone, from your computer, or
over the Internet.

With a full-featured system, Cisco Unity provides these options:

Unified messaging  ViewMail® for Microsoft® Outlook® lets you manage
voice and fax messages from your Outlook Inbox, along
with your e-mail messages.

Fax option A fax program, when installed, lets you send and receive
fax messages from your computer the same way you send
and receive other messages with Outlook. It also lets you
print your fax and e-mail messages to a fax machine over

the phone.
Text-to-speech This option lets you hear the text portion of your e-mail
option messages over the phone.

ActiveAssistant”  This Web-based option lets you personalize your
Cisco Unity phone settings.

Your system administrator can tell you whether these options are available to you.

[ 78-13316-01
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Getting Started

Your first step in using Cisco Unity isto enroll as a subscriber, which you do by
phone. During enrollment, you record and enter information about yourself. You
can call Cisco Unity from inside or from outside your organization to enroll.

After enrollment, you can:

¢ Log on to Cisco Unity by phone to check and send messages, and to change
many of your Cisco Unity settings. You can call Cisco Unity from inside or
from outside your organization.

e Access the ActiveAssistant with your Web browser to change your
Cisco Unity settings.

Cisco Unity User Guide
[ 78-13316-01 .n
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M To Enroll on Cisco Unity

To Enroll on Cisco Unity

Step 1
Step 2
Step 3
Step 4
Step 5

Theinformation that Cisco Unity promptsyou for asyou log on to enroll depends
on where you are calling from;

Inside your organization  Cisco Unity may ask you to enter your ID and a
password.

Outside your organization ~ Cisco Unity asksyou to enter your I|D and may ask you
to enter a password.

Your system administrator gives you your 1D and atemporary password, if oneis
required.

Depending on how Cisco Unity is set up at your organization, this procedure may
not be required.

Phone

Dial the internal or external Cisco Unity phone number.

If you dialed the external phone number, press [ when Cisco Unity answers.
Enter your 1D, if required, then press [].

Enter a password, if required.

Depending on how Cisco Unity is set up at your organization, you may be
asked to:

¢ Record your name.
e Set anew password.

e Choose whether to be listed in directory assistance.

Cisco Unity User Guide
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To Log on to Cisco Unity

To Log on to Cisco Unity

Step 1
Step 2
Step 3
Step 4

After you enroll as a subscriber, use this procedure whenever you log on to
Cisco Unity to manage messages and settings by phone.

Theinformation that Cisco Unity promptsyou for asyou log on depends on where
you are calling from:

Inside your organization  Cisco Unity may ask you to enter your password.

Outside your organization ~ Cisco Unity asksyou to enter your ID and may ask you
to enter your password.

You may be able to skip some or all of the following steps if your organization’s
phone systemis set up to automatically do some steps when you call Cisco Unity
from your desk, or if your desk phone has a quick-access button that you can press
to automatically call Cisco Unity.

Phone

Dial the internal or external Cisco Unity phone number.

If you dialed the external phone number, press [E§ when Cisco Unity answers.
Enter your 1D, if required, then press [].

Enter your password, if required.

[ 78-13316-01
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I To Access the ActiveAssistant

To Access the ActiveAssistant

£'f-:Iis

Step 1
Step 2

Step 3

Step 4

After you enroll as a subscriber, use this procedure whenever you access the
ActiveAssistant to manage your Cisco Unity settings.

After accessing the ActiveAssistant, you may have to enter logon information
again on some ActiveAssistant pages, depending on how Cisco Unity is set up.

You may want to add the ActiveAssistant site to your list of favoritesin Internet
Explorer, so you do not have to enter the Web address each time you log on.

ActiveAssistant

Start Internet Explorer.

Enter http://<your server name>/web/aa. (If you do not know your server
name, contact your system administrator.)

Enter your network user name and password, if required. (Use your Microsoft
Windows NT® or Windows® 2000 user name and password, not your Cisco Unity
phone password.)

When you are finished making changes to your ActiveAssistant pages, click L og
off in the bottom right corner of the navigation bar.

Cisco Unity User Guide
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M Messaging by Phone

Messaging by Phone

When you interact with Cisco Unity by phone, you hear the Cisco Unity
conversation. The conversation’s recorded instructions guide you as you listen to,
send, and manage messages, and as you change your Cisco Unity settings.

Two menu types are available in the Cisco Unity conversation:
¢ Full menus provide comprehensive instructions and are easiest for new users.

¢ Brief menus provide abbreviated versions of full menus and are convenient
for users familiar with full menus.

In the Cisco Unity conversation, you choose menu options by pressing the
corresponding touchtone keys on your phone keypad.

Help
For Cisco Unity conversation Help, press 0 on your phone keypad.

Table 1 Use These Keys Anytime

Key |Task Key |Task

B} [Cancel last actionor back upto | |Skip ahead to next point in
previous point in Cisco Unity Cisco Unity conversation
conversation

Cisco Unity User Guide
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Messaging from Your Inbox

Messaging from Your Inbox

On your computer, voice messages are collected in your Inbox, along with your
fax and e-mail messages. The voice messaging tasks you can perform from your
Inbox depend on whether your organization uses ViewMail for Microsoft

Outlook:

With ViewMail You can send, listen to, and manage voice messages from
your Outlook Inbox. ViewMail’ s voice message form works
the same way as an Outlook e-mail message form. The
ViewMail form also has a Media Master control bar, which
you useto record and play messages (see“Working with the
Media Master Control Bar,” on page 12).

Without ViewMail ~ You can listen to voice messages from your Inbox. Other
voice messaging tasks must be done by phone.

Help

For ViewMail Help, press F1 on your computer keyboard.

File Edit view Insert Format Tools Actions Help
Message —» == | & ] 4| ¥ | B opions.. @
toolbar |z -
To.. | |
. |
Subfect: |
Media Master —» ~ (» = o 7 4 /-
control bar 0
©
N
S
n

Cisco Unity User Guide
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Bl Working with the ActiveAssistant

Working with the ActiveAssistant

The Cisco Unity ActiveAssistant is a Web site that you access by using your Web
browser. Your ActiveAssistant pages contain settings that control how you and
your callers interact with Cisco Unity by phone.

The site’s navigation bar contains the links to your ActiveAssistant pages. You
click alink to move from one page to another as you make your changes.

Each ActiveAssistant page on which aname or greeting can be recorded includes
aMedia Master control bar (see “Working with the Media Master Control Bar,”
on page 12).

When you are finished making changes to your ActiveAssistant pages, click “Log
off” in the bottom right corner of the navigation bar.

Cisco Unity User Guide
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Working with the ActiveAssistant

Help

For ActiveAssistant Help, click the Help icon (the question mark) at the top of the
ActiveAssistant page. Question mark links appear next to settings that have
descriptions. To see a description, click the link.

A

Caution Do not use the “Back” button in Internet Explorer to return to a page that
you viewed earlier. Instead, use the links in the ActiveAssistant navigation

bar.
Subscriber name
Help link Page name Save icon Help icon
- [\ HiH
File Edit View Clo Favoites Help |
o N B C a 3w a0 \& |&
Back Stop Puefrefsh Horme Search Fewvorites  History Channels | Fullscreen il Print
Address [&] htip./cwt St/saweb/FrameASP  StarFrame. asp M J 1 inks
Call Settings
Greetings
Call Transfer ar|d Call Transfer and Screenlng
Screening
2| Transfer incoming calls to my phone?
Mes_sage  Yes, ring my extension 102
Settings o - " i
Message Notific|ation 68, fing me &t iis number
. ) Message Playb|ick & Mo (send directly to my greeting)
NaVIgatlon — Message Addrefising )
bar Erivate Lists 2| If my phone is busy:
Caller Options © Ask caller to haold
Fax Queue © Put caller on hold without asking
© Send caller directly to my greeting
Personal
Settings When | answer the phone:
Dlarne o 2| Tell me who the callis for
Telephones 21 Announce before connecting caller to me
Directory Listing R
Phore Passward 21 Askme if | want to take the call
L Lenguage 21 Call Qeraaning Sattinne SR
2] 25 Local intranet zone o
Page

Cisco Unity User Guide
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Bl Working with the Media Master Control Bar

Working with the Media Master Control Bar

The MediaMaster control bar appearsin the ViewMail for Microsoft Outlook form
and on ActiveAssgtant pages where you can make recordings.

Inthe ViewMail form, you use the Media Master control bar to play and to record
voice messages. On the ActiveAssistant pages, you use the control bar to record
names and greetings.

You use the Options menu on the Media Master control bar to work with other
sound (WAV) filesin your recordings. These sound file options are available:

New Erase a recording to rerecord.
Paste Paste a sound recording the same way you paste text in a text
file.

Paste fromfile  Paste another sound file to arecording.

Copy Copy a sound recording the same way you copy text in atext
file.
Copy to file Copy the recording to a sound file that you name.

You also use the Options menu to set your recording and playback devices, if
applicable (see “ To Change Recording and Playback Devices,” on page 52).

Cisco Unity User Guide
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Record
Stop
Play

Working with the Media Master Control Bar W

Recording Volume Speed
length

control control*

Options—»!v > ww S ——— ——

v
0.0

10.1

“olume Speed

menu Mew
Paste
Sound file E:i:a from file...
options | Copytofile..

Playback Devices  »
Becording Devices  »

DOptions...
About...

55466

*Available only in the ViewMail form’s Media Master control bar. The slider does not appear in the

control bar on ActiveAssistant pages.

[ 78-13316-01
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Bl Working with the Media Master Control Bar
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Checking Messages

You can check messages from your Inbox or by phone. Once you have listened to
or opened a message, it becomes an old, or saved, message—unless you mark it
as new or deleteit.

Depending on how Cisco Unity is set up, messages that you delete by phone are
either placed inthe Deleted Itemsfolder in your Inbox or are no longer accessible.
All messages that you delete from your Inbox are placed in the Deleted Items
folder. Messages in your Deleted Items folder can be retrieved from your Inbox,
but not by phone.

Settings for the types of messages you hear when you check messages by phone,
the order in which messages play, and what you hear in message summaries can
be customized in the ActiveAssistant.

Cisco Unity User Guide
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M To Check Messages

To Check Messages

If you are using the fax option, Cisco Unity playsthe message summaries and any
voice annotations on your fax messages.

If you are using the text-to-speech option, Cisco Unity also plays your e-mail
messages.

Phone

Step1  Call Cisco Unity and log on.
Step2  Press [ to hear new messages,
or
press [EJ to review old messages.
Step3  Usethe following keys to manage your messages and to control playback.

Table 1 Use These Keys During a Message

Key |Task Key |Task

B} | Restart message Rewind, small

B sae B | Pauseor resume
B |Delete B} | Fast-forward to end
B Changevolume

Cisco Unity User Guide
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To Check Messages W

Table 2 Use These Keys After a Message

Key |Task Key |Task

B | Replay message @ Saveasunheard

B sae Rewind, small

Bl |Delete B} | Deliver an e-mail or fax to afax
machine*

B Reply B} | Play message summary

B | Forward message

*Available only if you are using the fax option.

Table 3 Use These Keys Anytime

Key |Task Key |Task

Bl | Cancel or back up B | Skip or move ahead

Cisco Unity User Guide
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M To Check Messages

m

Step 1
Step 2
Step 3

Inbox

Open your Outlook Inbox.

'
i

Double-click avoice message ﬁ or double-click a fax message d;ﬁ

In the open voice message, click » on the Media Master control bar to play the
message. Or, in the open fax message, double-click the attached file to start the

viewer program on your computer.

i Today's meeting - ViewMail for Outlook (Plain Text)

Fie Edit Yiew Insert Format Tools Actions Help

I [= E3

@—)» CoReply | €BiReplyto Al | GEFoward S B2 | ¥ X & - @ - @

From: Jan Browne Sent: Tue 7427199 1:17 PM
To Pat Smith
Subient‘w Today's meeting
R — = —
0.0 5.3 Volume Speed
HiPat,
Would you please send this voice message ko everyane in your group?
Tharks,
Jan
]
WoiceMessage
[41KB)

55428

[l Cisco Unity User Guide
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Step 4

To Check Messages W

In the voice or fax message, use the buttons on the message toolbar to handle the
message the same way you handle e-mail messages. Or, in the fax message, click
the print button on the viewer toolbar or click Print on the File menu to print the

fax.

™ CSID: “2061234567 :
File Edit Wiew Insert Format Tools Compose Help
Coreply  fRiReplyto Al | $FForward | Sh
Message ] Options |

From: FAX server

To: Jan Browne
ce:

“Fax: Pages: 1 - Message

By X +-9- | F0E L

Sent: Mon S/13/99 6:17 PM

Subjeck; CSID; 5551212 "Fax: Pages: 1
tatus Mew =
MessagelD 33
Murber of pages 1 page
Submitted Time © 6:16:61 PM 9/13/99
Rermote CSID 2061234567
>
Fax tif
Q
)3
n
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M To Check Messages
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Sending Messages

You can send messages to subscribers, private lists, and public distribution lists.
If your organization has multiple locations, you a so may be able to send messages
to subscribers at another location.

Lists
Private lists and public distribution lists are lists of message recipients that are
grouped asonerecipient. A message sent to alist goesto each recipient onthelist.

Anyone can send messages to public distribution lists. Only you can send
messages to your private lists.

Addressing Voice Messages by Phone

You address messages by phone either in spelling mode or number mode,
depending on the type of recipients. Press the # key twice (##) to switch between
spelling mode and number mode.

Spelling mode  On the phone keypad, spell the name of a subscriber, public
distribution list, or (if available) another location. You cannot
address messages to private lists in spelling mode.

Number mode  On the phone keypad, enter the number of an extension, public
distribution list, private list, or (if available) another location.

You can address a message to more than one recipient or type of recipient.

[ 78-13316-01
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Addressing Fax Messages

When you enter afax phone number on your computer keyboard, do not use
spaces, dashes, or parentheses between digits. For a long-distance fax call,
include a 1 and the area code in the phone number.

Your phone system may require additional characters for the fax phone number.
If you experience difficulties, contact your system administrator.

Cisco Unity User Guide
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To Send a Voice Message

When addressing amessage, press the # key twice (##) to switch between spelling

Step 1
Step 2
Step 3
Step 4

Step 5

mode and number mode.

Phone

Call Cisco Unity and log on.
Press B3.

To Send a Voice Message W

Follow the Cisco Unity conversation to address the message.

Press 3 to record the message,

or

press [ to add another name or list.
Press [ to send the message,

or

press [} for message options.

Table 1 Message Options

Key |Option Key |Option
B | Change addressing B} | Set specia delivery
B | Change recording B |Review message

[ 78-13316-01
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M To Send a Voice Message

Table 2 Use These Keys as You Record

Key |Task Key |Task
B} | Pauseor resume B} |Endrecording

Table 3 Use These Keys Anytime

Key |Task Key |Task
Bl | Cancel or back up B | Skip or move ahead

Cisco Unity User Guide
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Step 1
Step 2

Step 3
Step 4

Step 5
Step 6
Step 7

To Send a Voice Message W

You can use your phone or a multimedia microphone—if your computer has
one—to record messages from your Inbox.

(See a'so “To Change Recording and Playback Devices,” on page 52.)

Inbox

Open your Outlook Inbox.

On the Outlook toolbar, click @| or click New voice message on the Actions
menu.

Enter recipient names and a subject.

On the Media Master control bar, click e and record the message with your
recording device:

Phone Pick up the handset when the phonerings, wait for thetone, then
speak into the handset.

Multimedia Wait for the tone, then speak into the microphone.
microphone

When you finish recording, click = .
Add text and attachments as appropriate.
Click Send.

¥ Untitled - ViewMail for Dutlook [Rich Text) i [=] B3

File Edit Yiew Insert Format Tools Actions Help

- =1%end [ & B0 4 | ¥ | [&)ootions...

0o 5.2 Yolme Speed

>
v
55430

@@ g (?
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M To Send a Voice Message to a Private List

To Send a Voice Message to a Private List

You address messages to private lists only by phone, and only in number mode.

Step 1
Step 2
Step 3
Step 4
Step 5

Step 6

Phone

Log on to Cisco Unity.
Press AA.

Switch to number mode, if in spelling mode, by pressing [3 twice.
Enter the number of the private list. (Private lists are numbered 1 through 20.)

Press [ to record the message,

or

press [ to add another name or list.
Press [ to send the message,

or

press [fJ for message options.

Table 4 Message Options

Key |Option Key

Option

Set special delivery

B | Change addressing
a

Change recording

Review message

[l Cisco Unity User Guide
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To Send a Voice Message to a Private List

Table 5 Use These Keys as You Record

Key |Task Key |Task
B} | Pauseor resume B} |Endrecording

Table 6 Use These Keys Anytime

Key |Task Key |Task
Bl | Cancel or back up B | Skip or move ahead

Cisco Unity User Guide
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M To Send a Voice Message to Another Location

To Send a Voice Message to Another Location

Step 1
Step 2
Step 3

Step 4

Step 5

To send messages by phone to subscribers at other locations, you must identify
the location as well as the subscriber when addressing the message.

Press the # key twice (##) to switch between spelling mode and number mode.

Phone

Log on to Cisco Unity.
Press B.

If addressing in spelling mode, spell the location name, then spell the subscriber’s
name.

or

If addressing in number mode, enter the location 1D, then enter the subscriber’s
extension.

Press [] to record the message,

or

press [ to add another name or list.
Press [] to send the message,

or

press [} for message options.

Table 7 Message Options

Key |Option Key |Option

Set special delivery

B | Change addressing
a

Change recording Review message

Cisco Unity User Guide
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To Send a Voice Message to Another Location Tl

Table 8 Use These Keys as You Record

Key |Task Key |Task
B} | Pauseor resume B} |Endrecording

Table 9 Use These Keys Anytime

Key |Task Key |Task
Bl | Cancel or back up B | Skip or move ahead

Cisco Unity User Guide
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M To Send a Fax Message from a Document Program

To Send a Fax Message from a Document Program

Step 1
Step 2
Step 3
Step 4
Step 5

Step 6
Step 7

You can fax a document from any Windows-based program.

The document program creates a TIF file of your document and attaches it to a
new message.

Start the program, and open the document that you want to fax.
On the File menu, click Print.

Inthe Print dialog box, click Print to mail inthelist of printer names.
Click OK.

Inthe To box of the new message, enter the recipient’s name and fax phone number in this
format, including the brackets:

[FAX:Firstnamel asthname@5551212]

Enter a subject and any text message to accompany your fax.

Click Send.
= Company meseting - Message (Plain Text) !Em
File Edit Yiew Insert Format Tools Actions Help
@—)> Hlsend [ S B ZES 3 | ¥ | &) options.. &)
a
@—)> To.. |[FAX'RnhmJnhnsnn@EEESdEE]
ce... |
Brc.. |
7Suhject: |Cumpamymeelmg
Here are the notes from the meeting J
o)
[}
fex fif (21 7KE) <
[Ted
e}
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| Sending Messages

To Send a Fax Message from Outlook 1l

To Send a Fax Message from Outlook

You may want to send a fax message from Outlook if, for example, the recipient
does not have access to e-mail or if you need to fax a scanned document.

E‘\. Inbox

Step1  On the Outlook toolbar, click ﬂ

Step2  Inthe To box of the new message, enter the recipient’s name and fax phone
number in this format, including the brackets:

[FAX:Firstnamel astname@5551212]
Step3  Enter asubject and the text of your fax.
Stepd  Click M to attach any files that you want to include in the fax message.
Step5  Click Send.

ssage (Rich Text) !Em

Actions Help

™ Notice of meeting change - M¢
File Edit Wiew Insert Format Tol
> Elgend | & BRI ;e

Arial -0« @B 1 oul=

- TO,. |[FAX DylanStein@5551212]
c |
Bee.. |

I Subject: |Nnnce of meeting change

il | =

¥ | [ options... &)

= iEiE

9

[To all supervisors ]
The Company meeting has been changed to May 12 at noon

Please post this notice

L«
55433
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Il ToReply to a Message

To Reply to a Message

When you reply by phone to any type of message, your response is a voice
message.

You can reply by phone only to messages from other subscribers.

Phone

Step1  After listening to the message, press 3.

Step2  Record your reply.

Step3  Press [ to send the reply,

or

press [ for message options.

Table 10  Message Options

Key |Option Key |Option
B | Change addressing B} | Set specia delivery
B | Changerecording B |Review message

[l Cisco Unity User Guide
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Sending Messages

Step 1
Step 2

Step 3
Step 4
Step 5

To Reply to a Message W

Table 11 Use These Keys as You Record

Key |Task Key |Task

B} | Pauseor resume B} |Endrecording

Table 12  Use These Keys Anytime

Key |Task Key |Task

Bl | Cancel or back up B | Skip or move ahead

From your Inbox, you can reply with a voice message only to another voice
message from a subscriber.

Inbox

In the open voice message, click Reply.

On the Media Master control bar, click & and record areply with your recording
device:

Phone Pick up the handset when the phonerings, wait for the tone, then
speak into the handset.

Multimedia Wait for the tone, then speak into the microphone.
microphone

When you finish recording, click = .
Add text and attachments as appropriate.
Click Send.

[ 78-13316-01
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Il ToReply to a Message

@—>

¥ RE: Tomorrow's meeting - ViewMail for Outlook (Plain Text)

Eile Edit View Insert Format Tools Actions Help
Cgend W & & B@R & @E

4 ¥ | [3]0ptions...

@

_[O]x

|mmeGamm

—_—
00 00

=

Volume Sneed

Ly

@_ ENGEES U= Tomarrow's meeting
-

————— Original Message-----

From: Jaime Garcia

gent: Monday, May 08, 2000 2:28 EM
To: Shannon Delgado

gubject:

55434
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| Sending Messages

To Forward a Message

You can forward a message as is or record an introduction that plays before the

Step 1
Step 2
Step 3

Step 4

forwarded message.

To Forward a Message W

When addressing amessage, press the # key twice (##) to switch between spelling

mode and number mode.

Phone

After listening to the message, press (.

Follow the Cisco Unity conversation to address the forwarded message.

Press [] to forward the message as is,
or

press B to record an introduction,

or

press [EJ for message options.

Press [] to forward the message as is,

or

press [ for message options.

Table 13  Message Options

Key |Option Key

Option

Set special delivery

B | Change addressing
a

Change recording

Review message

[ 78-13316-01
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M To Forward a Message

Table 14  Use These Keys as You Record

Key |Task Key |Task
B} | Pauseor resume B} |Endrecording

Table 15  Use These Keys Anytime

Key |Task Key |Task
Bl | Cancel or back up B | Skip or move ahead

Cisco Unity User Guide
“. 78-13316-01 |




| Sending Messages

To Forward a Message W

g Inbox

Step1  In an open voice message, click Forward.
Step2  Enter recipients’ names.

Step3  Onthe Media Master control bar, click  to record an introduction with your
recording device:

Phone Pick up the handset when the phonerings, wait for the tone, then
speak into the handset.

Multimedia Wait for the tone, then speak into the microphone.
microphone

Step4  When you finish recording, click = .
Step5  Add text and attachments as appropriate.
Step6  Click Send.

¥ FW: Tomorrow's meeting - ViewMail for Outlook (Plain Tex)

File Edit Wiew Insert Format Tools Actions Help

> | =zend [ & & B2 B & B S 4| v [$options. A 3

To... ‘Nex Abade
e ||
@_ SLbject: 1% Tomorrow's meeting
= [ [— [—
A 00 00 “olume Speed
A
4 It s important that we take care of this today.‘ _J

77777 original Message-----

From: Jaime Garcia

Sent: Monday, May 08, Z000 Z:28 PM
To: Shannon Delgado

Subject:

VYoiceMessa..
(79KE)

55435
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M To Forward a Message
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Changing Personal Settings

Personal settings control theinformation about you as asubscriber on Cisco Unity
and some of the choices you make for interacting with Cisco Unity.

Recorded name

Password

Directory listing
status

Your recorded name plays with messages that you leave for
other subscribers and identifies you in directory assistance.
It also plays with any of your greetings that use system
default recordings instead of your own recordings.

Your password protects the privacy of your messages. If
you forget your Cisco Unity phone password, your system
administrator creates atemporary password for you. Then,
the next time you log on, you are prompted to create a new
one.

When you are listed in the directory, callers can reach you
through directory assistance.

[ 78-13316-01
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Changing Personal Settings |

Cisco Unity When your organization has more than one language
conversation installed on Cisco Unity, you can select the language in
language which you hear the Cisco Unity conversation when you log

on. (Your system administrator sets the language in which
callers hear the Cisco Unity conversation.)

Cisco Unity You can hear either full or brief menus when you interact

conversation menus  with Cisco Unity by phone. Full menus provide
comprehensive instructions, and brief menus provide
abbreviated versions of full menus.

Cisco Unity User Guide
m. 78-13316-01 |




| Changing Personal Settings

To Change Your Recorded Name

Phone

Step 1
Step 2
Step 3

Call Cisco Unity and log on.
Press@@l > H > B.

At the tone, record your name,
or

press [ to keep the current recording.

Table 1 Use These Keys as You Record

To Change Your Recorded Name W

Key |Task Key

Task

B} |Pauseor resume a

End recording

Table 2 Use These Keys Anytime

Key |Task Key

Task

Bl |Cancel or back up a

Skip or move ahead

[ 78-13316-01
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H To Change Your Recorded Name

Step 4
Step 5

ActiveAssistant

Access the ActiveAssistant.

Under Personal Settings in the navigation bar, click Name.

On the Media Master control bar, click e and record your name with your

recording device:

Phone

Pick up the handset when the phone rings, wait for the tone,

then speak into the handset.

Multimedia
microphone

When you finish recording, click = .
Click /@l to save your changes.

Shannon Delgado

Wait for the tone, then speak into the microphone.

Personal Settings
Name
First name: Shannon
@ Last name: DEelgado *
- — —
Recorded name * e T
@ reiepnones
Extension: 99995
Directory Listing
W Listin phone directory
Change Phone Password
Enter new password: ki
Confirm new password: — [™***
Password last changed:  4/14/00 4:23.06 PM
Language
My language English(United States) v

55436
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| Changing Personal Settings

To Change Your Password 1l

To Change Your Password
Phone

Step1  Call Cisco Unity and log on.
step2 Press@I>H>0

Step3  Enter anew password and press [3.

Step4  Enter the new password again to confirm it and press 3.

Table 3 Use These Keys Anytime

Key |Task Key |Task
B |Cancel or back up B} | Skip or move ahead

Cisco Unity User Guide
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M To Change Your Password

ActiveAssistant

Step1  Access the ActiveAssistant.

Step2  Under Personal Settingsin the navigation bar, click Phone password.
Step3  Inthe Enter new password box, enter a password.

Step4  Inthe Confirm new password box, enter the password again.

Step5 Click [l to save your changes.

Shannon Delgado @

Personal Settings

Name
First name: Shannon
Last name: Delgado
- —— ———
Recorded name 00 0.0 Volume
Telephones
Extension 99995

Directory Listing
W Listin phone directory

Change Phone Password

—» Enter new password: prrxenx
Confirm new password: [
Ly P

Password last changed:  4/14/00 4:23.06 PM

%%

Language

hly language English{United States) »

55437
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To Change Your Directory Listing Status

To Change Your Directory Listing Status
Phone

Step1  Call Cisco Unity and log on.

step2 (Press@i>H>BH.

Step3  Press [ to change your listing status,
or

press [ to keep your current listing status.

Table 4 Use These Keys Anytime

Key |Task Key |Task
Bl |Cancel or back up B3 | Skip or move ahead

Cisco Unity User Guide
[ 78-13316-01 .m



Changing Personal Settings |

H To Change Your Directory Listing Status

ActiveAssistant

Under Personal Settings in the navigation bar, click Directory listing.

Step1  Access the ActiveAssistant.

Step 2

Step3  Check the List in phonedirectory check box to be listed,
or
uncheck the check box to not be listed.

Step4  Click [l to save your changes.

Shannon Delgado

Personal Settings

Name
First name:
Last name:

Recorded name
Telephones

Extension:
Directory Listing

@——) W Listin phone dirsctory

Change Phone Password
Enter new password:
Confirm new password:
Password last changed

Language
hly language

Shannon
Delgado

- 4
0.0 0.0

—

Yolume

99995

(ks
[enssenn:

414700 4:23.06 PM

English{United States) »

55438
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To Change Your Cisco Unity Conversation Language 1l

To Change Your Cisco Unity Conversation Language

You can select alanguage only in the ActiveAssistant, not by phone.

& ActiveAssistant

Step1  Access the ActiveAssistant.

Step2  Under Personal Settingsin the navigation bar, click L anguage.

Step3  Inthe My Language list, click the language in which you want to hear the
Cisco Unity conversation.

Step4  Click [l to save your changes.

Shannon Delgado Q@

Personal Settings

Name
First name:
Last name:

Recorded name
Telephones
Bxtension:
Directory Listing
W Listin phone directory
Change Phone Password
Enter new password:
Caonfirm new password:
Password last changed:

Language

@——) My language

Shannon
Delgado
= [——————— [—
00 0.0 olume
99995
ko
ko

4/14/00 4:23:06 PM

English{United States) ~

55439
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M To Change Your Cisco Unity Conversation Menus

To Change Your Cisco Unity Conversation Menus
Phone

Step1  Call Cisco Unity and log on.
step2 Press@I>HA>H.

Step3  Press [ to switch between full and brief menus.

Table 5 Use These Keys Anytime

Key |Task Key |Task
Cancel or back up B3 | Skip or move ahead

Cisco Unity User Guide
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| Changing Personal Settings

To Change Your Cisco Unity Conversation Menus

ActiveAssistant

Step1  Access the ActiveAssistant.

Step2  Under Message Settings in the navigation bar, click M essage playback.
Step3  Under Menu Type, click Full menus or Brief menus.

Stepd  Click (&) to save your changes.

Shannon Delgado @

Message Playback

Playback options
~ Greet me by name
Menu type:

@_ & Full menus
C Brief menus

Announce the Number of:

M Al new messages
All saved messages

g
™ MNew voice messages
™ MNew fax messages

-

MNew e-mail messages

Listening to a Message

¥ Announce sender's name

¥ Announce message numper

™ Announce timestamp before message
W Announce timestamp after message

Volume level
C Low

@ Medium

C High

55440

Cisco Unity User Guide
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M To Change Your Cisco Unity Conversation Menus

Cisco Unity User Guide
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Changing Recording and Playback
Settings

Recording and playback settings control how you record and play messages
from your Inbox and how you record and play greetings and names in the
ActiveAssistant.

Depending on how your computer is set up, you can choose your recording and
playback devices:

Recording devices  You speak into either your phone or a multimedia
microphone (if your computer has one).

Playback devices You hear recordings through either your phone or
multimedia speakers (if your computer has them).

You also have avolume control option and an automatic playback option for voice
messages in your Inbox.

Cisco Unity User Guide
[ 78-13316-01 .“
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I To Change Recording and Playback Devices

To Change Recording and Playback Devices

m.

Step 1
Step 2
Step 3

Step 4
Step 5
Step 6

Step 7

Use your phone as the recording device to get the best sound quality in your
recordings.

Inbox

On the Outlook toolbar, click ViewM ail options.
Click the Record or Playback tab.

Inthe Devicelist, click Phone or the appropriate wave driver. (For information on
selecting the appropriate wave driver, contact your system administrator.)

If you chose Phone for your playback or recording device, click the Gener al tab.
In the Extension box, enter your extension.

In the Server box, enter the name of your server. (If you do not know your server
name, contact your system administrator.)

Click OK to save your changes.

ViewMail Options m

General INU\\ﬁcaliDn} Recurdl P\ayback‘
“When opening a message

™ Blay voice automaticalh!

When sending a message

" Keep only message header inthe Sent tems folder

Fhone Record and Playback

@_—) Extension: | Server: [
© :

0K Cancel ‘ Help

5

55441
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| Changing Recording and Playback Settings

X
=

i

Step 1
Step 2
Step 3
Step 4

Step 5

Step 6
Step 7

To Change Recording and Playback Devices W

You can change your recording and playback devices from any Media Master
control bar in the ActiveAssistant. Use your phone as the recording device to
get the best sound quality in your recordings.

ActiveAssistant

Access the ActiveAssistant.
Under Call Settingsin the navigation bar, click Greetings.

OntheMediaMaster control bar’s » menu, click Playback device or Recording
devices, then click Phone or the appropriate wave driver. (For information on
selecting the appropriate wave driver, contact your system administrator.)

If you chose Phone for your playback or recording device, click Options on the
- menu.

In the dialog box, enter your extension and the name of your server. (If you do not
know your server name, contact your system administrator.)

Click OK.
Click [l to save your changes.

|v > e/ — =
oo 00 “olume

Hew

Paste

Paste from file...
LCopy

Copy ta file

B Playback Devices  »
Becording Devices  »

DOptions...

55467

About...
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H To Change Playback Volume

To Change Playback Volume

Asyou listen to a message by phone, you can adjust the volume of the message.
The change does not affect the playback volume of other messages.

You cannot adjust recording volume or the playback volume of greetings.

Phone

While listening to a message, press [| to toggle among these volume settings:

Press once Increases the volume.
Press again Decreases the volume.
Press again Returns the volume to normal.

Cisco Unity User Guide
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| Changing Recording and Playback Settings

To Change Playback Volume [l

In the ActiveAssistant, you can adjust the playback volume for all of your
messages.
You cannot adjust recording volume or the playback volume of greetings.

ActiveAssistant

Step1  Access the ActiveAssistant.

Step2  Under Message Settings in the navigation bar, click M essage playback.
Step3  Click Low, Medium, or High.

Step4  Click [al' to save your changes.

Shannon Delgado @

Message Playback

Playback options
~ Greet me by name
Menu type:

@ Full menus

C Brief menus

Announce the Number of:
M Al new messages

M All saved messages

™ MNew voice messages

™ MNew fax messages

™ Mew e-mail messages

Listening to a Message

¥ Announce sender's name

¥ Announce message numper

™ Announce timestamp before message
W Announce timestamp after message

Volume level

|« Low
@ Medium
| ¢ High

55442
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M To Change Automatic Voice Message Playback

To Change Automatic Voice Message Playback

With automatic playback, your voice messages begin playing as soon as you open
them in your Inbox.

Without automatic playback, you use the Media Master control bar to play voice
messages.

E\. Inbox

Step1  On the Outlook Tools menu, click ViewM ail options.
Step2  Click the General tab.

Step3  Select or clear the Play voice automatically check box.
Step4  Click OK.

ViewMail Options n

General INDUHEE\IMM Recnrdl P\ayback‘

Wyhen opening & message
@——) I~ Biay voice autoraticaini

When sending a message
I~ Keep only messange header inthe Sent terms folder

Phone Record and Playhack

Extension: | Server: |

0K Cancel ‘ Help

Iy

®

55443
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Changing Greeting Settings

You can record up to five personal greetings that callers hear when you are not
available to take calls.

Cisco Unity playsyour greetingsin the appropriate situations, depending on your
organization’s hours and on how Cisco Unity is set up:

Standard greeting

Closed greeting

Internal greeting

Busy greeting

Alternate greeting

This greeting generally plays during your work hours. The
standard greeting plays unlessit is overridden by another
greeting.

This greeting plays during your nonwork hours. The closed
greeting overrides the standard greeting during your
organization’s nonbusiness hours.

Thisgreeting plays only to callerswithin your organization.
It can provide information that coworkers need to know.
The internal greeting overrides the standard and closed
greetings when you do not answer your phone.

This greeting plays when you are on the phone. The busy
greeting overrides the standard, closed, and internal
greetings.

This greeting plays to indicate special circumstances, such
as when you are on vacation. The alternate greeting
overrides all other greetings.

[ 78-13316-01
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You can record your standard, closed, and alternate greetings, and enable or
disable your alternate greeting by phone. You can record all five of your greetings
and enable or disable them in the ActiveAssistant.

Enabling a greeting makes it available for Cisco Unity to play in the appropriate
situations. (Your standard greeting is always enabled.)

Disabling a greeting makes it unavailable for Cisco Unity to play, but it does not
erase the recording. (You cannot disable your standard greeting.)

Cisco Unity User Guide
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| Changing Greeting Settings

To Record a Greeting

To Record a Greeting

You can record only your standard, closed, and alternate greetings by phone.

Phone

Step1  Call Cisco Unity and log on.

step2 Press@1>E >

Step3  After Cisco Unity plays your current greeting, press [ to rerecord it,
or

press [E] to record a different greeting, choose the greeting, then rerecord it.

Table 1 Use These Keys as You Record

Key |Task Key |Task
B Pause or resume a End recording

Table 2 Use These Keys Anytime

Key |Task Key |Task
B} [Cancel or back up B3 | Skip or move ahead

Cisco Unity User Guide
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Ml ToRecord a Greeting

y
»

EE.L

Step 1
Step 2
Step 3
Step 4
Step 5
Step 6

Step 7
Step 8

ActiveAssistant

Access the ActiveAssistant.

Under Call Settingsin the navigation bar, click Greetings.

In the Choose a Greeting list, click the greeting you want to record.

Click Enabled.
Click Record my greeting.

On the Media Master control bar, click e and record the greeting with your

recording device:

* For aphone, pick up the handset when the phonerings, wait for the tone, then

speak into the handset.

¢ For amultimedia microphone, wait for the tone, then speak into the

microphone.

When you finish recording, click = .
Click &) to save your changes.

Shannon Delgado

®

Greetings
> Choose a Greeting: | Standard ~
Standard

This Greeting is:
> © Enabled
© Disabled

Greeting Source:

© Use system prompt

—» & Record my greeting ¥

—
00 “olume

€ Blank

PPe P 9

55444
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To Enable or Disable a Greeting

To Enable or Disable a Greeting

You can enable or disable only your alternate greeting by phone.

Phone

Step1  Call Cisco Unity and log on.
step2 Press@1>E >

Step3  After Cisco Unity plays your current greeting, press B to enable or disable your
alternate greeting.

When your alternate greeting is enabled, it overrides all other greetings.

Table 3 Use These Keys Anytime

Key |Task Key |Task
B | Cancel or back up B | Skip or move ahead

Cisco Unity User Guide
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M To Enable or Disable a Greeting

w

Step 1
Step 2
Step 3
Step 4

Step 5

You can enable or disable all of your greetingsin the ActiveAssistant, except the
standard greeting, which is always enabled.

ActiveAssistant

Access the ActiveAssistant.
In the Call Settings section of the navigation bar, click Greetings.
In the Choose a Greeting list, click the greeting you want to enable or disable.

Click Enabled to makethe greeting availableto Cisco Unity, When your alternate
greeting is enabled, it overrides all other greetings.

or
click Disabled to make it unavailable to Cisco Unity.
Click &) to save your changes.

Shannon Delgado Q

Greetings

> Choose a Greeting: |Alternate ~

Standard

7

This Greeting is:
@{ © Enabled
« Disabled
Greeting Source:
¢ Use system prompt

« Record my greeting ™ 00 00 Volume

" Blank

55445
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| Changing Greeting Settings

To Change a Greeting Source

To Change a Greeting Source

g&  ActiveAssistant

Step1  Access the ActiveAssistant.

Step2  Inthe Call Settings section of the navigation bar, click Greetings.

Step3  Inthe Choose aGreeting list, click the greeting whose source you want to change.
Stepd  Choose a source:

Use system prompt ~ Cisco Unity plays a prerecorded greeting along with your
recorded name (for example, “Sorry, <your name> is not
available™).

Record my greeting  Cisco Unity plays your recording. (Use the Media Master
control bar to record your greeting.)

Blank Cisco Unity plays no greeting.

Step5 Click &l to save your changes.

Cisco Unity User Guide
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H To Change a Greeting Source

Shannon Delgado

Greetings
@—)- Choose a Greeting: |Alternate ¥
Standard

This Greeting is:
© Enabled
« Disabled

Greeting Source:

¢ Use system prompt

« Record my greeting ™

—_—
0.0 0.0

—

Volume

" Blank

55446
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Changing Call Settings

Call settings control some caller options and how Cisco Unity handles your
incoming external calls:

Answer options

Call screening

Busy/hold options

Call transfer

Callers’ message
options

When you answer your phone, Cisco Unity can announce

who the call isfor and when it connects the call, and it can
give you the options of taking the call or routing it to your
greeting for the caller to leave a message.

With call screening on, Cisco Unity records acaller’s name
and plays it for you before connecting the call.

When your phoneisbusy, Cisco Unity hastwo hold options
or it can route callers to your greeting to leave a message.

You can choose to answer your calls or to have them routed
to your greeting. Generally, call transfer isset toring a
phone—either your extension or another phone—when you
are availableto answer calls. You likely would transfer calls
directly to your greeting when you planned to be out of the
office for an extended period, such as a vacation. (When
you route calls to your greeting, callers do not have to wait
while your phone rings unanswered.)

You can choose whether callers who |eave messages can
edit their messages and mark them urgent.

[ 78-13316-01
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H To Change What Cisco Unity Says When You Answer Calls

To Change What Cisco Unity Says When You
Answer Calls

i@  ActiveAssistant

Step1  Access the ActiveAssistant.
Step2  Under Call Settingsin the navigation bar, click Call transfer and screening.

Step3  Choose what Cisco Unity says when you answer your phone:

Tell me who... Cisco Unity plays the recorded name attached to the dialed
extension. Use this setting when two or more people share a
phone.

Announce before  Cisco Unity tells you when it connects the call.
connecting...

Ask me if... Cisco Unity asksif you want to take the call or have the caller
leave a message. You can use this setting with the “ Tell me
who the call isfor” option (for example, to decline a call for
someone you share a phone with). You also can use this
setting with the “ Screen callsto me” option under “Call
screening settings” (for example, to accept or decline calls
based on the identity of the caller).

Stepd  Click (&) to save your changes.

Cisco Unity User Guide
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[ 78-13316-01

To Change What Cisco Unity Says When You Answer Calls

Shannon Delgado Q@

Call Transfer and Screening

Transfer incoming calls to my phone?
= Yes, ring my extension 99805

 Yes, ring me at this number: ‘
& Mo (send directly to my greeting)
If my phone is busy:
€ Asgk caller to hold
© Put caller on hold without asking
© Send caller directly to my gresting

When | answer the phone:
I~ Tell me who the call is for

I Announce before connecting caller to me

| T Askme if | want to take the call

Call Screening Settings
¢ Do NOT screen calls to me

© Screen calls to me. Ask for the caller's name

55447
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H To Change Call Screening

To Change Call Screening

Cisco Unity screens calls by asking for and recording a caller’s name, then
placing the caller on hold. Cisco Unity rings your phone and announces the
caller’s name.

\g'.‘h; ActiveAssistant

Step1  Access the ActiveAssistant.
Step2  Under Call Settingsin the navigation bar, click Call Transfer and Screening.
Step3  Choose whether Cisco Unity screens your calls.

To have the option of declining a call and routing it to your greeting instead, you
also must select the “Ask me if | want to take the call” check box under “When |
answer the phone.”

Step4  Click [l to save your changes.

Cisco Unity User Guide
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Shannon Delgado

To Change Call Screening

Call Transfer and Screening

Transfer incoming calls to my phone?
= Yes, ring my extension 99805

 Yes, ring me at this number: ‘
& Mo (send directly to my greeting)
If my phone is busy:
€ Asgk caller to hold
© Put caller on hold without asking
© Send caller directly to my gresting
When | answer the phone:
I~ Tell me who the call is for
I Announce before connecting caller to me

™ Ask me if | want to take the call

Call Screening Settings

¢ Do NOT screen calls to me
© Screen calls to me. Ask for the caller's name

[ 78-13316-01
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M To Change How Cisco Unity Handles Calls When Your Phone is Busy

To Change How Cisco Unity Handles Calls
When Your Phone is Busy

ActiveAssistant

Step1  Access the ActiveAssistant.
Step2  Under Call Settingsin the navigation bar, click Call transfer and screening.
Step3  Choose whether callers are put on hold:

Ask caller to hold Cisco Unity gives the caller the options of holding or
leaving a message.
Put caller on hold... Cisco Unity automatically puts the caller on hold,

without the option of leaving a message.
Send caller directly...  Cisco Unity automatically routes the caller to your

greeting, without the option of holding, then promptsthe
caller to leave a message.

Stepd  Click [al to save your changes.

Cisco Unity User Guide
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To Change How Cisco Unity Handles Calls When Your Phone is Busy

Shannon Delgado Q@

Call Transfer and Screening

Transfer incoming calls to my phone?

= Yes, ring my extension 99805

 Yes, ring me at this number: ‘
& Mo (send directly to my greeting)
If my phone is busy:
| ¢ Ask caller to hold

© Put caller on hold without asking
© Send caller directly to my gresting

When | answer the phone:

I~ Tell me who the call is for

I Announce before connecting caller to me
™ Ask me if | want to take the call

Call Screening Settings
¢ Do NOT screen calls to me

© Screen calls to me. Ask for the caller's name

55449
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M To Change Call Transfer

To Change Call Transfer

Depending on how Cisco Unity isset up at your organization, this option may not
be available.

Phone

Step1  Call Cisco Unity and log on.

step2 Press@1> > B

Step3  Press [ to switch between transferring calls to an extension and to your greeting.
or

Press | to change your transfer phone number. (To transfer calls to an external
phone number, contact your system administrator.)

Table 1 Use These Keys Anytime

Key |Task Key |Task
B} | Cancel or back up B3 | Skip or move ahead

Cisco Unity User Guide
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To Change Call Transfer

ﬁ; ActiveAssistant

Step1  Access the ActiveAssistant.
Step2  Under Call Settingsin the navigation bar, click Call transfer and screening.
Step3  Choose atransfer setting:

Yes, ring my extension Use this setting to have calls ring your extension.

Yes, ring me at... Use this setting to have calls ring the extension or
phone number you type in the adjacent box.

(To transfer calls to an external phone number,
contact your system administrator.)

No (send directly...) Use this setting to have calls transferred directly to
your greeting. Your phone does not ring.

Stepd  Click [al' to save your changes.

Cisco Unity User Guide
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Shannon Delgado

Call Transfer and Screening

Transfer incoming calls to my phone?
| ©Yes, ring my extension 99805

 Yes, ring me at this number: ‘
| & Mo (send directly to my greeting)
If my phone is busy:

€ Asgk caller to hold

© Put caller on hold without asking
© Send caller directly to my gresting

When | answer the phone:

I~ Tell me who the call is for

I Announce before connecting caller to me
™ Ask me if | want to take the call

Call Screening Settings
¢ Do NOT screen calls to me

© Screen calls to me. Ask for the caller's name

[l Cisco Unity User Guide
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To Change Caller Message Options

To Change Caller Message Options

ﬁ? ActiveAssistant
Step 1

Access the ActiveAssistant.
Step2  Under Message Settings in the navigation bar, click Caller options.
Step3  Choose what callers can do when they |eave messages.
Step4  Click [l to save your changes.

Shannon Delgado Q@

Caller Options

If caller leaves a message:

¥ Caller can edit the message
¥ Caller can mark the message as urgent

55451
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M To Change Caller Message Options
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Changing Message Settings

M essage settings control how Cisco Unity announces your messages; they also
control some options for the messages you send:

Message types You can choose the types of messages for which
Cisco Unity announces count totals then plays when you
check messages by phone.

Message summary  You can choose the pieces of summary information you
information want to hear about messages before or after Cisco Unity
plays them (for example, sender, date, and time).

Logon greeting You can choose whether Cisco Unity plays your recorded
name when you log on.

Fax delivery phone  If you are using the fax option, you can have your fax and
number e-mail messages delivered to afax machine when you check

messages by phone.

Sound notification You can choose the sound that notifies you at your
computer when new voice messages arrive in your Inbox.

Message addressing You have three options for how you address messages to
other subscribers when you send messages by phone.

Cisco Unity User Guide
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M To Change Message Types

To Change Message Types

Cisco Unity announces counts of and plays new messages in the following order,
depending on the types of messages you choose to hear: urgent receipts, regular
receipts, urgent voice, regular voice, urgent fax, regular fax, urgent e-mail, regular
e-mail.

Cisco Unity then plays old messages in the same order.
With fax messages, Cisco Unity plays message summary information only.

Ef’; ActiveAssistant

Step1  Access the ActiveAssistant.
Step2  Under Message Settings in the navigation bar, click M essage playback.

Step3  Choose the types of messages you want to hear when you check messages by
phone. To hear the total number of a specific type, select that check box. To hear
no totals, clear all check boxes.

Step4  Click @l to save your changes.

Cisco Unity User Guide
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To Change Message Types ||

Shannon Delgado (7]

Message Playback

Playback options
¥ Greet me by name
Menu type:

& Full menus

© Brief menus

Announce the Number of:
M All new messages
All saved messages

72
™ MNew voice messages
™ Mew fax messages

-

MNew e-mail messages

Listening to a Message

¥ Announce sender's name

¥ Announce message number

I~ Announce timestamp before message

¥ Announce timestamp after message

Volume level
 Low
« Medium
© High

55452
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Hl To Change Message Summary Information

To Change Message Summary Information

g&  ActiveAssistant

Step1  Access the ActiveAssistant.
Step2  Under Message Settings in the navigation bar, click M essage playback.
Step3  Choose the summary information you want to hear about your messages.

Announce senders  Cisco Unity playsthe recorded name of the subscriber who
name sent a message.

Announce message  Cisco Unity announcesthe sequential number of amessage.

number
Announce time Cisco Unity announces the day, date, and time that a
stamp... message was received. Select either the “before” or “after”

check box.

Stepd  Click [l to save your changes.

Cisco Unity User Guide
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To Change Message Summary Information

Shannon Delgado (7]

Message Playback

Playback options
¥ Greet me by name
Menu type:

& Full menus

© Brief menus

Announce the Number of:
M All new messages
All saved messages

72

™ MNew voice messages
™ Mew fax messages
-

MNew e-mail messages

Listening to a Message

| ® Announce sender's nams

¥ Announce message number

I~ Announce timestamp before message

| ¥ Announce timestamp after message

Volume level
 Low
« Medium
© High

55453
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M To Change Your Logon Greeting

To Change Your Logon Greeting

P
ll“!;

17

N

Step 1
Step 2
Step 3
Step 4

ActiveAssistant

Access the ActiveAssistant.

Under Message Settings in the navigation bar, click M essage playback.

Choose whether to have Cisco Unity play your recorded name when you log on.

Click [l to save your changes.

Shannon Delgado @

Message Playback

Playback options
@—)> F Greet me by name
Menu type:

@ Full menus

C Brief menus

Announce the Number of:
M Al new messages
All saved messages

g
™ MNew voice messages
™ MNew fax messages

-

MNew e-mail messages

Listening to a Message

¥ Announce sender's name

¥ Announce message numper

™ Announce timestamp before message
W Announce timestamp after message

Volume level
C Low
@ Medium
C High

55454
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To Change Your Fax Delivery Phone Number Tl

To Change Your Fax Delivery Phone Number
Phone

Step1  Call Cisco Unity and log on.

step2 PressPI>H>HA.

Step3  After you hear the current number, press B to enter a new number,
or

press [ to keep the current number.

Table 1 Use These Keys Anytime

Key |Task Key |Task
B} [Cancel or back up B3 | Skip or move ahead

Cisco Unity User Guide
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H To Change Your Fax Delivery Phone Number

ActiveAssistant

Step1  Access the ActiveAssistant.

Step2  Under Personal Settings in the navigation bar, click Telephone.
Step3  Enter the phone number to which you usually want your faxes sent.
Stepd  Click [l to save your changes.

Shannon Delgado Q@

Personal Settings

Name

First name: Shannon

Last name: Delgado

- [————— —

Recorded name bt L
Telephones

Bxtension: 99995
Faxes

Fac 1D

Fax delivery number

Directory Listing

@——) F Listin phone directory

Change Phone Password

Enter new passwiord [
Confirm new password: [

Password last changed:  4/14/00 4:23:06 PM

Language

My language: English(United States) ~

55468
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To Change the Sound that Notifies You of New Voice Messages W

To Change the Sound that Notifies You of New Voice

Messages

m

Step 1
Step 2
Step 3
Step 4
Step 5
Step 6
Step 7

This option is available only if your computer has multimedia speakers.

Inbox

On the Outlook Tools menu, click ViewM ail options.

In the ViewMail Options dialog box, click the Notification tab.

Choose notification options.

To preview the sound for an option, click the corresponding [3.

To change the default sound for an option, click the corresponding Br owse button.
In the Browse Files dialog box, choose a sound (WAV) file, then click Open.

When the ViewM ail Options dialog box reappears, click OK to save your
changes.

Genera| Mofification ‘Recurdl P\aybackl

On new message

@_ W Play urgent message sound; Browse...
¥ Play new voice message sound Browse

0K Cancel Help

55455
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M To Change Message Addressing Settings

To Change Message Addressing Settings

ﬁ? ActiveAssistant
Step 1

Access the ActiveAssistant.

Step2  Under Message Settings in the navigation bar, click M essage addr essing.
Step3  Choose an option for addressing messages.
Step4  Click (&) to save your changes.

Shannon Delgado @

Message Addressing

Addressing Messages over the Phone

& By last name then first name

@— C By first name first

C By extension number

55456
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Changing Message Notification
Settings

Cisco Unity can call a phone or pager to notify you of new messages. When you
answer a notification call, you can log on to Cisco Unity immediately to check

your messages.
Cisco Unity calls a phone or pager based on notification schedules and options

that you set in the ActiveAssistant. For Cisco Unity to make notification calls, the
phone or pager must be enabled, or turned on.

You can turn notification on and off by phone, and change notification phone
numbers for your home phone, work phone, a pager, and a spare phone. In the
ActiveAssistant, you can do the same tasks for the same devices and for one
additional pager, five additional phones, and two text pagers.

Initial Setup of a Notification Device

The first time you set up a notification device, do all of the tasksin this section
for that phone or pager.

Caution

To set up multiple notification devices to function in a cascading or chaining
sequence, contact your system administrator for instructions. Without certain
settings, cascading or chaining notification may not work correctly.

[ 78-13316-01
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M To Enable or Disable a Notification Device

To Enable or Disable a Notification Device

By phone, you can turn notification on and off for your home phone, work phone,
a pager, and a spare phone. Additional notification devices can be turned on and
off in the ActiveAssistant.

Disabling a phone or pager does not delete its settings.

Phone

Step1  Call Cisco Unity and log on.
step2 Press@I>H> B

Step3  After Cisco Unity announcesyour notification status, pressthe corresponding key
for the phone or pager you want to change.

Table 1 Device Options

Key |Option Key |Option
B Pager B  Work phone
2 ] Home phone B Sparephone

Step4  Press [ to enable or disable notification to the phone or pager.

Table 2 Use These Keys Anytime

Key |Task Key |Task
B} [Cancel or back up B} | Skip or move ahead

Cisco Unity User Guide
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(]
s>

p
§

Step 1
Step 2
Step 3
Step 4
Step 5

To Enable or Disable a Notification Device 1l

Disabling a phone or pager does not delete its settings.

ActiveAssistant

Access the ActiveA ssistant.

Under Message Settings in the navigation bar, click M essage notification.

Choose the phone or pager you want to change.

Click Enabled or Disabled.

Click fal to save your changes.

Shannon Delgado

Notification Device

@—) Device: |Home Phone ~

Home Phone

Phone Number:

Extra digits:

Dialing options:
W Try to detect connection
™ Seconds to wait hefore dialing extra digits: :I

Status:
© Enabled @ Disabled

Notify me of:
hlessage Type  Only if urgent
I~ Al WMessages O
¥ Voice Messages =
I~ Fax Messages In
™ Email Messages I

Notification Schedule:

55457
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M To Change a Notification Phone Number

To Change a Notification Phone Number

By phone, you can change the notification number for your home phone, work
phone, a pager, and a spare phone. Additional notification numbers can be
changed in the ActiveAssistant.

When entering phone numbers, begin with any access code needed to make an
external call (for example, 9). For long-distance numbers, also include 1 and the
areacode. Usethe # key to add 1-second pauses, as necessary. Depending on how
Cisco Unity is set up, you may not be able to enter certain phone numbers.

Phone

Step1  Call Cisco Unity and log on.
step2 Press@I>H> B

Step3  After Cisco Unity announcesyour notification status, pressthe corresponding key
for the phone or pager whose number you want to change.

Table 3 Device Options

Key |Option Key |Option
B Pager B  Work phone
2 ] Home phone B Sparephone

Step4  Press [f] to change the notification number.

Step5  Enter the new number,
or
press [3 to keep the current number. (Enter only an extension when you use phone
numbers inside your organization for message notification.)

Table 4 Use These Keys Anytime

Key |Task Key |Task
Bl | Cancel or back up B | Skip or move ahead

Cisco Unity User Guide
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£'f-:Iis

Step 1
Step 2
Step 3
Step 4
Step 5

Step 6

Step 7

To Change a Notification Phone Number

When typing phone numbers, do not use spaces, dashes, or parentheses between
digits. Begin with any access code needed to make an external call (for example,
9). For long-distance numbers, also include 1 and the area code. Use commas (,)
to add 1-second pauses, as necessary.

Depending on how Cisco Unity is set up, you may not be able to enter certain
phone numbers.

ActiveAssistant

Access the ActiveAssistant.

Under Message Settings in the navigation bar, click M essage notification.
Choose the phone or pager whose number you want to change.

Enter the number of the phone or pager.

Enter any extra digits related to the phone or pager. These digits could be a
password or an access number that you enter to hear messages, or an ID required
by a pager.

Choose dialing options for the extra digits:

Try to detect... Cisco Unity automatically triesto detect aconnectionto the
phone or pager before dialing the extra digits.

Seconds to wait... After dialing the phone or pager number, Cisco Unity waits
thislength of time before dialing the extra digits. (You may
need to experiment with this setting. Try 6 seconds, then
increase or decrease the time as needed.)

Click [l to save your changes.

[ 78-13316-01
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M To Change a Notification Phone Number

Shannon Delgado @

Notification Device

Device: |Home Phone ~

Home Phone

Phone Number:

Extra digits:

Dialing options:
¥ Try to detect connection

297 7

Status:
© Enabled & Disabled

Notify me of:
Wessage Type  Only if urgent
I~ All Messages

<

¥ Voice WMessages

il

I" Fax Messages

1

I~ Email Messages

Notification Schedule:

| ™ Seconds to wait before dialing extra digits: j

|»

55458
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To Change the Address and Text Settings for a Text Pager

To Change the Address and Text Settings for a Text

Pager

Step 6

Step 7
Step 8

ActiveAssistant

Access the ActiveAssistant.

Under Message Settings in the navigation bar, click M essage notification.
Choose the text pager whose settings you want to change.

Enter the e-mail address of the text pager.

Enter the Cisco Unity external phone number. The number appears at the end of
the text display.

If you have a text-compatible cellular phone that you set up as a text pager, you
can activate the phone’'s automatic callback function when this number is
displayed.

Enter any text you want displayed on the pager (for example, “You have voice
mail”).

Choose whether to include message counts as part of the text display.

Click /@l to save your changes.

[ 78-13316-01
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M To Change the Address and Text Settings for a Text Pager

Shannon Delgado

Notification Device

Device: [Text Pager 1 »

Text Pager 1

To: (E-mail address)

‘sdelgadu@ciscu.cnm

From: {Phane number)

Send:

> Text ‘yuu have voice mail.

00T 9

Status:
¢ Enabled & Disabled

Notify me of:
Message Type |\Only if urgent
I All Messages r
¥ Voice Messages r
I~ Fax Messages r

——» ¥ Include voice mail, s-mail, and fax counts

55460
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To Change the Types of Messages About Which You Are Notified

To Change the Types of Messages About Which You
Are Notified

Step 1
Step 2
Step 3
Step 4
Step 5

ActiveAssistant

Access the ActiveAssistant.

Under Message Settings in the navigation bar, click M essage notification.
Choose the phone or pager whose message types you want to change.
Choose the types of messages about which you are notified.

Click fall to save your changes.

[ 78-13316-01
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M To Change the Types of Messages About Which You Are Notified

Shannon Delgado @

Notification Device

@—) Device: |[Home Phone

Home Phone

|»

Phone Number:

Extra digits:

Dialing options:
¥ Try to detect connection

I~ Seconds to wait before dialing extra digits: j

Status:
© Enabled & Disabled

| Notify me of:
Message Type |(Only if urgent
I~ All Messages r
¥ ‘Voice Messages Icd

I" Fax Messages

I~ Email Messages

55461
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To Change a Notification Schedule

To Change a Notification Schedule

Step 5

ActiveAssistant

Access the ActiveAssistant.

Under Message Settings in the navigation bar, click M essage notification.

Choose the phone or pager whose schedule you want to change.

Click the blocksto change between inactive and active hours. Cisco Unity makes
notification calls during the active hours, if you have new messages.

You can use the Copy day’s schedule function—below the schedule—to copy
one day’s schedule to other days.

Click [al to save your changes.

Shannon Delgado

®0

Notification Device

@—) Device: |Home Phone ~

6 AM
8 AM
10 AM
@— 12 PM
2PM
4PM

5 P

¥7Copy day's
schedule

Sun

Notification Schedule:

Click individual blocks to set hours:

=
=1

n

R RN AN N RN AN N NN NN

Sun hon

Tue Wved
g g
- -
- -
- -
- -
- -
- -
~ -~
~ -~
~ -~
~ -~
Tue Wed

Monday

| = [All Weekdays ~|

= Inactive e = Active

|»

-
=
o
=

L Sat

R RN AN N RN AN N NN NN
ANANENENANANENANEANENEN

Thu Fri Sat

Copy day’s schedule:
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M To Change Notification Options

To Change Notification Options

Use these options to set the timing and frequency of the calls that Cisco Unity
makes to notify you of new messages.

o)

=

Step 1
Step 2
Step 3
Step 4

Step 5

ActiveAssistant

Access the ActiveAssistant.

Under Message Settings in the navigation bar, click M essage notification.

Choose the phone or pager whose notification options you want to change.

Choose options for the phone or pager:

Send initial
notification...

Restart notification...

Repeat notification...

If device does not
answer

If device is busy

If notification fails...

Cisco Unity makes the first notification call this many
minutes after a new message arrives.

Cisco Unity makes a notification call each timeyou receive
anew message.

Cisco Unity makes regular notification calls at the interval
you set, as long as you have new messages.

Cisco Unity follows your settings for an unanswered
device.

Cisco Unity follows your settings for a busy device.

When Cisco Unity cannot reach the phone or pager, it can
call an alternate device that you choose here. The alternate
device must be enabled; it follows its own settings and
schedule, not the settings and schedule for the deviceit is
backing up.

Click [l to save your changes.

[l Cisco Unity User Guide
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To Change Notification Options

Sh

nnon Delgado

Notification Device

Device: |Home Phone »

11 PM

Sun Mon Tue Wed Thu Fri Sat

Copy day's . )
soheduls: Monday J P ‘AII Weekdast Copy day's schedule:

7Notification Options:

Send initial notification after how many minutes? rjl
& Restart notification each time a new message arrives
© Repeat notification if there are still new messages after this many minutes: l_
If device does not answer
YWait for how many rings before hanging up? Fjl
Try again how many times? ’4_ﬂ
How many minutes to wait between tries? ’?ﬂ
If device is busy
Try again how many times? Fﬂ
How many minutes to wait between tries? ,57j|

If notification fails, notify me at. [Mone hd

<]
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M To Change Notification Options
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Changing Private List Settings

Use private liststo create your own groups of voice message recipients. When you
address a voice message to one of your privatelists, all of the recipientson thelist
receive the message.

Cisco Unity provides 20 empty lists for you to personalize. Only you can access
your private lists.

You can send only voice messages to your private lists, and you can send those
messages only by calling and logging on to Cisco Unity. You cannot send
messages from your Inbox to your private lists.

Cisco Unity User Guide
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Hl To Change the Name of a Private List

To Change the Name of a Private List

Step 1
Step 2
Step 3

Step 4

The name you enter and record here is for verification purposes only. When you
address a voice message to a private list, you addressit in number mode, by using
alist number (1 through 20). After you enter a private list number during
addressing, Cisco Unity plays the recorded name so you can confirm that you
have chosen the correct list.

Phone

Call Cisco Unity and log on.
Press@d>E>0> A

Choose the private list whose name you want to change by pressing the number
of thelist.

Press ] to record the name.

Cisco Unity User Guide
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y
»

EE.L

Step 1
Step 2
Step 3
Step 4
Step 5

Step 6
Step 7

To Change the Name of a Private List

ActiveAssistant

Access the ActiveAssistant.

Under Message Settings in the navigation bar, click Private Lists.
Choose the private list whose name you want to change.

Enter a name for the list.

On the Media Master control bar, click & and record the list’s name with your
recording device:

¢ For aphone, pick up the handset when the phone rings, wait for the tone, then
speak into the handset.

¢ For amultimedia microphone, wait for the tone, then speak into the
microphone.

When you finish recording, click = .

Click @l to save your changes.

!

Shannon Delgado ®e

Private Lists

Choose Private List: |1 : Soccer team »

1:Soccer team

PP YT

Name of list: |5Em[:er team
I

Recorded name: ¥ —
00 00 “Wolume

CUITENT WMIEMDEers ar 1 soccel” team

| Avery Hughes |

eI

Jaime Garcia

Li Cho

Dylan Stein Change Members

55464
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M To Change the Members of a Private List

To Change the Members of a Private List

Step 1
Step 2
Step 3

Step 4

Each private list can contain up to 25 members. Other private lists cannot be
members of aprivate list. However, apublic distribution list can be amember of a
private list.

Phone

Call Cisco Unity and log on.
Press@d>E>0> 8.

Choose the private list whose members you want to change by pressing the
number of the list.

After Cisco Unity plays the name of thelist, use the following keysto change the
members.

Table 1 Change Member Options

Key |Option Key Option

B Addaname 8 Remove a name

B} | Hear the namesin the list B3 B3 | switch between spelling mode
and number mode

Cisco Unity User Guide
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&®
Step 1
Step 2
Step 3
Step 4

Step 5

Step 6

Step 7
Step 8
Step 9
Step 10

To Change the Members of a Private List

ActiveAssistant

Access the ActiveAssistant.
Under Message Settings in the navigation bar, click Private Lists.
Choose the private list whose members you want to change.

Click Change M embers. The Change Private List Members dialog box appears,
which you use to search for each subscriber or public distribution list that you
want to add as a member of your private list.

Choose a search method in the By list: Display Name (full name), Extension, First
Name, or Last Name.

Enter the full name, extension, first name, or last name in the Look For box, then
click Find.

You can enter an asterisk (*) to list all subscribers and public distribution listsin
your organization. The wildcard character also can be used to search for partial

matches (for example, K* resultsin alist of all names beginning with the letter
K).

To add the name to the list, click it in Matching Names, then click »>|.

To delete aname from the list, click it in <List Name> Members, then click <<|.
Click Save to save your member changes.

If you made other changes to the private list, click (3l to save your list changes.
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S

nnon Delgado

Changing Private List Settings |

7

®0

Private Lists

@—)> Choose Private

Change Members of: 1:Soccer team

List: [1

1:Soccer team

——

|E)k for:

MName of list

Recorded name

Current Members

g
Chris Durand
Jaime Garcia
Li Cho

Dylan Stein

By: | Display name =
Find

Matching names:

Socce

-

Administrator

g

of 1 Aki Nakamura. Chris Durand
Carson Smith = Jaime Garcia
Example Administra Li Cho
Example Subscribe <= | |Dylan Stein
Jesse Martin
Kelly Bader
Margaret Wu ﬂ

save | Cancel

[l Cisco Unity User Guide
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Reference Information

Cisco Unity phone number, internal

Cisco Unity phone number, external

ID (extension)

ActiveAssistant Web site address

Server name

System administrator’s name

System administrator’s phone number

Cisco Unity User Guide
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text settings for text pager 1-93 , ,
e-mail address, changing for text pager 1-93
what you hear when you answer calls 1-66 _
) e-mail messages
checking )
checking 1-16
messages 1-15, 1-16

closed greeting 1-57

conversation

hearing over the phone 1-1
enabling

] greetings 1-58, 1-61
changing menu types 1-48

Help 1-8

Cisco Unity User Guide
m. 78-13316-01 |

notification device 1-88




enrolling on Unity 1-3,1-4
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fax messages
changing delivery number 1-83
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delivering 1-16,1-77
sending from a document program 1-30
sending from Outlook 1-31
viewing 1-19

forwarding messages 1-35

full menus, changingto 1-48

holding, changing 1-70
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changing addressing settings 1-86 alternate device 1-98
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time stamp, hearing 1-80
transfer. See call transfer

U

unified messaging 1-1
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about 1-9
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