INterra Unified

Messaging

Computer Telephone Integration, or CTI, unites the power of the
computer with the simplicity of the telephone. INterra's client graphical
user interface, INterra Unified Messaging, is a product where these
diverse technol ogies work together to provide more effective
communication in the workplace.
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Overview of INterra Unified Messaging

INterra Unified Messaging is a Windows interface that lets INterra
mailbox owners quickly and easily manage voice and fax messages from
their PC desktops.

What is INterra Unified Messaging?

INterra Unified Messaging uses client/server technology to communicate
with the INterra server, displaying voicemail messages and faxesin an
intuitive Windows environment.

INterra Unified Messaging lets you quickly and easily manage your
messages.

Using INterra Unified Messaging

With traditional voicemail, you must follow long instructions and
remember many keypad combinations in order to work with your
messages. Thisis because a telephone is being used to communicate with
the central voicemail computer, something telephones are not designed to
do easily.

With INterra Unified M essaging, however, you “talk” to the voicemail
computer through your desktop computer. Messages aredisplayed in alist
on the screen.

Select buttons and items from menus to perform other voicemail
functions. You can still use your telephone handset to record and listen to
messages, but the hard-to-remember keypad procedures are eliminated.

This simplified interface unlocks the full power of voicemail systems,
providing easy access to even sophisticated voicemail functions.

INterra Unified Messaging allows you to do the following:

» Play/view voicemail and fax messages

* Reply to voicemail messages

» Forward voicemail messages

* Route voicemail messages and faxes

e Savevoicemail messages and faxes

» Archive voicemail messages and faxes

» Restore voicemail messages and faxes

e Set message addressing options for voicemail messages
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e Attach notes to voicemail messages and faxes
* Record greetings
o Usedistribution lists

Other INterra Unified Messaging Capabilities and
Features

» Message speed (telephone interface only) and volume control
(telephone interface and multimedia)

* Address book (searchable by first name, last name, and extension)
* InBox for voice and fax messages

* Faxviewer

» Detailed message list

» Message-sensitive Toolbar

»  User-defined preferences

e Password protected

e TCP/IP support

e 32-bit compliant

e Call back external caler within INterra Unified Messaging

INterra Unified Messaging's Email Integrations

Using the leading email package, Microsoft Outlook, you can attach a
voice message to an email message and send it over the Internet. Simply
save your voice message, attach it to your email, and send it.

INterra Unified Messaging can be integrated with Microsoft Outlook on
the client. Theintegration lets you access your voicemail through
Microsoft Outlook.

INterra also offers a new synchronized email notification. When thisis
configured on your server, you can receive emails with INterra voice and
fax messages attached as Wav or Tiff files. Thefiles are not synchronized
to the INterra server, but can be used for archive purposes.
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Using INterra Unified Messaging

INterra Unified Messaging is the Windows interface that |ets mailbox
owners quickly and easily manage voicemail messages from their PC
desktops. In addition to the information in this guide, INterra Unified
M essaging also has comprehensive online Help.

Starting and Exiting INterra Unified Messaging
Before using INterra Unified Messaging for the first time, you must set

the correct preferences. You need to set these preferences only once, but
you can also change them later.
Starting INterra Unified Messaging
You can start INterra Unified Messaging from the Windows taskbar or
from the Windows desktop.

0O Tostart INterra Unified Messaging

1. Select Sart > Programs.
2. Select INterra Unified Messaging.

Setting Preferences

Setting Preferences includes, among other things, specifying your
mailbox number and tel ephone extension.
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0O Toset preferencesfor INterra Unified Messaging

1. Select Tools menu > INtera Client Preferencesto open the
Preferences dialog box.
x|
b ailbox Murmnber: 0K
Telephone Extenzion: | N te r ra Camedl
4552
Auto Hang Up Time: Help |
IED Interra IP Address:
Archive Directaony:
IE:'\F'n:ngram FilestnternaClients
| Betain meszage after fonsard
Flay Meszage Method: L FPazzcode |
™ Telephone ¢ Mulimedia ¢ Prompt e :
IEngIlsh j' Greeting |
Figure 3-1. Preferences Dialog Box

2. Typeyour mailbox number in the Mailbox Number field.

3. Press<Tab> tothe Telephone Extension field and type the telephone
extension where you will most often be accessing INterra Unified
Messaging.

4. Press<Tab>tothe Auto Hang up Timefield and type the number of
seconds the system will wait before hanging up the telephone.

5. Press <Tab> to the Archive Directory and type the default directory
where message files will be copied when you archive a message.
NOTE: You must have write permission to this directory.

The Network Protocol information is specific to your system and
should be provided by your system administrator.

6. Select OK to close the Preferences dialog box.

Logging In

Enter your box number and passcode at the Login dialog box.

By default, your passcode is 1234 unless your System Administrator has
stated otherwise. You should change it after your first login during the



2-6

INterra Client User Guide

box setup tutoria or you can change it later at any time from within the
Preferences dialog box or through the telephone interface.

0 Tologintoyour voice mailbox

1.

Select Filemenu > LogintoopentheLogin to INterra Server
dialog box.

[l - Log in to Interra Server using TCPAT il

b ailbo M urber:

s INterra

b ailbox Fazzoode:;

[ oK.
Telephone Extenzion:
4882
Cancel

Interra Server:
192168,

. Help
Pleaze lag in.

Figure 3-2. Log in to INterra Server Dialog Box

Type the mailbox number in the Mailbox Number field.
Press <Tab> to the M ailbox Passcode field and type the mailbox
passcode.

NOTE: The default INterra passcode is 1234, unless changed by your system
administrator.

Press <Tab> to the Telephone Extension field and type the mailbox
extension.
Either:

* Press<Tab> to the INterra Server field and type the server
name or TCP/IP.

» Select the Down Arrow box to the right of the INterra Server
field and select the server name from the drop-down list.

NOTE: If no TCP/IP server name appears in the drop-down list, manually enter
your server's address in the INterra Server field. (See your System
Administrator if you need help.)

Select OK too log into INterra Unified Messaging.
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Starting from Other Workstations

You can start INterra Unified Messaging at any workstation where it has
been installed, but to access your own messages you must change the
Mailbox Number setting when logging in.

Exiting

You can disconnect from INterra without exiting INterra Unified
Messaging, or you can exit INterra Unified Messaging completely.

To disconnect without exiting | Nterra Unified M essaging

1. Select the File menu.

2. Select Log out to keep INterra Unified Messaging running, but to
close message-handling features.

To exit INterra Unified M essaging completely

1. Select the File menu.

2. Select Exit to hang up and close INterra Unified Messaging.

NOTE: Any files in the CWOUT/TMP directory are removed automatically when you
exit INterra Unified Messaging. We recommend that you do not save any
personal files to the CWOUT/TMP directory for this reason.

Navigating in INterra Unified Messaging

Navigating in INterra Unified Messaging is easy. The Main Screenin
INterra Unified Messaging displays your messages and allows access to
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all of the INterra Unified Messaging features through the message list,

menu bar, and tool bar.
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Figure 3-3. INterra Unified Messaging Main Screen

Message Pane

The Message Pane is the right window where voice and fax message

information (if INterraFAX isinstalled) is displayed when you select the
INterra Message Store. Thefollowing isalist of icons representing voice
and fax messages:

% Voice Message Icon

1
A Fax Message Icon (if INterraFAX is installed)

Toolbar

The Toolbar provides one-click access to INterra Unified Messaging
features. You can aso right-click a message to access any of these
commands.

o € B
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Forward Voice or Fax Message as an
Attachment forwards the Message to and
ﬂ email recipient.

View Interra Fax L og plays the message
currently highlighted in the Message List, or

Iﬂ launches the INterraFAX Viewer for the fax
currently highlighted. The menu selection
reads Play if avoice message is selected, and
View if afax is selected.

New Voice M essage opens the Message
Control Panel, where you can record and send
g anew voice message.

New INterraFAX Message (if INterraFAX is
installed) opens the INterraFAX Print Control

L dialog box. See INterraFAX in the Installing
INterraFAX manual for more information on
creating new fax messages.

*Note: Make sure the Outlook Main window
iswide enough to display all of the INterra-
related toolbar buttons.

Message Control Buttons

You can use message control buttons while recording or playing your
messages. You may use either the mouse or the keyboard to activate these
message controls.

l-nl-q-ll u | > ||-|-||-|-|| n | ll
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The Message Control buttons consist of the following:

(]

ol
E

L

=l

Message Beginning rewinds the message to the beginning. (From
the keyboard, press <Ctrl>+ 2.)

Rewind sets the message position back five seconds. (From the
keyboard, press <Ctrl> + 8.)

Stop stops the message and rewinds to the beginning. (From the
keyboard, press <Ctrl> + 9.)

Play starts playing the message at its current position. (From the
keyboard, press <Ctrl> + 7.)

Fast-Forward advances the message five seconds. (From the
keyboard, press <Ctrl> + 3.)

Message End advances to the end of the message. (From the
keyboard, press <Ctrl> + 6.)

Pause pauses the voicemail message. (From the keyboard, press
<Ctrl> + 1))

Record starts recording a message. (From the keyboard, press
<Ctrl> +5.)

You can also control playback of amessage by dragging the handle on the
dlide control bar to the right to advance the message, or to the left to
rewind the message.

e S

Receiving Messages

INterra Unified Messaging provides a Windows interface for most of the
activities that you would normally perform from the telephone or your
computer's speakers for:

» Playing a message

* Replying to amessage

» Calling back a message sender

» Forwarding a message
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* Routing amessage
e Saving avoicemail message
» Archiving and restoring a message

Playing a Message
You can play any voicemail message in your mailbox using either your
telephone handset or your computer's multimedia equi pment.

0O Toplay a message from the Message List in the main screen

1. Either:
» Double-click the message you want to play.
e Select the message > Play.

NOTE: If you have the Prompt Me option selected in the | Nterra
Unified M essaging Prefer enceswindow, INterra asks you to
choose the message playback method.

Interra Clienk x|

Chooze Mezzage Play/Record
b ethod:

| Mulimedia |

Figure 3-4. Choose Message Play/Record Dialog Box

2. Either:

» Sdlect Telephone button to play the message using the telephone
and pick up the receiver when your telephone rings.
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» Sdlect Multimedia button to play the message through your

system'’s speakers.
|- . Play message from: Denise YWalker o =] F
Bos: [4382
Save Mate
From: |Denise Walker Box: [4581
Subject: |
Time: [11712/03 12.32 PM L Delete Dptions
Total I : I :
Fl=-rr-n . . Fepl Add
NN | ikt =
Flayed: -|_/E -I_/E
Fi = - P - - = B "
(NN N NN Volume Speed onwar elp
i
Send Clogze
l-i-il-d-dll hlbblhbllnlll
3. Select Play to play the message.
4. Either:
* Sdlect Saveto save the message.
» Sedlect Delete to delete the message.
NOTE: Double-click a message in the Main window or use the Next and

Previous buttons to continue playing messages from the M essage
Control Panel. The Next and Previous buttons are not displayed

in the INterra Unified Messaging for Outlook integration.

5.  Seect Close when finished.

Replying to a Message

You can reply to any voicemail message or fax sent to you from another

INterra user.

O Toreply toamessage

1. Select the message you want to reply to.
2.  Select Reply.
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NOTE: If you have the Prompt Me option selected in the | Nterra Unified
M essaging Pr efer enceswindow, INterra asks you to choose the
message playback method.

Interra Client x|

Chooze Mezzage Play/Recard
Method:

kultimedia |

Figure 3-5. Choose Message Play/Record Dialog Box

3. Either:

» Sdlect Telephone to record the message using the telephone and
pick up the receiver when your telephone rings.

»  Select Multimedia to record the message through your system's
speakers.

4. Select Record to record the message.

5. Select Sop when you are finished recording.
6. Select and set the M essage Options you want.
7. Select Reply to send the message.

Call Back a Message Sender

You can call the sender of any message in your mailbox.

O Tocall back a message sender

1. Right-click on any message.

2. Select Dial Sender from the pop-up menu to view the sender's
telephone number in the Phone Number field.

3. Select the appropriate call type.

4. Select OK.
The call back number is dialed. When the phoneis picked up, INterra

will announce, “You have an automated call from xxxxxx.” INterra
then dials back the voice mail user and connects the calls together.
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Forwarding a Message

You can forward a message to another INterra user, but only if that
message is not confidential. The message can be forwarded with
comments you have either recorded or attached as a note.

NOTE: If you do not wish to attach comments to the message, use the Route command

instead.

0 Toforward a message

1.
2.

©® N o 0

Select the message you want to forward.

Select Forward.

NOTE: If you have the Prompt Me option selected in the I Nterra Unified
M essaging Prefer ences window, INterra asks you to choose the
message playback method.

Interra Clienk x|

Chooze Mezzage Play/Record
b ethod:

kultimedia |

Figure 3-6. Choose Message Play/Record Dialog Box

Either:

» Sdlect Telephone to record the message using the telephone and
pick up the receiver when your telephone rings.

» Select Multimedia to record the message through your system's
speakers.

Select Record to record the message.

Select Stop when you are finished recording.
Select and set the M essage Options you want.
Address the message.

Select Send to forward the message.

NOTE: INterra automatically starts recording if the Forward button is selected
from the Message Control Panel. If the Forward button is selected from
the Toolbar, you are prompted to select a play method, then you must
select Record.
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Routing a Message

Routeisasimplified Forward command. When you select Route, you are
not prompted to record a comment to accompany the message. You
cannot route confidential messages.

O Torouteamessage

1. Select the message you want to route.
2. Select Route.

3. Select the box user from the box list.
4. Select OK to send the message.

Saving a Voicemail Message

After you play amessage, you should either save or deleteit. If you do not
choose one of these options, INterra continues to regard the message as a
new message. Your system administrator can program different retention
times for new, saved, and del eted messages.

If you accidentally delete a message, you can undelete it through the
telephone interface. To restore all your deleted messages, contact your
system administrator immediately.

0 To save amessage

1. Select the message you want to save.
2. Select Save to save the message.

0 Toseethenumber of daysbefore a messageisdeleted

1. Right-click the message.

2. Verify the number of days remaining as displayed at the top of the
menu.

0O To postponethe automatic deletion of a played message

1. Select the message you want to postpone the deletion.
2. Select Route.

3. Select your box user from the box list.

4. Select OK to send the message.
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Archiving and Restoring a Message

You can make a personal copy of any message by copying it to a disk.
Voicemail messages can be saved asasound filein WAV or PCM format.
Fax messages can be saved in .tiff format. M essages can be played or
viewed by restoring them in INterra Unified Messaging. Restored files
appear in the Message List as new messages and can then be handled like
any other message.

0 Toarchiveamessageto adisk

Select the message you want to archive.

Select the M essages menu.

Select Archive.

Typethefile namein the File Name field.
Typethefiletypein the File Typefield.
Type the folder name in the Folder Name field.
Select OK to archive the message onto a disk.

NOTE: By default, INterra saves the message to the cwdesk/archive folder that
was created when INterra Unified Messaging was installed.

N oo o &~ w0 NP

0 Torestorean archived message from a disk:

Select the message you want to archive.

Select the M essages menu.

Select Restoreto INterra.

Typethefile namein the File Name field.
Typethefiletypein the File Typefield.
Type the folder name in the Folder Name field.
Select Open to restore the message to INterra.

N oo o > w0 NP

Sending New Messages

Using either your telephone or your computer's microphone, you can
record a message, then send it to another INterra user.
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0O Torecord and send a new voicemail message

1. Select Record on the INterra Unified Messaging M ain window.

NOTE: If you have the Prompt Me option selected in the | Nterra Unified
M essaging Pr efer enceswindow, INterra asks you to choose the
message playback method.

Interra Clienk x|

Choose Meszage Play/Recaord
tethod:

Mulimedia |

Figure 3-7. Choose Message Play/Record Dialog Box

2. Either:

» Sdlect Telephone button to record the message using the
telephone and pick up the receiver when your telephone rings.

» Select Multimedia button to record the message through your
system'’s speakers.

Select Record to record the message.

Select Stop when you are finished recording.

Select Address to address the message.

Select OK.

Select Send.

NOTE: If you want to type the names and box numbers of recipients in the To and
Box fields of the Message Control Panel, separate the names and box
numbers with semicolons.

N oo o~ w

If you select Send without addressing the message first, the Address
Message dialog box is automatically displayed.

Setting Message Options

If you want to set Message Options, set them before you send the
message.

NOTE: Confidential messages cannot be forwarded, routed, or archived.
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O To set message options

1. Select Optionsin the M essage Control Panel.
2. Select on one of the following options:
* Return Receipt

» Confidential

e Urgent

* Future Delivery
3. Select OK.

The Message Options you selected are set.

Attaching a Note to a Message

You can attach written comments to both voice and fax messages.

0 Toadd written commentsto a message
Select the message you want to attach a note to.
Select Note.

1
2
3. Typeyour commentsin the Commentsfield.
4. Select OK.

Changing the Message Subject
You can also change the Subject that appearsin the Message List.

0 To changethe message subject

1. Select the message you want to attach a note to.
2. Select Note.

3. Typeanew subject in the Subject field.

4. Select OK.

Recording Box Name and Greetings

You can record your box name and greetings over the telephone or from
INterra Unified Messaging. Your box name is what users hear when they
transfer to your extension or make a message for delivery to your
mailbox.
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To record your mailbox name and greetings using INterra Unified
Messaging, your computer must have a sound card with a microphone
attached.

O Torecord your mailbox namefrom INterra Unified M essaging:

1. Select the Tools menu > I Ntera Client Preferences> Greeting to
open the Change Greeting diaog box.

[I- . Change Greeting x|
[areetings: Save
Marne -
Delete
Length:
E : EE : E Activate
- | | | L | Claze
Help

Figure 3-8. Change Greeting Dialog Box

Select the Down Arrow box to the right of the Namefield.
Select a name from the pull-down list.

Select Record.

Speak your name into your computer's microphone.

Select Sop when you are done recording.

Select Save when you are satisfied with the recording of your nameto
save the changes permanently.

N oo o A~ 0D

Recording Greetings

Greetings are what users hear when they connect with your extension.
Your greeting can be changed regularly to explain your availability to
calers.
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0O Torecord your greeting from INterra Unified M essaging

N

o o0 M w

Select File menu > Preferences > Greeting.

Select the appropriate greeting from the pull-down list (for example,
Greeting 1).

Select Record.

Record your greeting into your computer's microphone.

Select Sop when you are done recording.

Select Save when you are satisfied with the recording of the greeting
to save the changes permanently.

Selecting Your Active Greeting

You can select the greeting you want to be the active (default) one. Your
mailbox can contain as many as nine greetings, depending on your box
settings. Ask your system administrator for more details.

0O Toselect your active greeting

1.
2.
3.

Select File menu > Preferences > Greetings.
Select the appropriate greeting from the pull-down list.
Select Activate.

NOTE: To select a greeting you have just recorded in the Change Greeting dialog
box, you must select Save to save the greeting before you can select it as
the Active greeting.

Using Distribution Lists

A distribution list groups several mailboxes under one name. You can
send amessage to a distribution list in one operation.

O Tomakeadistribution list

1.

Either:
e Sdect Listson the Toolbar of the M ain window.
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» Sdlect the Addressin the M essages Control Panel to open the
Distribution Lists dialog box.

Bozes Selected

First Mame [ Last Name [ Mumber * | First Mame [ Last Name [ Mumber * |
Ted Smith sss1 e el [ e Smith 351 =]
Tennifer Tones 5352 Tennifer Jones 5552

Brad King 5553 — Remove | Brad King 5553
Chris Howard 5554 Chris Honrard 5554

Rick Black 5555 Rick Elack 5555
Elizaheth Anderson 3556

Michelle Tohtison 3557

Steve Eweret 5558

Todd Gray 5559 -

Randy Thotas 5560 | 74 Edit List

Terty Wil son 5561

Peter McRas 5562 n Save List |

Tyler Hill 5563

M atthew Parry 5564 -

Pam Melsen 5565 o * Delets List | =
Box | v Ok | X Cancel | 7 Help |

Figure 3-9. Distribution Lists Dialog Box

Press <Ctr|> and select the names and extensions you want to include
inyour list in the mailbox list.

Select Add > Save List to open a dialog box that prompts you to

enter alist name and number.

NOTE: Do not include your own box number in a distribution list used for
message escalation. Doing so will cause you to receive messages every
second.

0 Tochangeadistribution list

1.

Either:

e Sdect Listson the Toolbar of the Main window.
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» Sdlect Addressin the M essages Control Panel to open the
Distribution Lists dialog box.

Distribution Lists
Boxes Selected
First Name [ Last Name [Mumber * | First Name [ Last Name [Mumber * |
Ted Smith 5551 &) |6 Al |['Tea Smith 5551 =]
Tenrifer Tones 3352 Tenrifer Jones 5552
Brad King 5553 — Bemove | Brad King 5553
Chris Howard 5554 Chris Howard 3554
Rick Black 5555 Rick Black 5555
Elizaheth Anderson 5556
Michelle Johnson 5557
Steve Everet 5558
Todd Gray 5559 -
Randy Thomas 5560 | % Edit List
Terty Wil son 5561
Peter IcRas 5562 [ save List |
Tyler Hill 5583
I atthewr Party 5564 :
Pam M elson 5565 g ¥ Delete List =
Box: | 0K | ¥ Cancel | ?  Help |

Figure 3-10. Distribution Lists dialog box

2. Select thelist you want to change from the Boxes list box.
3. Select the Edit List.

4. Press <Ctrl> and select the names and extensions you want to
remove.

5.  Select Remove.
6. Select SaveList to save your changes.

NOTE: To include a distribution list as part of a second distribution list, select the
second list from the Boxes list box, then select Edit List.

7. Select the distribution list you want to add.

8. Select Add.

9. Select SaveList to save your changes.

10. Press <Ctrl> and select the list you want to remove.
11. Select Remove.

12. Select Save List to save your changes.

NOTE: When you search for a distribution list or a specific mailbox, the
highlighting bar will appear only when the list or mailbox is uniquely
identified from other lists or mailbox names.
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