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Welcome to

With CallPilot Desktop Messaging from Nortel Networks you can access your CallPilot
mailbox from your personal computer. You can manage all your voice messages in one
graphical interface. You can still access your mailbox from your telephone at any time.

With CallPilot Desktop Messaging you can:

listen to voice messages

record and send voice messages

forward and reply to voice messages

add message options such as urgent and private
change your CallPilot password

* & & o o

Refer to the online Help available with CallPilot Desktop Messaging for detailed information
not covered in this guide.
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Use your CallPilot password to log on to Desktop Messaging.

To log on from Microsoft Outlook, Lotus Notes, or
Novell Grou.pW|se Q Server [tomactial
1 Open Ml_crosoft Outlook, Lotus Notes, or Novell SMTPAPIM prefs: 1416537
GroupWise.
. . Mailbox: [1234
2  Type your CallPilot password in the Password box. . y |
ageword. T
3 Click the OK button. _
= e
ak. I Cancel |
To log on from an Internet mail application
1 Open your Internet mail application. The Password
window is similar to the one shown. R L w138 e
2 In the Password box, type your CallPilot password.
3  Click the OK button. ™1
| Cancel |

Remote logon

You can log on to your CallPilot mailbox from any computer that has Desktop Messaging installed and
configured in the same way as your office computer. For example, you can use a computer that is set
up for guest access, or your home computer with a dial-up connection to the server.
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Changing your GallPilot password

You can change your CallPilot password from Desktop Messaging or from your telephone.
To access CallPilot Password Change from Microsoft Outlook
1 In your Inbox, on the Tools menu, click Services.
The Services dialog box appears with the Services tab open.
2 Select CallPilot Desktop Messaging, and click the Properties button.
3 On the General tab click the Change Password button.

To access CallPilot Password Change from Lotus Notes
1 Inyour Inbox, on the Actions menu, click CallPilot Configuration, and then click the General tab.
2 Click the Change Password button.

To access CallPilot Password Change from Novell GroupWise

1 Inyourinbox, on the Tools menu, click CallPilot Desktop Messaging, select CallPilot Desktop
Messaging Options, and then click the General tab.

2 Click the Change Password button.

To access CallPilot Password Change from Internet mail applications

You must have the CallPilot Player installed on your computer.

1 Click the Windows Start button, select Programs, select Nortel Networks CallPilot Desktop
Messaging, and then click CallPilot Player.

2 On the Tools menu, click Options, and then select the IMAP Server Configuration tab.

3 Click the Change Password button.

To change your password

1 Inthe Old password box, type your current
password.

2 Inthe New password box, type your new password. Q
3 Inthe Validate password box, type your new
password again.

4  Click the OK button. 0K | Cemea)

0ld pazsword: I *******

xxxxxxxx

Mew password: I

xxxxxxxx

Walidate password: I

Welcome to CallPilot Desktop Messaging




CallPilot supports two types of voice files: wav and vbk.

If you want to send messages to external recipients who are not on your CallPilot system, you can
configure CallPilot to use the format that is appropriate for the recipient.

To configure CallPilot to automatically use the format that is appropriate for your recipients

1

2
3

4
5

On the Tools menu click Services.
The services dialog box opens.

In the list select CallPilot Desktop Messaging.

Click the Properties button.
The CallPilot dialog box opens with the General tab open.

Select the Use CallPilot form check box.
Click the OK button.

Now when you send messages to CallPilot and non-CallPilot recipients, CallPilot automatically sends
the message in the format that is appropriate for the recipient.
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You can use CallPilot Desktop Messaging with Outlook 98, Outlook 2000 and Outlook XP. When you
open Microsoft Outlook, your CallPilot messages appear in the Inbox under the CallPilot Message
Store. From the Inbox, you can open, move, copy, delete, forward, and reply to messages, and

compose new

messages.

The CallPilot indicator in the Windows system tray turns red when you have a new message.

The CallPilot To open a Read receipt shows New messages To create a new
Message message, double- that your message was appear in bold message, click
Store click the message opened by the recipient the New CallPilot
contains line Message icon
your
received, & Inbox - Microsoft Outlonk o [=]E3]
sent, and | Ble Edt Wiew Favorites IS Actions Express Help |
: Eitew - | & | DY X | Gooly #BReply to Al 4 Forward | (25 Sen\Receive | 2o Find $qOrganize | — T
deleted
CallPilot
messages Foldy List x| [#] T[N g From [ Nubyect |Received © \ [=]
= CallPilat Message Store @& Kirchmaier, Cheryl [WIC:9T8... REad: Tomorrow's meeting  Mon 2/4/2002 224 PM
(3 Deleted ltems Sewell, Seott [BWW:9BZ1:EXCH]  RE: CP Mini Message Metworkin... Mon 2(4/2002 1:34 PM
B Inbox =) Postey, Patricia [WIC:DSS0:EXCH]  printing duplex Mon 2/4/2002 1:13 P
When vou 4 Outhos =] Levchuk, Liza [WICG:DSB0:EXC... Re: Feedback request Man 2/4/2002 1:12 PM
y S Sent liems | Levchuk, Liza [WIC:D580:EXC... Yacation request Mon 2/4/2002 1:09 PM
delete a =g g“?:‘ Tzdal’ [Maibox - L Ny Dhaliwal, Hardeep [WICSTEHE.., Documentation Wed 1/30/2002 10:52 AM
N alendar o Fraser, Brent [WIC:DSS0:EXCH]  Vacation Database updated Wed 1/23/2002 10:43 AM
message frqm N @ g”‘”t‘“j £\ @ Waeyen, John [WIC:DSB:EXCH]  RE: new windows Fri 11/16/2001 3:3¢ AM
your Inbox, it % DEE‘E tems ) [ATAIGTEHEXCH] Lokus Motes Fri 6/20/2001 4:41 A
rafts — o
moves to the B Inbox (3] [ R support RESPONSE Mol 103 £
3 Joumal
Dot 517
. £ Outbox
573 Sent ltsms
delete 5 T
meSSageS []--% my folders
ermanent! B0 Public Folders
p YV | 2 I
from your
CallPlot 10 Items, 3 Unread \ \
|
X o\
mailbox, empty Exclamation mark shows Paperclip icon shows \Date and
your Deleted that this message is that this message has time
ltems folder. urgent an attached file received

To work offline

To work offline, you need a computer that has Desktop Messaging installed and configured in the
same way as your office computer.

1 Log on to Microsoft Outlook.

2 On the Tools menu, click CallPilot Desktop Messaging, then click Download all CallPilot
Messages.

3  After the messages download, log off.

4 When you log on again, you can choose to work offline. While you work offline, you can review

your messages and record new messages from your computer. CallPilot stores your new
messages in your Outbox and sends them the next time you log on to the CallPilot server.

6
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Playing a message

To play a voice message
To open a voice message, double-click the message line. The CallPilot Player appears.

You can choose to play your voice messages from your telephone or your computer by clicking the
Telephone or Computer icon on the CallPilot Player. You can change this selection at any time. If you
select Telephone, the phone rings when you open a message, and the message plays when you

answer. If you select Computer, your messages play through your computer’s speakers or your
headphones.

Reply Reply to all Forward

[l¥ CaiPilot Playey - (7400) 0:N8 Yoice Meszage

Open next
Filz  Edit “Sgmmands\ Tools Help /message
Slul R[] alet—
Delete
message From:  fahn Smith
T MARION STIRRETT Open previous
[
- . Ce: message
Position in _ _—
message Subject: |[?4DD] 0:08 Yoice Message
Delvens [Momal - Sensitivity:IF'ublic v[ 2417400 1:27 PM
Durationof | ooz
message | J \| T NQRTEI.
: NETWORKS /_Status
Play/replay
\
\h/],l |«| «| »| W| @] Flaving..
; Click to play
Stop/ — R 4 messages from
/ your computer
Adjust volume—"" c
d lick to play
\ messages from
Go to start Skip Gotoend your telephone

of message Skip back  forward of message Adjust speed

To change your audio device

1 On the CallPilot Player by click the Telephone or Computer icon.
Or

1 In your Inbox, on the Tools menu, click Services.
2 Inthe list, select CallPilot Deskiop Messaging and click the Properties button.

3 Click the Audio tab, and from the Audio device option select Telephone or Computer and click
the OK button.

To change the telephone number that CallPilot dials to play your voice messages
1 On the Audio tab select Telephone as your audio device, and then change the telephone number.
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You can record a voice message from the CallPilot player. The message you record can be a new
message, a reply to a received message, or an introduction to a forwarded message. Before you send
the message, you can add voice message attachments and options.

To record and send a voice message

You create a voice message by opening a new CallPilot message and recording a message from your
computer or your telephone. You can send the message or save it to send later.

1 On the Microsoft Outlook toolbar, click the New CallPilot Message icon.

2 On the CallPilot Player, click the Record button to start recording.

3 If you are recording from the computer, record your message into the microphone. Click Stop to
end the recording. The message can be a maximum of 10 minutes.
If you are recording from the telephone, answer when it rings. At the tone, record your message.
Click Stop to end the recording, and then hang up. The message can be a maximum of 10
minutes.

4 Click To to open the CallPilot or Personal Address Book, or type the formatted address in the
To field. For addressing information, see “Addressing a message” on page 10.

5 Add attachments and options if required. See Adding attachments on page 9 and Setting Message
options on page 11.

6  On the toolbar, click the Send Message icon.

[I¥ CallFilot Player [_[o] =] )
File Edit Commands Tool: Help .Cllck the Telephone
= Gincam i, icon tp open the
Send message il e CallPilot Player, and
Save message To.. | [Doe. dare then record your
. . m
Click to go to the Bc;l essage
CallPilot or Personal —IS :C"'l Vo Ve
Address Book HHEE i ]
__—Deliveny: INormaI ﬂ Sensitivity:IPuinc ﬂ F E::\?err;c;:f;pt C.Ilck. the Attach
Message options: File icon to attach
¢ Urgent or Normal | — TEL a voice file
DeliVery i Voice NETWORKS
e Public or anvate esade Click to record all
« Read receipt | ] ] e ,’J| |_messages from
i 4 »\— » your computer
| Clickto record all
/| ~messages from

your telephone
Stop Adjust volume Record Adjust speed

To save a newly created voice message as a file
You can record a voice message and save it to use later.
1 In anew CallPilot message, record a message, and on the File menu, click Save as.

2 Inthe File name box, type a name for the file, select a folder to keep the file in, and then click the
Save button. Save a voice file as a vbk file if all your recipients are CallPilot users. If some
recipients are not CallPilot users, save a voice file as a wav file.
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Forwarding and replying to a message

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

can be a maximum of 10 minutes.

To forward or reply to a message

3 In an open message, click the Forward,
Reply, or Reply to all icon.

4 Follow the steps for recording a message in
“Recording a message” on page 8.

5 Address the message the same way that you
address a new message. See Addressing a
message on page 10. If you are replying to a
message, your reply is addressed
automatically.

You can change the subject line before you send
the message. The subject can be a maximum of 80
characters.

Note: Do not use the right-click menu to forward a
Desktop Messaging message. To forward a message,
either:
e open the message and forward it from the CallPilot
window
or
e select the message in the Outlook Inbox and forward
it from the Outlook toolbar.

[ callPilot Plaper [_ O] %]
File Edt Comman Help
EFETENE 70
|
To.. | [Doe. Jane R—
Cc...
Beo
Subject: [P (7400) 0:08 Voice Message
Defveg [Nomal ] Serstvty[Putle =] || pemoctt
—
—————— NQRTEL
i i NETWORKS
A R e

&

¢ » —+ » s

Before you send a message, you can attach a voice file to it. The message can be a maximum of 10
minutes. You can send either vbk or wav files to CallPilot recipients. Voice files that you send to
recipients who do not use CallPilot must be wav files. For more information see Sending a message to

an external recipient on page 5.

To attach a file to a message

1 In a new CallPilot message, click the Attach
File icon.

2 Browse for the name of the voice file that you
want to attach, or type the name of the file in
the File name box. The files you attach must
be in wav or vbk format.

3 Click the Open button to attach the file and
return to the new CallPilot message.

I CallPilot Player (0]
File Edit Commands Tools Help
=|BE] Bl
To. Dae, Jane
EN oo
Bec.. o
e Loskin | 4 ORGTO7SH B £l
Subject: P [F40C 5 —I —I l_—l
e il
Deiven: [Womal | () Famest it
- Speschvbk
P Speechway
|
Text Message
o Fiename: [ Open |
Message
8 Files oftype: [ Files [“wa ook - ot] =l Cancel
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The CallPilot Address Book contains the names and addresses of everyone on your local CallPilot
server. You cannot edit this list. To use the CallPilot Address Book, download it to your computer.
To download the CallPilot Address Book

1 Inyour Inbox, on the Tools menu, select Services.

2 Onthe Services tab, select CallPilot Desktop Messaging.

3 Click the Properties button, and then click the Address Book tab.

q

Click the Download now button. To refresh the list on a regular basis, select the Remind me
check box and enter the number of days between reminders.

5 Click the OK button to return to your Inbox.

To add CallPilot addresses to your Personal Address Book

You can add CallPilot addresses to the list of e-mail addresses in your Personal Address Book. You can
distinguish between CallPilot and e-mail addresses by adding “CallPilot” after the recipient’s name.

To add an address to your Personal Address New CallPilot Address Properties [x]
Book Eusmessl Phane Numhelsl Notel) CALLFILOT - General I
1 Double-click a name in the CallPilot Address Display name: Jrohn smith
BOOk. Local CallPilat server: |tormactr|a|.ca.nartel.com
2 In Properties, click Add to Personal Address | faiatics tne e abox =
BOOK Address information
: ’7Network mailboz: I ‘
. Enter the network mailbox number. & network mailbox number is the
To create an address and add it to your number you nomally Use to address 3 messags to the recipient using
Personal Address Book o o e s A e e
the remote server is not defined, create an Open AMIS of Open YPIM
1 On the Tools menu, select Address Book. entry.

2 On the File menu, click New Entry. Select
CallPilot Address, select Put this entry in the
Personal Address Book, and then click OK.

3 Click the CallPilot - General tab and select the Send Optins...
appropriate address type from the CallPilot
address type list box. Enter the required = II e ce ik
address details. Refer to the online Help for the
correct addressing formats.

4  Click the OK button.

To address a message from your CallPilot or Personal Address Book

In a new CallPilot message, click the To button.

From the Show names list select CallPilot Address Book or Personal Address Book.
Select the name of the recipient.

Click To ->. You can select one or more addresses and click To -> after each one.

Click the OK button to return to the new CallPilot message.

a Hh WON =

To address a message manually

You can type an address directly into the To field of a new message. Enclose the address in square
brackets. Refer to the online Help for the correct addressing formats.

10 CallPilot Desktop Messaging for Microsoft Outlook




In a new CallPilot message, you can set priority, sensitivity, and acknowledgment options.

To set Delivery priority for a message

Select Urgent, or leave the setting as Normal. The LI — I i
Economy option is the same as the Normal setting.

= =] E2e]

To set Sensitivity for a message ﬂ Doe. Jens
Cc
Select Private, or leave the setting as Public. oo |

Subjact [7oics Message

The recipient can forward messages that you send Dalvery [Urgert =] Serstiay [Prvate. ¥ | g
as Private. Also, recipients in non-CallPilot systems =
may not be informed of Private settings. In your ST | NeRmL

message, tell the recipient that the message is
-
Private. L2 L T A BT
== F » —— » &g

To request a Read receipt

Select Read receipt to request acknowledgment
that the recipient opened the message. Delivery
receipt is not supported.

When you delete a message in Microsoft Outlook, the message moves to the Deleted Items folder.

Outlook permanently deletes these messages from your CallPilot mailbox when you exit Outlook. The
messages are deleted immediately when you exit.
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When you open Lotus Notes and log on to CallPilot Desktop Messaging, you are in the Workspace at
Office window.

To open your CallPilot Inbox, click the Mail icon, click Folders and Views, and then click CallPilot
Desktop Messaging. Your Inbox contains your received, sent, draft, and deleted CallPilot messages.
From the Inbox, you can open, move, copy, delete, forward, and reply to messages, and compose new
messages.

The CallPilot indicator in the Windows system tray turns red when you have a new message.

To open Desktop _ To create a new Moves a To open a Downloads all
Messaging, double-click the  message click New ~ message to message, double- CallPilot messages
Mail icon in the Workspace  CallPilot Message the Trash click the message

at Office window line

CallPilot Desktop Messaging',Inbox - Lotus Notes —al x|
Fle Edit View Create Actions Help @ b D QQ\ @
[ wecome (2 CalFiot Desktop Messfaingirbux notes

% New caupun/Massage Delete aneTnFn " meard Haply @Hapmmn Dn!cvnlnadAHMessagest_

_“@ Who =[pate ~|  Subiect

1 3 Inbax

57| I g

1 I Sent ; .

@ 2 A\Tgn:umgmg £’ Unknown 12/08/2001 12:26 PM [736E) Real receipt SUbJeCF ShOWS

| T Tesh B LINDA SZOSTAK 12/05/2001 0242 FM (7603] 003 Volge Messa sender’s phone

[ S Discussion Threads Diane Boutilier 12/06/2001 08:50 PM [7241) 0:05 Yoick Message number

3 Rules * = gon Stinett 12/08./2001 08:53 PM [73EE) 0:02 YoiceYessage

— Stationery

3 Group Calendars

=

@ w = /CalPilat Deskiop Mess

/=l Diafts
@ = =
| o *| Using database on ptordlbe-01Alodeph T *| 2| Offiee ‘€|
3

To open your Star |lcon Exclamation mark  Sleuth icon Read receipt shows
Inbox, click indicates a new shows that this shows that this that your message was
Folders and Views, then message message is messageis  opened by the recipient
CallPilot Desktop Messaging Urgent Private

To work offline
See the instructions in the online Help for configuring Desktop Messaging so that you can work offline.

To retrieve your messages before you work offline
1 Log on to Lotus Notes, open your Inbox, and on the Actions menu, click Download All Messages.

When you want to work offline, log off and restart Lotus Notes in Island mode. You can then review your
messages and record new messages from your computer. Lotus Notes stores the messages you send
in Island mode and sends them the next time you connect to the CallPilot server. You can log on to
CallPilot from Island mode.
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Playing a message

To play a voice message
To open a voice message, double-click the message line. The CallPilot Player appears.

You can choose to play your voice messages from your computer or your telephone by clicking the
Telephone or Computer icon in the CallPilot Player. You can change this selection at any time. If you
select Telephone, the phone rings when you open a message, and the message plays when you
answer. If you select Computer, your messages play through your computer’s speakers or your
headphones.

[[¥ CallPilot Player - (F400) 0:08 Voice Message [ [O0]
Move File Edt Commands Tool: Help | —Reply to All
message to 3 W
Trash | D Reply
Fram: |.J0hn Smith ——— Forward
To: [MARIGN STIRRETT
Position in Lo |
message Subject: |[?4DD] 0:08 Voice Meszage
DelivemdMomal = | Sensitivity: I Public VI 2M7001:27 P
Eg:st:)qne()f _ o e
~ — — 0005 NEIRTEL
' . . 0 . NETWORKS .
PIay/repIay\ Click to play all
: 44| » s messages from
Stop ' ) I/ | | &Il J | /your computer
. i il =3 .
Adjust volume— <B: » -‘!< Click to play all
| ——messages from
your telephone
Go to start Go to end Adjust speed
of message Skip back Skip forward of message

To change your audio device

1 On the CallPilot Player by click the Telephone or Computer icon.
Or

1 In Lotus Notes, on the Actions menu, click CallPilot Configuration.
2 Click the Audio tab, and select Telephone or Computer.

To change the telephone number that CallPilot dials to play your voice messages

1 On the Audio tab make sure that Telephone is selected as your audio device, then change the
telephone number.
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To record and send a voice message

You create a voice message by opening a new CallPilot message and recording a message from your

computer or your telephone. You can send the message or save it to send later.

1 In the CallPilot Desktop Messaging Inbox, click the New CallPilot Message icon.

2 On the CallPilot Player, click the Record button to start recording.

3 If you are recording from the computer, record your message into the microphone. Click Stop to
end the recording. The message can be a maximum of 10 minutes.
If you are recording from the telephone, answer it when it rings. At the tone, record your message.
Click Stop to end the recording, and then hang up. The message can be a maximum of 10
minutes.

4 Click To to open your personal Address Book, or type the formatted address in the To field.
For addressing information, see Addressing messages on page 16.

5 Add attachments and options if required. See Adding attachments on page 15 and Setting
message options on page 17.

6 On the toolbar, click the Send Message icon.

[E CallFilot Player H=] E3

File Edit Commands Tool: Help Click the Attach
Send Message——— Al File icon to

/%1@| %l ml&l*/ attach a voice

Save ane Dos file

Ll
Opens the Personal /' |gec. | Click the Telephone
Address Book. You Subject; [¥oice message icon to open the

must use CallPilot
addresses, not

I” Fead receipt |_CallPilot Playel’,

Delivey: [MNormal =] Sensiiviy: [Publiz =] ™ Deliven recsipt and then record

e-mail addresses. % : your message

M i Text Mescage J , Nﬁn!.%}o“s
essage options: .

« Urgent or Normal e TR 22 2T _,J | S]I"ecs‘;go ;Zcf? (r)%all
Delivery = /@/ 4 / 9

o Public or Private Mﬁ?‘;‘; ~‘

* Read receipt

Yl your computer
Click to record all

\messages from

#| your telephone

Adjust volume Record/Stop Adjust speed

Stop

To save a newly created voice message as a file

You can record a voice message and save it as a file to use later.
1 In anew CallPilot message, record a message.

2 On the File menu, click Save as.

3 In the File name box, type a name for the file, select a folder to keep the file in, then click Save.
Save a voice file as a vbk file if your recipients are CallPilot users. Save the file as a wav file if
some of your recipients do not use CallPilot.
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Forwarding and replying to a message

You can forward a voice message and record an introduction to send with it. You can also record a reply to
the sender of a message, or to the sender and all the recipients of a message. The message can be a
maximum of 10 minutes.

To forward or reply to a message [IE CallPilot Player [=[o[X]

1 In an open message, click the Forward, iér%';l;l ;p
Reply, or Reply to all icon.

To. ane Dae
2 Follow the steps for recording a message on ﬁ

page 14. [E]

Subject: [P/ [7400] 0:17 f/oice message
3 Address the message the same way that you Detve [Fomal =] Senstt[Putic =] |- Decaieee
address a new message. Refer to “Addressing 7 _
? 16. If lyi Ed o TEL
a message” on page 16. If you are replying t0 @ |rexmessse — NORTEL

message, your reply is addressed ——
automatically. I | Mﬂ#ﬂ 2| :
Yo & —F— ¢ » —+— " =

Messags

You can change the subject line before you send the
message. The subject can be a maximum of 80
characters. 7

Note: Do not use the right-click menu to forward a
Desktop Messaging message. To forward a message,

either:

e open the message and forward it from the CallPilot
window
or

e select the message in the Inbox and forward it from
the toolbar.

Before you send a message, you can attach a voice file to it. You can send either vbk or wav files to CallPilot
recipients. Voice files that you send to recipients who do not use CallPilot must be wav files. For more
information see Sending a message to an external recipient on page 5.

To attach a file to a message

1 In a new CallPilot message, click the Attach 8 CallPilot Player o[
File icon. Eile Edit Commands Iperessh
. F 2| &|klz
2 Browse for the file you want to attach or type o (e —
the name of the voice file in the File name box. = N e L E—
The files you attach must be in wav or vbk oo e
format Sutiect ¥ 1 {13 oy i
) Delivery W Spesch vtk
3 Click the Open button to attach the file and 7 speschnay
return to the new CallPilot message. v
| Fii name m — &S

Viejm Files of tpe:  |[Files [* ware* bk, b~ ] =l Cancel

Message

iy
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To address a message manually

You can type an address directly into the To box of a new message. Enclose the address in quotation
marks. Refer to the online Help for the correct addressing formats.

You can download the names and addresses of any CallPilot users on your Lotus Notes server to your
personal Address Book. After you download this list, you can add to it or edit it.

To download CallPilot addresses to your personal Address Book

1

2

W

For automatic download, in your Inbox, on the Actions menu, click CallPilot Configuration, and
then click the Address Book tab.

Select Download address book at logon, then click the OK button.

Or
For manual download, in your Inbox, on the Actions menu, click CallPilot Configuration, then
click the Address Book tab. Make sure the Download Address Book at logon box is not checked.

In the Workspace at Office window, double-click the Address Book icon.
In your personal Address Book, in the left pane, click People (CallPilot).
On the Actions menu, click Download CallPilot Address Book.

To add names to your personal Address Book

You can create a CallPilot address manually and
add it to your personal Address Book. =
_ - W e | Foe | |
1 Double-click the Address Book icon in the S et bime &
Workspace at Offlce WlndOW. Stimett's Address Book - Peopl: Name
[ AddPerson || A Ecit Persc First rame: P John,
2 Select People (CallPilot), and then click the Y —T— Lest rarme EET
Add Person bUttOﬂ. ggf:";i"ies Full user narne: John Srnith
3 Enter at least a Last Name and First Name. s thai oL TS
4  Click the arrow beside CallPilot Address to P Eae ST T Ter—
open the CallPilot Address Assistant. Select I " G, Cotiedes T Ao E
the appropriate address type.
5 Inthe Address dialog box, enter the required details. Refer to the online Help for the correct
addressing formats.
6 Click Add Address to Personal Address Book, and then click the OK button.
7 In Person (CallPilot), click the Save button, then click the Close button.

To address a message from the address book

1

2

In a new CallPilot message, click To and select either the CallPilot address list on your Lotus Notes
server, or, in your personal Address Book, select People or Groups (CallPilot).

From the Name list, select the name of the recipient.
Click To ->. To select one or more addresses, click To -> after each one.

Click the OK button to return to the new CallPilot message.
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In a new CallPilot message, you can set priority, sensitivity, and acknowledgment options.

To set Delivery priority for a message

Select Urgent, or leave the setting as Normal. The [T =B
Economy option is the same as the Normal setting. S EECE
To set Sensitivity for a message (7o | frane oo
Select Private, or leave the setting as Public. EE:||
Subject: Voice message
Be aware that messages you send marked Private De."vg,y T M
can be forwarded by the recipient. Also, recipients = i
|Fr: _nortw-CaItItl_Dllot slystems may not bf :In:‘grmed_ of t S ST neRmEL
rivate settings. In your message, tell the recipien
that the message is Private. | ) - Mﬂgﬂ B
s & —F— 4 » —F— " B

To request a Read receipt Hessoge

Select Read receipt to request acknowledgment
that the recipient received the message. Delivery
receipt is not supported.

Configuring Lotus Notes to automatically check for messages

To make sure that your Lotus Notes messages are current, you can configure Lotus Notes to
automatically check for messages.

To configure Lotus Notes to automatically check for messages

1 On the File menu click Preferences and then click User Preferences.

2 Click Mail and News Settings.

3 At the Receiving option select Check for new mail every __ minutes, and enter a number for how
often you want Lotus Notes to check for new messages.

For more information about configuring Lotus Notes, refer to your Lotus Notes documentation.

When you delete a message in Lotus Notes, the message moves to the Trash folder. To permanently
delete these messages, select Actions and click Empty Trash.

To delete a message while it is open, click the Empty Trash icon on the toolbar of the open message to
delete the message. The message is permanently deleted, and does not move to the Trash folder.
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When you open Novell GroupWise, your CallPilot messages appear in the CallPilot Desktop Messaging
folder. You can open, move, copy, delete, forward, and reply to messages, and compose new
messages.

The CallPilot indicator in the Windows system tray turns red when you have a new message.

&4 GroupWise - CallPilot Desktop Messaging
File Edit “iew Actions Took ‘Window Help

| ey [<CatPion Desktop essas =] | | @] 7| 2[4 | o[l 1]

To create a new
- [ .
i sl = message, click

witer] [ From [ Subject | Date f
The CallPilot G)}@ CallPit Desklop Messaging] 12 {Unknown (E151 265351 B6) .17 Waice Message  02/29/00 0429 the New Qa”PHOt
. ‘& & Haibox -@ John Smith [7747) Faw ID: 1028: 2 pFan 03/01/00 01:55 Message Icon
DeSktOp Messagmg """" @) Sentltems John Smith [7400) 0:05 Yoice Messa 03/02/00 0309
folder contains your |, % ga'e”da'l Lfr John Smith (7368) Faw ID; 1037; For acknuwe 0302400 0537
oouments L]  Postmaster [Spstem) Fax 10: 1§38; Dellvery repart O 0 0637

CallPilot messages Task List Subject shows the

_____ E \é\;?]'il;; Progiess / John Smith (7400) D:05 Yoice Message /02/00 \sender's phone
0 Trash number.
You can move a
message to a new
folder that you create i
inside your CallPilot
folder. 1 | #

Date and time
/il [ / [Selected: 0 \T\lal:s —:ﬂfé

received

Red icon means New messages To open a message, A Read receipt
that this message appear in bold double-click the shows that the
is urgent message line recipient opened

your message.

To work offline

To work offline, you need a computer that has Desktop Messaging installed and configured in the same
way as your office computer.

1 Log on to Novell GroupWise.

2 Onthe Tools menu click CallPilot Desktop Messaging.

3 Click Download all CallPilot Messages. You can now work offline, review your messages and
record new messages from your computer. CallPilot stores your new messages and sends them
the next time you log on to the CallPilot server.

18 CallPilot Desktop Messaging for Novell GroupWise




Playing a message

To play a voice message
To open a voice message, double-click the message line. The CallPilot Player appears.

You can choose to play your voice messages from your telephone or your computer by clicking the
Telephone or Computer icon in the CallPilot Player. You can change this selection at any time. If you
select Telephone, the phone rings when you open a message, and the message plays when you
answer. If you select Computer, your messages play through your computer’s speakers or your
headphones.

[IE CallPilot Player - [7400) 0:06 Yoice Message [_ O] x|

Delete File Edit Command: Tool: Help /Open next
message message

3| ol
Forward Fram: ith Open

T MARION STIRRETT | ——previous

message

Reply Ce: |

Subject: |[F"4UEI] 0:06 Yoice Message

Deliverny: INo[maI vI Sengitivity: I Public VI 03/02/00 03:09 P

Position in L 00:03

message (—— 005 NEIRTEL | —Status
//.”..r NM}/
Durationof

message |_» M l’J _;\;J »|| ﬂ Playing /glciacsks;% leafyrom

:::/y g _//7 4 K“y your computer
[N

Click to play
messages from
your telephone

Adjust vqume/

Gotostart Skip back  Skip forward Go to end
of message of message

Adjust speed

To change your audio device

1 On the CallPilot Player, click the Telephone or Computer icon.
Or

1 Inyour Inbox, on the Tools menu, click CallPilot Desktop Messaging.
2 Click CallPilot Desktop Messaging Options.
3 Click the Audio tab, and select Telephone or Computer.

To change the telephone number that CallPilot dials to play your voice messages

1 On the Audio tab make sure that Telephone is selected as your audio, and then change the
telephone number.
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You can compose a voice message in the CallPilot Player. Your message can be a new message, a
reply to a received message, or an introduction to a forwarded message. Before you send a message,
you can add voice attachments and options.

To record and send a voice message

You create a voice message by opening a new CallPilot message and recording a message from your
computer or your telephone. You can send the message or save it to send later.

1 On the Novell GroupWise toolbar, click the New CallPilot Message icon.

2 On the CallPilot Player, click the Record button to start recording.

3 If you are recording from the computer, record your message into the microphone. Click Stop to
end the recording. The message can be a maximum of 10 minutes.

If you are recording from the telephone, answer when it rings. At the tone, record your message.
Click Stop to end the recording, and then hang up. The message can be a maximum of 10
minutes.

4 Click To to open the Address Book, or type the formatted address in the To box. For how to
address a message, see page 22. To add attachments and options see pages 21 and 23.

5 On the toolbar, click the Send Message icon.

[¥ CallPilot Player [_[O] %]
File Edit Commands Toolz Help Click the Attach

Send message ﬂlﬂm = ml;g»g Qg-ll File icon to

attach a voice

Click to record all

q- »\— b B][E—1—messages from
your computer
Click to record all

\ messages from
Stop Adjust volume  ‘Record MAdjust speed  your telephone

Save message Te... | flane Doe filed

Open the oo

Address Book Subject: [Moice Message Click the Telephone

M i _—Delivery: INormaI j Sensitivity IF'uinc: j F E:iia\?eﬁcl:f;ipl \ggnptﬁo(:’;elgytgre
essage options: ,

—

e Urgent or Normal and then record your
Delivery ) : Naﬁ!lﬂ'ous message

¢ Public or Private

« Read receipt L I R R I _.\J\

To save a newly created voice message as a file
You can record a voice message and save it as a file to use later.
1 In anew CallPilot message, record a message, and on the File menu, click Save as.

2 In the File name box, type a name for the file, select a folder to keep the file in, then click Save.
Save a voice file as a vbk files if your recipients are CallPilot users. Save a voice file as a wav file
for non-CallPilot users.
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Forwarding and replying to a message

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

To forward or reply to a message

3 Inan open message, click the Forward,
Reply, or Reply to all icon.

4 Follow the steps for recording a message on
page 20.

5 Address a forwarded message the same way
as a new message. For information on

addressing a message see page 22. If you are
replying to a message, your reply is addressed

automatically.

You can change the subject line before you send

the message. The subject can be a maximum of 80

characters.

Note: Do not use the right-click menu to forward a

Desktop Messaging message. To forward a message,

either:

e open the message and forward it from the CallPilot
window
or

e select the message in the Inbox and forward it
from the toolbar.

Adding attachments

|
[§ CallPilot Player M=l B3

Fle Edit Commands Took Help

ale|=| |2

ane Dod]
Ce..
Bee

Subject; [P(7400) 0:06 Vaice Message

Desivey [Nomal =] SensivinfPubic =] - Dopa tant

00.00

I I e
S R T R —
& —— 3 » —— » o=

Before you send a message, you can attach a voice file to it. You can send either vbk or wav files to
CallPilot recipients. Voice files that you send to recipients who do not use CallPilot must be wav files.
For more information see Sending a message to an external recipient on page 5.

To attach a file to a message

1 In a new CallPilot message, click the Attach
File icon.

2 Browse for the voice file you want to attach, or

type the name of the file in the File name box.
The files you attach must be in wav or vbk
format.

3 Click the Open button to attach the file and
return to the new CallPilot message.

| CallPilot Player 9 [] 3
Fie Edi Commands Tpakwsbaly
Ll|H =] B Ly
o | b Open T |
Co. || lockin [ Gosie =] =
Bcc. F |1 Ofviets
Subject [\7 I Ppfarms
) I[E) CP10D3_1.vbk
Delivery F IZ] License.tat
] Readmeus st
WVaice RKS
Message
| Fierome: [ V0 e |
Files of type:  [Files [*wav.vbk.til 1) = Cancel H

RS
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To add CallPilot addresses to your personal Address Book

You can add CallPilot addresses to the list of e-mail addresses in your personal Address Book. You
may want to distinguish between CallPilot and e-mail addresses by adding CallPilot after the recipient’s
name. You can also add distribution list names to your personal Address Book.

You can add a CallPilot address to your personal " Addiess Book M=
Address Book by copying it. [0 [E6% e s
. . . Movell Groupwise Address Book | Frequent Contacts | address Book | CalPiot Address Book |
1  In the CallPilot Address Book, right-click the SearchList I Name Completion Posiion: 1 45
name you want to add. [T Botecen Addross Bucks 1
2 Click Copy to. B — Auvalable addbess books: ficess
& 00000DoMotDel
Kleiza, Michael [ g T, C | rtel/ou=America:
3 In Copy Names Between Address Books, i User _Cared |
sBeIeEt th?:l r;ﬁme ?f {c:z r pc()elr(sgnrt:\tl Address Thoesore.Denn T
ook, and then click the utton.
a | |

Clgse | Diol | Mal | Add. | Remove | Information | AddvessLists> |

To create an address manually and add it to o AddressBook ___________________________ AEH|
your personal Address Book Hle Bl dew fadess S
Novell Groupiw/ise Addiess Book | Frequent Contacts  Address Book | CallFilot #ddress Book |
1 On ‘the Tools menu, Select Address Book Search List: = Mame Completion Position: Not searched 45
MName Office Phone... | Department Fax Number E-Mail Address
2  Select your personal Address Book, and then IJ — lm I . l l ‘
click the Add button. Flieiis Qi v e S
Mail Llser entry ype:
3 From the New Entry I|St, select Person and Michael Elsiza Sel “h ad
click the OK button. @ e _ Ol |
4  Click the CallPilot — General tab. Select the
appropriate address type. Enter the required
address details. Refer to the online Help for the | |
. 4 13
correct addressing formats. -
5 Click the OK button. Clgse | Dial | Mal | Add. | Bemove | Infomation | Address Lists> |

To address a message from your address book

1 In anew CallPilot message, click To.

Select CallPilot Address Book or your personal Address Book.

Select the name of the recipient.

Click Add ->. To select one or more addresses, click Add -> after each one.
Click the OK button to return to the new CallPilot message.

a B~ ON

To address a message manually

You can type an address directly into the To field of a new message. Refer to the online Help for the
correct addressing formats.
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In a new CallPilot message, you can set priority, sensitivity, and acknowledgment options.

To set Delivery priority for a message
Select Urgent, or leave the setting as Normal. The

Economy option is the same as the Normal setting.

To set Sensitivity for a message
Select Private, or leave the setting as Public.

Be aware that messages you send marked Private
can be forwarded by the recipient. Also, recipients
in non-CallPilot systems may not be informed of
Private settings. In your message, tell the recipient
that the message is Private.

To request a Read receipt

Select Read receipt to request acknowledgment
that the recipient received the message. Delivery
receipt is not supported.

¥ CallPilot Player o=

Eile Edit

Commands Took Help

=8 = ] e [

are Do

e

Bee.

Subject

oice Message

Defvery: |Lngent | Sensiivis[Pivate = [ D;,ize,:,ece‘;t I

Voice
Messags

—
LI EE ) —
¢ —F <4 > —f— » o=

If you use Novell GroupWise and you delete a CallPilot message, the message is deleted immediately.

It is not moved to a deleted items folder.
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GallPilot Desktop Messaging
for Internet mail applications

You can use these Internet mail applications with CallPilot Desktop Messaging:

Netscape Messenger
Microsoft Outlook Express
Microsoft Outlook 98
Eudora Pro

Ask your administrator whether the version of the application you use is supported.

When you open your Internet mail application, you see your CallPilot messages and your e-mail
messages. You can open, move, copy, delete, forward, reply to and compose CallPilot messages.

[-[o]x]

& Inbox - Netscape Folder
File Edt View Go Message Commuricater Help

Yoo e

ewhsg  Reply  ReplyAll Fomard

To open a message,
double-click the

:;

File:

J
@
Mext

=

Frint Delate’

a

o

message line Deleted messages
N,
3= g O 5 are deleted
(= ext Message iane Horton |mmed|ate|y or
. = [ ;2 pFax Message » Diane Hoton  ‘Wed 3 06 PM ™, .
Subject shows S [(A00)0.03FW: (73660 003 Vaice Message o donSmith  Wed 1:10PM later, depending on
& [7400) 0:06 RE: [7385]003\/ 11 o Jahn Smith Wed 1:08 PM : H
sender and = (a0 e B AR A your configuration
message details. T System] Fax D: 1023; Deliveny tepon success] + Postmaster  ied 12:43 PM
=1 (7400 0:17 Voice Message = John Smith Wed 10:21 AM

e ———]
[Total messages: 8 Uniead messages. 0

EE

Using the CallPilot Player

Use the CallPilot Player to play and record voice messages. To open the CallPilot Player, click the Start
button, click Programs, click Nortel Networks CallPilot Desktop Messaging, then click CallPilot Player.
Refer to the online Help for the CallPilot Player for configuration information.

%} [7400) D:08 Yoice Message - Metscape Message O] x|
File Edit “iew Go Messzage Communicator Help
¥ s u 5 g P - %
N a W 8 e T & 2 .
: GetMsg MNewMsg Feply  Heplp &l Foward File Mext PFrint Delete SIUD
Subject: {7400) 0:08 Voice Message ’E‘
Date: 17 Feb 2000 13 [ yemere ey, ME B
From: "Tehn Srmith" <1: File Commands Toolz Help
To: "WARION STIE (o008
Positionin_____ 1+ I. - | . — NQREIE}DRKS Click to play all
message v460102.vbk. | -messages from
E ‘Eﬁ, J'l| |«| “| ”| w o J [P your telephone
Duration of r , .
message — e ip Click to play all
1 \‘ —~messages from
Play/replay Tl e _— Mocument Dofle /I \\ your computer
Stop Adjust Gotostart  Skip Skip Gotoend Record  Adjust
volume  of message back forward of message speed
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To play a voice message
1 Double-click the message to open it.
2 Click the Voice icon to open the CallPilot Player.

3 On the CallPilot Player, click the Telephone or Computer icon to select the audio device for
playing voice messages. You can change this selection at any time.

If you select Telephone, the phone rings when you open a message, and the message plays when
you answer.

If you select Computer, your message plays through your computer speakers or your headphones.

When you address a message, use only CallPilot addresses. Depending on the Internet Mail client you
use, you may be able to set options such as urgent or private. The message can be a maximum of 10
minutes.

To compose and send a message

1 In a new CallPilot message, record your message.

2 Click the To button. Select a CallPilot address from your address book, or type a CallPilot address
in the To box.

3 Click the Send button.

To forward or reply to a message

1 Click the Forward, Reply, or Reply All icons to open a new message window. Do not right-click to
forward a message.

2 Record your message.

3 Click the To button. Select a CallPilot address from your address book, or type a CallPilot address
in the To box. If you are replying to a message, your reply is addressed automatically.

4 Click the Send button.

To attach a file to a message

1 Click the Attach or Insert File icon in the new message window.

2 Navigate to the file that you want to attach, select it, then click Open or Attach.

By default, Internet Mail clients (Netscape Messenger, Microsoft Outlook Express and Outlook 98, and
Eudora Pro) move deleted CallPilot messages to a Deleted ltems or Trash folder where you can
recover the messages or permanently delete them.

Messages stored in this folder remain in your CallPilot mailbox on the CallPilot server until they are
permanently deleted. To permanently delete the messages, empty this folder. For more information,
refer your email client’s online Help.
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