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How to use this guide 'I

Introduction

Thisguideisintended to lead a System Coordinator through the Norstar Voice Mail
FAX set up, and continue as an ongoing reference aid.

This chapter tells you what to expect as you read this guide, and how information
is presented.

How this guide is organized

The Norstar Voice Mail FAX Set Up and Operation Guide is organized according
to chapters that cover:

How to usethis guide — provides a brief overview identifying the organization of
this guide and the conventions used for set up and operation tasks.

L earning about FAX — provides an overview of how FAX works and explains
common features.

Setting up and maintaining FAX — provides the necessary information to set up
and maintain FAX.

Setting up and maintaining Fax-on-demand mailboxes - provides the
information necessary to set up and maintain Fax-on-demand mailboxes.

Troubleshooting FAX — provides diagnostic and recovery procedures for
problems that might occur while setting up and operating FAX. This chapter also
provides alist of error messages that might appear when using FAX.

Examplesand Tips - provides examples of the different fax features and tips for
using FAX.

Appendix A: FAX Programming Record - provides a programming record to
keep track of FAX set up information.

Appendix B: Dialing Trandlation - providesinformation on setting up the Dialing
Trandation Table and setting the Dialing Translation Parameters.

Appendix C: Technical content of aloadable .PCX file - shows the required
content of the file header when loading a .PCX Fax message from a disk.

Glossary — Defines the terms used in this guide

Index — provides an aphabetical list of information topics contained in this guide
and the page number of where the information islocated. If you cannot find aterm,
try looking according to its task.
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2 How to use this guide

Conventions

Asyou work with this guide, you will notice that conventions are used to represent
the words that appear on the Norstar two-line display telephone.

Display command line text

Any word or prompt that is part of the first line of the display appearsin adifferent
text.

Example: Pzwd:

When you see aword in adifferent text, it represents the action you must take to
proceed.

Display button options text
Words in the second line of the display appear in an underlined text.
Example: Press MEOX.

When you see an underlined word, you can press the button directly below the
option on the display.

Buttons

This guide uses dialpad button representations. Any button that appears in the text
or instruction steps indicates the dialpad button that selects an option.

Example: Press [#].
When you see a dialpad button, it represents the button you must press to proceed.

Note: For more information about Norstar Voice Mail and using the Norstar
two-line display telephone, refer to the Norstar Voice Mail Set Up and
Operation Guide.

What appears on the display

Thetelephone displays shown throughout this guide use Norstar Voice Mail default
settings and sample names.

Example:

Set 221
Ok,

Thisdisplay shows an example of the Norstar Voice Mail Directory Number (DN).

Prerequisites

Before you attempt to set up FAX, ensure you are familiar with how Norstar
two-line display tel ephones operate. Read your Norstar telephone user cards before
proceeding.
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How to use this guide 3

Y ou must also have agood working knowledge of Norstar VVoice Mail and Custom
Cadl Routing. This guide assumes you know how to operate the different Norstar
Voice Mall Feature Codes, are aware of Norstar Voice Mail programming, and
know the Norstar Voice Mail terminology.

Other documents

For more information about FAX or Norstar Voice Mail, refer to the:

Norstar Voice Mail FAX Installation Guide
Norstar Voice Mail FAX User Guide

Norstar Voice Mail Programming Record
Norstar Voice Mail Set Up and Operation Guide
Norstar Voice Mail Reference Guide

Norstar Voice Mail User Guide

Norstar Voice Mail Software Installation Guide
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Learning about FAX 2

Introduction

Norstar Voice Mail isafully automated receptionist service that offers call routing
and message taking services. FAX works with Norstar Voice Mail to provide
incoming and outgoing fax capability. This chapter describes how FAX works and
explains:

How FAX works

Who can use FAX

About Fax Mall

Message Notification

About the Virtual fax line

About Fax-on-demand

About Fax Answering

About Fax Overflow

Fax System Group message (Fax Broadcast)
About FAX with CCR

About Norstar Voice Mail reports

How FAX works

FAX works with Norstar Voice Mail, offering a caller the capability of sending a
Fax message to a mailbox as easily as sending a voice message to a mailbox. A
caller can aso access a mailbox to retrieve a Fax message.

Who can use FAX

FAX can be used by any outside caller or by mailbox ownersin your company.
Away from the office, FAX can be used with any touchtone telephone. At your
office, FAX can be used from any Norstar or touchtone tel ephone connected to your
Norstar system. When using FAX from aNorstar or touchtone telephone, you must
first enter aFeature Code. No Feature Code isrequired when using Fax-on-demand.

Cadlersusing arotary dia telephone cannot access FAX.

P0886629 Issue 1.0 FAX Set Up and Operation Guide



6 Learning about FAX

About Fax Mail

A fax document in amailbox (with or without avoice introduction) is called a Fax
message. Fax messages can be either voice introduced or non-voice introduced.
This means the caller can leave a Fax message in a mailbox with or without an
introductory message. The Fax message can |l ater be retrieved by the mailbox owner
and printed on afax machine.

An average Fax message, consisting of text only, uses 10 seconds of mailbox
message time per page. A Fax message that contains a graphic can use as much as
two minutes of mailbox message time per page. After a Fax message has been
printed or forwarded, it should be deleted from the mailbox.

Message Notification

Norstar Voice Mail will notify you when you have received a voice message or a
Fax message. When someone sends aFax message to your mailbox, your telephone
display shows:

Mes=a9e for Qou
MSG

This message indicates that you have received either a voice message or a Fax
message. When you open your mailbox, the telephone display will show you the
number of new and saved messages. A voice prompt will inform you of the number
of new and saved Fax messages.

About the Virtual fax line

A line can beassigned to amailbox to act asaVirtual fax linefor the mailbox. Any
Fax messages sent to the Virtual fax line bypass the greeting and Automated
Attendant, and receive afax tone. The Fax message isimmediately sent to your
mailbox. When “Message for you” appears on the display, the mailbox owner can
open their mailbox and access both voice and Fax messages. For more information
about accessing and printing Fax messages, refer to the Norstar Voice Mail FAX
User Guide.

The corresponding seven digit telephone number associated with the Virtual fax
line must be given to the mailbox owner. The mailbox owner can then advise people
of thefax number. For example, if line 20 was chosen asfax line, the corresponding
telephone number of 735-5822 would be given to the mailbox owner.

If the line being used for the Virtual fax lineiseither aDirect Inward Dial (DID) or
aTarget Line, two callers can send afax to the samefax line at the sametime. The
resulting two Fax messages both end up in the mailbox. If athird caller attemptsto
send afax to the Virtual fax lineand thelineisbusy, the resulting Fax message will
be delivered to the General Delivery mailbox. For more information on Fax

Overflow for afax line, refer to Norstar Voice Mail Set Up and Operation Guide.
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Learning about FAX 7

To add afax lineto an existing mailbox, refer to the Norstar VVoice Mail Set Up and
Operation Guide.

About Fax-on-demand

The Fax-on-demand feature allows acaller to retrieve documents that are stored in
Norstar Voice Mail. These documents must be stored in special mailboxes called
Fax-on-demand Mailboxes.

A Fax-on-demand Mailbox contains agreeting and the documents you have stored.
Documents stored in a Fax-on-demand Mailbox can be printed on any fax machine.

Call methods
There are two call methods used with Fax-on-demand Mailboxes;

e one-cal
e two-cal

When a caller requests a fax from the Fax-on-demand Mailbox using the one-call
method, the document is transmitted during the original call. Therefore, a caller
must use the telephone at the fax machine to call the one-call Fax-on-demand
Mailbox. With this type of call method, the external caller pays for any long
distance toll chargesincurred.

When a caller requests a fax from the Fax-on-demand Mailbox using the two-call
method, the document is transmitted during the second call. Thefirst call can
originate from any touchtone telephone. The caller provides a telephone number
where the information is to be delivered. The document can be sent to any fax
machine. With thistype of call method, the Fax-on-demand mailbox owner paysfor
any toll chargesincurred.

Note: Inorder for the Fax-on-demand two-call method to function properly, the
Diaing Translation Table must be created and all the Dialing Translation
Parameters must be set. Refer to "Appendix B: Dialing Trandation™” on

page 57.

About Fax Answering

Fax Answering allows a caller to use the autosend feature on their fax machine to
send faxes to the Norstar Voice Mail system. The Norstar Voice Mail Automated
Attendant recognizes the fax tone and automatically sends the Fax message to a
predefined fax machine for printing.

The fax machine extension can be set up with a Fax Overflow Mailbox for
improved performance. However, if thefax machine extension isnot equipped with
a Fax Overflow Mailbox and the fax machine extension rings busy or does not
answer the incoming call, the fax call will be terminated.

P0886629 Issue 1.0 FAX Set Up and Operation Guide



8 Learning about FAX

About Fax Overflow

A Fax Overflow mailbox isamailbox for your fax machine. If the fax machine
cannot answer an incoming fax call, Norstar Voice Mail answers the call and
temporarily stores the Fax messagesin the Fax Overflow mailbox. Later, when the
fax machineisready to print, Norstar Voice Mail will send the stored Fax messages
to the fax machine.

If Norstar Voice Mail cannot send the Fax messages on the first attempt, it will
attempt to send the documents several more times. The number of times Norstar
Voice Mail will attempt to send the Fax message is called the retry attempts. The
number of retry attempts can be any number between one and 99. Between each of
these retries, Norstar VVoice Mail will wait a specified amount of time called the
retry interval. The retry interval can be from one to 60 minutes.

A Fax Overflow mailbox may be assigned to any Norstar port to which afax
machine is connected.

Fax System Group message (Fax Broadcast)

A Fax System Group message can be sent whenever you want to notify agroup, by
way of afax, of apending event or company notice that only pertainsto that group.

A Fax System Group List is a collection of fax machines from other locations.
When you send a Fax message to a Fax System Group List, each fax machinein the
Fax System Group List receives the same Fax message. Y ou should publish alist
of fax machines in each Fax System Group List. Each mailbox owner will then
know which fax machines will receive the Fax System Group message.

FAX Set Up and Operation Guide P0886629 Issue 1.0



Learning about FAX 9

About FAX with CCR

Fax-on-demand can be used with Custom Call Routing (CCR) Trees. The
Fax-on-demand functionality can be added to the CCR Tree by assigning the
appropriate mailbox to a CCR Point.

Y ou can assign a Personal mailbox to aL eave Message Point. Incoming callers can
then leave Fax messages in this Personal mailbox.

To use Fax-on-demand, add a Fax Point to the CCR Tree and then assign a Fax-on-
demand Mailbox to that Point. An incoming caller can then retrieve documents
from this Point.

About Norstar Voice Mail reports

Norstar Voice Mail reports are available to view and verify Norstar Voice Mail set
up information. All dates will be shown with the four-digit year format,
yyyy/mm/dd. Four Norstar VVoice Mail reports show FAX information:

» Directory report: Thisreport showsthe mailbox ownerslisted in the Company
Directory. This report provides the mailbox owner’s name, mailbox number,
type of mailbox, extension, whether or not mailbox ownersrecorded their name
in the Company Directory, and if they have a greeting recorded for their
mailbox. Use this report to identify which mailboxes are assigned as
Fax-on-demand.

* Group List report: This report shows the Group List number, the type of
Group List, and the Group List name. For Voice Group Lists, the mailbox
numbersincluded in the Group List, the mailbox owner’s name and the type of
mailbox are also shown. For Fax Group Lists, the name of each recipient, the
route type (line or pool), and the fax number are also shown. Use this report to
identify the Fax Group Lists.

» Custom Call Routing Treereport: Thisreport showsthe CCR Tree number,
the current date, the last date changes were made, and the Tree status. The report
also shows the Points on the Tree, assignments made to the Points, and any
areas that need administering. Use this report to identify which points are
Fax-on-demand Mailboxes.

» Fax-on-demand Usagereport: Thisreport lists al the Fax-on-demand
requests, shows the date and time that an item was requested, the delivery fax
number and the Caller 1D of the caller. Use this report to identify which
mailboxes are assigned as Fax-on-demand.

Y ou must have a printer connected to Norstar Voice Mail to produce reports. For
moreinformation about Norstar Voice Mail reports, refer to the Norstar Voice Mail
Set Up and Operation Guide.
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Setting up and maintaining FAX 3

Introduction

As System Coordinator you perform all the tasks necessary for setting up and
maintaining FAX. This chapter describes these tasks. Setting up and maintaining
FAX involves:

Entering characters using the Norstar Dialpad

Setting the FAX System parameters

Changing the FAX System parameters

Adding a Fax Overflow Mailbox

Changing the Fax Overflow Mailbox parameters

Deleting a Fax Overflow Mailbox

Adding a Fax System Group List

Adding fax machine members to a Fax System Group List
Sending a Fax System Group message (Fax Broadcast)

Before you begin administering FAX, you should complete the Nor star VVoice Mail
FAX Programming Record. Thiswill help you collect and organize all the
information you will need to administer FAX.

A Norstar Voice Mail FAX Programming Record isincluded in Appendix A of this
guide. Make a photocopy of this Norstar Voice Mail FAX Programming Record
before you enter any information.

Note: Toadminister FAX inyour company, you requireaNorstar two-linedisplay

telephone. Y ou cannot administer FAX from a Norstar single-line display
telephone.
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12 Setting up and maintaining FAX

Entering characters using the Norstar Dialpad

Y ou will enter characters on your Norstar dialpad to add the Fax Answering
extension name, the Fax-on-demand mailbox name, the Fax Overflow Mailbox
name, and a new member’s name to a Fax System Group List.

The first time anumeric key is pressed, the Norstar set displays the first assigned
letter. A second press of the same key changes the displayed | etter to the second
letter, and so on, cycling around to thefirst letter. To accept the displayed | etter, you
presseither or the next key. If you pressadifferent key, the cursor is advanced
and the display showsthefirst character onthe new key. Pressing EKSF erasesthe
most recently entered character, moving the cursor position to the left.

The table Entering characters using the Norstar dialpad shows the characters
associated with the numbers on the Norstar dial pad.

Entering characters using the Norstar dialpad

1 - ABC2abc DEF3def
GHIl4ghi J KL5jklI 6] MNO6mMnNoO
PRS7prs TUVS8tuv 0] WXY9wxy
quit 0] QZ zeroqz accepts letter
enters a comma

Setting the FAX System parameters

There are four FAX System parametersthat control various FAX features and user
mailbox functions. Setting up the FAX System Parameters includes:

» setting up the FAX Answering extension

e assigning aFAX System Station Identification name
» setting the FAX System retry attempts

» setting the FAX System retry interval time

Setting up the FAX Answering extension

Thisfeature allows acaller to use the autosend feature on their fax machine to send
faxesto the Norstar Voice Mail system. The Norstar Voice Mail Automated
Attendant recognizes the fax tone and automatically sends the Fax messagesto the
FAX Answering extension fax machinefor printing. The Fax Answering extension
must be avalid Norstar DN. The FAX Answering extension is empty by default.

Note: The FAX Answering extension fax machine must be connected to an
Analog Terminal Adapter (ATA).

FAX Set Up and Operation Guide P0886629 Issue 1.0



Sefting up and maintaining FAX 13

Assigning a FAX System Station Identification name

The FAX System Station Identification name is a text name that can be up to 16
characters. The FAX System Station Identification name can be a company name,
a department, alocation, number, or any other name. The name is transmitted to
external fax machines at the beginning of all Fax messages. The FAX System
Station Identification name will aso be printed in the fax machine’slog files. The
FAX System Station Identification name is empty by default.

Setting the FAX System retry attempts

The FAX System retry attemptsisthe number of timesthat the System will attempt
to print faxes from mailboxes. Also, it is the number of times the System will
attempt to deliver faxes that have been forwarded to an external fax machine. The
retry attempts range from 1 to 99. The FAX System retry attemptsis set to 3 by
default.

Setting the FAX System retry interval time

The FAX System retry interval timeisthe number of minutes that the system waits
between retry attempts. The retry intervals range from 1 to 60 minutes. The FAX
System retry interval time is 10 minutes by default.

All the FAX System parameters can be set in one Norstar Voice Mail programming
FAX session.

To set the FAX System parameters:
1. Press ) &] B).

[ Log: ] 2. Enter the System Coordinator Mailbox number and
GUIT RETEY Ok pass,vord and pre$ %
Admin 3. Press OTHR until you seethe display in step 4.
MEQX AR OTHR
[ Adrmin ] 4, Press FA=A.
Fax Admin 5. Press FHREM.
FARM  LOAD
Fax ext: none 6. Press CHHG.
CHMG MEXT
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14 Setting up and maintaining FAX

[ Exct: ] 7. Enter the Fax Answering extension number. The Fax
RETRY QUIT Answering extension must be avalid Norstar DN.
The Fax Answering extension can be set up with a
Fax Overflow Mailbox for improved performance.
Refer to "Adding a Fax Overflow Mailbox" on

page 16.

Note: Thecall isdisconnected if the Fax Answering
extension rings busy, does not answer the
incoming call, or is not equipped with a Fax
Overflow Mailbox.

Fax ext: 8. Press HEXT.
CHHG HEXT

[Fax hame: hone ] 9. Press CHHG.
CHHG HEXT

[ Mame: ] 10. Enter the Fax Answering extension name and

RETRY BKSP  OK press Ok. To enter the Fax Answering extension
name, refer to "Entering characters using the Norstar
Dialpad” on page 12. The Fax Answering extension
name can be a maximum of 16 characters.

[xxxx ] 11. Press HEKT.
CHNG MEXT
Retries: 3 12. Press CHHGG.
CHHG MEXT
Retries: 13. Enter the number of retries and press OK.
CHMG oK

The default number of retriesis 3. The number of
retries ranges from 01 to 99.

14. Press HEXT.

Retries: =x
CHHG HEXT

Interwal: 1@ 15. Press CHHIG.
CHHG 0k

Interwal: 16. Enter the retry interval time and press QK.
RETRY oK

The default retry interval timeis 10 minutes. Thisis
atwo-digit field. Theretry interval timeisavalue
between 01 and 60 minutes.

Interual: 9 17. Press 0K to accept the retry interval time.
CHHG oK
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Sefting up and maintaining FAX 15

18. Press to end this programming session.

Each time a Fax message’ s retry limit is reached, Norstar Voice Mail stops
attempting to send the message and anon-delivery alarm messageisgenerated. The
messages that failed to be sent are shown in the non-delivery alarm message. The
alarms will continue until the problem has been solved. Most delivery alarms are
caused by fax machine problems such as a paper jam or the fax machine running
out of paper.

Changing the FAX System parameters

Y ou can change any of the FAX System parameters at any time. The FAX System
parameters appear in the same order as they appeared when you set up the FAX
System parameters. This section showsyou how to select the changefeature. It does
not show you how to change each parameter.

To change the FAX System parameters.
1. Press ) &] B).

[ Log: ] 2. Enter the System Coordinator Mailbox number and
QUIT RETEY Ok paSSNord and press %
Admin 3. Press OTHR until you seethe display in step 4.

MEOX PR DTHR‘]

[ Admin ] 4, Press FAA.
MET
ax Admin 5. Press PAEM.
[ PARM  LOAD ]
[ Fax Exbtl sxxx ] 6. To locate the parameter you wish to change,
CHNG HEST press HEXT until the display with the parameter

appears. To change the parameter, press CHHG and
enter the new parameter value.

7. Press to end this programming session.
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16 Setting up and maintaining FAX

Adding a Fax Overflow Mailbox

A Fax Overflow Mailbox is amailbox for your fax machine. If the fax machine
cannot answer the incoming fax call, the call is answered by Norstar Voice Mail.
The Fax messages received are stored in the Fax Overflow Mailbox. When the fax
machineis ready to accept fax calls, Norstar VVoice Mail will send the stored Fax
messages to thefax machine. A Fax Overflow Mailbox should be added to each fax
machine connected to the Norstar system.

To add aFax Overflow Mailbox:
1. Press B E) .

[ Log: ] 2. Enter the System Coordinator Mailbox number and
GUIT RETREY 0K passvvord and pre$ %
Admin 3. Press MEOH.

MEO= AA DTH%

Mailbox Admin 4. Press ADD.
ADD DEL  CHHG

Mz 5. Enter the Fax Overflow Mailbox number.
RETRY QUIT
[THPe: subscriber ] 6. Press HEXT until you seethe display in step 7.
MEXT oK
[T':IF"E' f‘ax—n:-uer*f“lcu] 7. Press OK.
MEXT oK
Ext.: 8. Enter the Fax Overflow Mailbox extension number.
RETRY QUIT
[ Mame: 9. Enter the Fax Overflow Mailbox name and press 0Ok.

RETRY  BKZP UK] To enter the Fax Overflow Mailbox name, refer to
"Entering characters using the Norstar Dialpad” on
page 12. The Fax Overflow Mailbox nhameisa
maximum of 16 characters.

[Eetries: 23 10. Press CHHG.

CHHG NEXT ]

[ Retries: 11. Enter the number of retries.

RETRY 0K ]

The default number of retriesis 99. The number of
retries ranges from one to 99.

[Retrieg: 29 12. Press HEXT.

CHHG ME®T ]
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[ Interwalil ] 13. Press CHHG.
CHHMG 0K,
Interyal: 14. Enter the retry interval time and press QK.
[ RETRY oK ]
The default retry interval timeis1 minute. Thisisa
two-digit field. The retry interval timeisavalue
between one and 60 minutes.
[ Interual:l ] 15. Press 0K.
CHHG oK,

Repeat these steps for each new Fax Overflow
Mailbox you want to add.

16. Press to end this programming session.

Whentheretry limit isreached for aFax message, the messageisautomatically sent
to the General Delivery Mailbox. The System Coordinator can then open the
Genera Délivery Mailbox and forward the Fax messages to afax machine
connected to the Norstar system. The System Coordinator should check the General
Delivery mailbox on aregular basis.

Off-premise Message Notification can be set up to notify the System Coordinator
when a message has been received in the General Delivery Mailbox. For more
information about the General Delivery Mailbox, refer to the Norstar Voice Mail
Set Up and Operation Guide.

P0886629 Issue 1.0
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18 Setting up and maintaining FAX

Changing the Fax Overflow Mailbox parameters

Y ou can change any parameter assigned to a Fax Overflow Mailbox. This does not
include the mailbox number. If you need to change a mailbox number, you must
first delete the mailbox and then add the new Fax Overflow Mailbox. For
instructions about adding amailbox, refer to "Adding a Fax Overflow Mailbox" on
page 16. For instructions about deleting a mailbox, refer to "Deleting a Fax
Overflow Mailbox" on page 19.

The Fax Overflow Mailbox parameters appear in the same order as they appear
when you add a Fax Overflow Mailbox. This section shows you how to select the
change feature. It does not show you how to change each parameter.

Changing the parameters of a Fax Overflow Mailbox involve:

» locating the display with the parameter you want to change
* pressing CHHG

* entering the new parameter value

To change the parameters of a Fax Overflow Mailbox:

1. Press Feae ) ) £ ).

[ Log: ] 2. Enter the System Coordinator Mailbox number and
QUIT RETREY ] 4 passvvord and pre$ %
[ Admin ] 3. Press MBEOH.
MEOH OTHR
[ ailbox Admin ] 4, Press CHHG.
DEL  CHHG
Mino: 5. Enter the Fax Overflow Mailbox number.
DIR AUIT
[ Exct: <a ] 6. To select aparameter, press HEXT until the display
CHNG NEART shows the parameter you want to change. To change
the parameter, press CHHG and enter the new
parameter value.

7. Press to end this programming session.
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Sefting up and maintaining FAX 19

Deleting a Fax Overflow Mailbox

Y ou can delete a Fax Overflow Mailbox at any time. When you delete a Fax
Overflow Mailbox, an incoming fax transmission will meet a busy signal. Fax
messages that were in the Fax Overflow Mailbox before it was deleted are
automatically printed.

To delete a Fax Overflow Mailbox:
1. Press calciEn

[ Log: ] 2. Enter the System Coordinator Mailbox number and
[ Admin ] 3. Press MEOX.
MEOX AR OTHR

Mailbox Admin 4. Press DEL.
ADD DEL  CHHG

[ Mz 2 ] 5. Enter the Fax Overflow Mailbox number that you
DIR QUIT want to delete.

{mb name 6. Press DEL.

DEL AUIT

7. Press to end this programming session.
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Adding a Fax System Group List

A Fax System Group List is used to send the same fax to all the members of alist.
This eliminates sending the same fax several times. The maximum combined
number of Voice and Fax Group Listsis 99.

To add a Fax System Group List:

Log:
GUIT RETRY 0k

RAdmin
MBI OTHR

rour List Admin
DEL CHHG

GList:9al
LUOICE FAAX

[ )
[EE";;? .
E* )
[ )

Record name:
RETEY 0K

Accert name?
RETEY FLAY Ok

Hame:
RETEY EBESP Ok

[Hdd first. member ]

Hame:
RETEY EBESP 0k

1. Press Feawe ) ) ) ).

Enter the System Coordinator Mailbox number and
password and press 0OF.

Press OTHE.

Press GLIST.

Press ACL.

Press FAX. Norstar Voice Mail automatically assigns

a Fax System Group List number. Group List

number 901 is an example.

Pick up the handset and at the sound of the tone,
record the Group List name and press 0k to end
your recording.

Note: This Group List nameis played to anyone
who sends a Fax message to the fax machines
in this group.

. Tolisten to your recording, press FLAY. To record

the name again, press RETEY. Press 0K to accept
the recording.

Enter the Group List name and press QK. To enter
the Group List name, refer to "Entering characters
using the Norstar Dialpad” on page 12. The Group
List nameis a maximum of 16 characters.

10. This display appears briefly and then changes to the

display in step 11.

11. To add the Group List without adding members at

thistime, press :

FAX Set Up and Operation Guide
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If you want to add fax membersto the Group List, refer to "Adding fax machine
members to a Fax System Group List" on page 21. For more information about

Group Lists, refer to the Norstar Voice Mail Set Up and Operation Guide.

Adding fax machine members to a Fax System Group List

Members of aFax System Group List arefax machinesfrom other locations. These
fax machines do not have to be connected to your Norstar system. These fax
machines can be internal or external numbers.

Since not al the fax machine members of this List are connected to your Norstar
system, you must specify the telephone number of the fax machine and the line or
line pool to be used. A maximum of 125 fax machine members can be added to a

Fax System Group List.

To add a member to aFax System Group List:

1.
Log: 2.
BUIT  RETRY OK
Admin 3.
MBI AR OTHR
Admin 4,
GLIST CCR OTHR

DL DEL  CHHG

o M o o
o

GLizt: 6.
RETRY AUIT
GList Mame 1.
CHHG HEXT
GList members 8.
ADD LIEW

9.

Hame:
RETEY EBESF 0K

rour List Admin ] 5.

Press (Feawe ) ) B &)

Enter the System Coordinator Mailbox number and
password and press 0OF.

Press OTHE.

Press GLIST.

Press CHHG.

Enter the number of the Fax System Group List you

wish to add a member to.

Press HEXT until the display shows.

GList Mame isanexampleof aGroup List name.

Press ACL.

Enter the new member’s name and press Ok to
accept the member’s name. To enter the name of the
Fax System Group List, refer to "Entering characters
using the Norstar Dialpad” on page 12. The name of
the Fax System Group List isamaximum of 16
characters.
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FIMAMCE
CHHG ME®T

Fax dest: none
LIHE FOOL Ic

Line:

RETRY )4
Accertil

RETRY ] 4
Dest. Fh:

RETREY ] 4
F3o0822

AL 0] 4

GList members
ADD UTEW

10. Press HERT.

FIMAHCE isan example of aFax System Group List
name.

11. Press LIKE.

Note: Pressing FOOL selectsalinewithin aline
pool. Pressing IC selectsan intercom line. If
you press IC you must enter an extension
number, accept the number and go to step 15.

12. Enter the line, pool or intercom number and
press 0Ok.

Note: If aFax System Group List member isat a
location that requires long distance dialing,
the line or pool number selected must not
have any long distance dialing restrictions.

13. Press 0K to accept the new number.

14. Enter the destination telephone number and press Ok
to end the new number.

15. Inthisexample, 73ssszz2 isthe destination number.
To cancel the number and enter anew number, press
. Toinsert apause, press (3 ]. The pause entered
is automatically four seconds long. To recognize dial
tone, press (4 ]. To enter more digits, press (2 ].To
enter astar, press (6 ]. To enter anumber sign, press
(5 ]. Press Ok to accept the new number.

16. Repeat steps 8 to 15 for each member you are adding
to this Fax System Group List.

17. Press to end this programming session.

Sending a Fax System Group message (Fax Broadcast)

A Fax System Group message can be sent to notify a group, by way of afax, of a
pending event or company notice that only pertainsto that group.

Before you send a Fax System Group message, ensure you have added the Fax
System Group List, and the Group List contains all the fax machinesthat are to

receive a message.

FAX Set Up and Operation Guide
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To send aFax System Group message from your Norstar tel ephone:
1. Press )] .

[F‘swd: 2. Enter your password and press QK or [#].

OTHR RETEY 0K ]

[1 new 4 zaved ] 3. Press FLAY or to retrieve your new Fax
BEAY REC ADMIN message. The fax identification number and any
introductory voice content is played.

Note: [If you want to send a saved Fax message,
press (6 ] until you find the saved Fax
message you want to send. To usethisfeature
aFax message must exist in your mailbox.

End of messade 4. Press COFY or .
COFPY ERASE HEXT

Corg fax 5. Press MEOX or .
MEOX OTHE

Record intro? 6. Press HO or [2].
YES HO

Note: Fax Group List recipients cannot hear voice
introductions.

[ Mivoe 2 ] 7. Enter the Fax System Group List number.
DIR AUIT

GList: <ur 8. Press SEHD or [#].

OFTS CC  SEMD

[ M=9 delivered ] 9. Thisdisplay appears briefly to acknowledge that the
message has been delivered.

[ Another coPg? ] 10. To send this Fax message to another Group List,
YES QUIT press YES or [1]. Toend this session press BUIT

or [¥].

11. Press to end this programming session.
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Fax-on-demand mailboxes

Introduction

As System Coordinator you perform all the tasks necessary for setting up and
maintai ning Fax-on-demand mailboxes. This chapter describes:

* About Fax-on-demand Mailboxes

* Adding a Fax-on-demand Mailbox

» Changing the parameters of a Fax-on-demand Mailbox

» Choosing a Fax-on-demand call method

* Adding aFax message from a fax machine telephone

* Adding aFax message from a disk

» Recording a Fax-on-demand Mailbox Greeting

» Deéleting and viewing fax selection numbers in a Fax-on-demand Mailbox
* Including a Fax-on-demand Mailbox in CCR

» Deleting a Fax-on-demand Mailbox

Before you begin administering FAX, you should complete "Appendix A: FAX
Programming Record" on page 51. Thiswill help you collect and organize all the
information you will need to administer FAX. Make a photocopy of the
Appendix A: FAX Programming Record before you enter any information.

Note: Toadminister FAX inyour company, you require aNorstar two-linedisplay
telephone. Y ou cannot administer FAX from a Norstar single-line display
telephone.
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About Fax-on-demand Mailboxes

A Fax-on-demand Mailbox allows external callersto retrieve Fax messages from
Norstar Voice Mail. To set up a Fax-on-demand mailbox you must:

» add a Fax-on-demand mailbox
» choosewhether the call method isone-call or accept the default two-call method

» add Fax messagesfrom afax machinetel ephone or adisk to the Fax-on-demand
mailbox

» record a Fax-on-demand mailbox greeting which describes the documents
available and instructions on how callers can retrieve them

Y ou cannot add or update a Fax message in a Fax-on-demand Mailbox by using
your Norstar two-line display telephone. For information about adding a Fax

message, refer to " Adding aFax message from afax machinetelephone” on page 31
or "Adding a Fax message from a disk" on page 32.

Y ou can include a Fax-on-demand mailbox in Custom Call Routing (CCR). CCR
allows mailbox ownersto select options to direct their own calls. For more
information on CCR, refer to the Norstar Voice Mail Set Up and Operation Guide.

Adding a Fax-on-demand Mailbox

To add a Fax-on-demand Mailbox:

1. Press [Feawe ) ) &) 2.

[ Log: ] 2. Enter the System Coordinator Mailbox number and
QUIT RETRY OQEK pm\/ord and press %

Admin 3. Press MEOH.

MEDH AR OTHRE

Mailbox Admin 4. Press ACD.
AL DEL  CHHG

: ] 5. Enter the Fax-on-demand Mailbox number.
ETRY QUIT
Ture: subscriber ] 6. Press HEXT until you seethedisplay instep 7.
HEXT kK

Ture: fax—on—dmnd) /. Press QK.
MHEWT )8
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8. Enter the Class of Service.

Service class:
RETEY 0k

For information about Class of Service, refer to the
Norstar Voice Mail Set Up and Operation Guide.

Hame: 9. Enter the Fax-on-demand Mailbox name and
RETRY EKSFP 0K press 0OK.

For information about how to enter the name, refer to
"Entering characters using the Norstar Dialpad” on
page 12. The Fax-on-demand Mailbox nameisa
maximum of 16 characters.

[Directom? ] 10. Press YES or HO. ThisisaDirectory Override.
¥ES HO Pressing YES means that the Fax-on-demand

Mailbox name plays in the Company Directory.

Outdial: none 11. Press LIME.
LIHE POOL

Note: Press POOL for Norstar Voice Mail to select
aline within aline pool. Refer to the Norstar
Voice Mail Set Up and Operation Guide for
important information about preventing
unauthorized calls using the outdial feature.

[ Line: ] 12. Enter the Line or Pool number and press QK.
RETRY oK,
Accert: <liner 13. Press 0K.
RETRY oK
Retries: 3 14. Press CHHG.
CHHG MEXT
[ Retries: ] 15. Enter the number of retries and press OK.
RETRY oK,
The default number of retriesis three. The number of
retries ranges from one to 99.
Retries: 3 16. Press HEXT.
CHHG MEXT

[ Interval: i@ ] 17. Press CHHG.
CHHG (1]
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[ Interval: 18. Enter the retry interval time and press 0k.

RETRY Ok ]

The default retry interval timeis 10 minutes. Thisis
atwo-digit field. The retry interval timeisavalue
between 01 and 60 minutes.

[ Interwvalils 19. Press 0OK.

CHHG oK ]

Repeat steps 5 through 19 for each new Fax-on-
demand Mailbox you want to add.

20. Press to end this programming session.

Before you can use the Fax-on-demand Mailbox you must initialize it. For
information about initializing amailbox, refer to the Norstar Voice Mail Set Up and
Operation Guide.

Changing the parameters of a Fax-on-demand Mailbox

Y ou can change any Fax-on-demand Mailbox parameter, except the mailbox
number. If you want to change amailbox number, you must first del ete the mailbox
and then add the new Fax-on-demand Mailbox. Refer to "Deleting a Fax-on-
demand Mailbox" on page 40 and " Adding a Fax-on-demand Mailbox" on page 26.

Changing the parameters of a Fax-on-demand Mailbox involves:
* locating the display with the parameter you want to change

* pressing EHHG

* entering the new parameter value

The Fax-on-demand Mailbox parameters appear in the same order as they appear
when you add a Fax-on-demand Mailbox.
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To change a Fax-on-demand Mailbox parameter:

1. Press [Feawe ) ) B ).

[ Log: ] 2. Enter the System Coordinator Mailbox humber and
QUIT EETEY Ok pass,vord and pre$ %

Admin 3. Press MEODH.

MEOX AR OTHR
[ Mailbox Admin ] 4. Press CHHG.

ADD  DEL CHHG

bax 5. Enter the Fax-on-demand Mailbox number.
auIT

[ Password ] 6. To select aparameter, press HEXT until the display

RESET NEXT shows the parameter you want to change. To change

the parameter, press CHHG and enter the new
parameter value.

7. Press to end this programming session.

Choosing a Fax-on-demand call method

For each Fax-on-demand Mailbox you must choose whether the call method is one-
call or two-call. When you choose the one-call method:

» the Fax messageis transmitted during the original call
» thecaller must use afax machineto retrieve a Fax message
» thecaller paysfor any chargesincurred

When you choose the two-call method:

» theDialing Trandlation Table must be created and the Dialing Translation

Parameters must be set

» thecaller provides afax telephone number of where the information isto be
delivered

» theFax messageistransmitted in the second call whichisoriginated by Norstar
Voice Mail

Note: For information on creating the Dialing Translation Table and setting all the
Dialing Translation Parameters, refer to " Appendix B: Dialing Trangation”
on page 57.

Each Fax-on-demand Mailbox is assigned a number of Fax messages a caller can
request. The maximum number of Fax messages that can be requested is eight.
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To choose a call method and the number of Fax messages:

1. Press Feae ) @) £) @),

[F‘swd: ] 2. Press OTHR or [(¥].

OTHR  RETRY 0K

[ Log: ] 3. Enter the Fax-on-demand Mailbox number and
QUIT RETRY OK password and press Ok or [¢].

[FaanDemand 4. Press ADMIH or [8].

FAXES ACMIH ]

Mailbox admin 5. Press [5].
GREET PSWD  QUIT

[Methnd: Two call ] 6. Press CHHG or to choose the one-call method.
CHHG HERT Inthisdisplay, Twa representsthe current call
method. The two-call method is the default call
method. If the current call method is correct,
press HEXT or [#].

[ Limit: = ] 7. Press CHHG or and enter the number of faxes a
CHHG Ok caller can request. The default number of faxes a
caller can request is eight. The number of faxes
requested by a caller ranges from one to eight.
Limit: 8. Press Ok or [#].
[ RETRY oK ]
[Limit: 7 ] 9. Press DK or again to accept the number of
CHNG oK faxes a caller can request.

10. Press to end this programming session.
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Adding a Fax message from a fax machine telephone

Y ou must enter a selection identification number when you add aFax messagefrom
afax machine telephone to a Fax-on-demand Mailbox. The selection identification
number is used by callers to select the document they want to retrieve.

Immediately after you add or update a Fax message in the Fax-on-demand Mailbox,
verify that the Fax message has been received and isready for customer use. Access
the Fax-on-demand Mailbox and print the new or updated Fax messages.

To add aFax message from afax machine telephone to a Fax-on-demand Mailbox:

1.

From afax machine telephone, dial atelephone number that will be answered
by the Automated Attendant.

Once the Automated Attendant answers the call, press .

Enter the Fax-on-demand Mailbox number and password.

Press (#].

Press [1].

Press again to add a Fax message.

Note: To change or delete a Fax message, follow the voice prompts.

Enter the Fax-on-demand selection identification number.

Note: The Fax-on-demand selection identification number must be a unique

number with a maximum of eight digits and may not start with zero or
nine.

Press (#].

Pressthe START/SEND key on your fax machine when prompted. The
Norstar Voice Mail session will end when the transmission is complete.
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Adding a Fax message from a disk

Y ou can add or update a Fax message by loading the Fax message onto a 3.5" disk
and inserting the 3.5" disk into the floppy disk drive of your Norstar applications
server. This method will result in a cleaner outgoing fax and the process will be
noticeably faster than adding a Fax message from a fax machine telephone.

Y ou will be prompted to enter the number of a Fax-on-demand Mailbox and the
selection identification number of the Fax message at the Norstar set. Then place
the disk into the disk drive of the Norstar applications server. If the Fax messageis
anew document and not an updated version of apast document, you must confirm
its creation.

After you have added a Fax message to a Fax-on-demand Mailbox, you should
verify the existence of the Fax message by sending it to afax machine. Ensure the
Fax message is compl ete and the page numbering matches the number of pages of
the selection. Check all selectionsin the Fax-on-demand Mailbox before
advertising the selections in your Fax-on-demand greeting.

The disk must contain only one Fax message. The Fax message must be in one of
the file formats indicated by the appropriate file extension listed below:

Extension Assumed Content

IXT ASClI file.

.PCX PC Paintbrush format (black & white only). A .PCX image that is
18 X 22.92 inches will be reduced and print as 8.5 X 11 inches.

TIF Tag Image File Format Class F (TIFF-F). Only Class F File Formats are
supported.

Note: Norstar Voice Mail FAX supports black and white .PCX files created with
Paintbrush for Windows 3.1. If you are using another application, verify that
the file has been successfully added and the Fax message can be sent to a
fax machine. If the file cannot be sent to afax machine successfully, refer
to "Appendix C: Technical content of aloadable .PCX file" on page 73, for
the required content of the .PCX file header.
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To add a Fax message from a disk:

1

Lo9:
QUIT RETRY 0k

Admin 3.
MEDX AR OTHR

4.
Fax RAdmin 5.
FRARM LOAD
Mo 6.
DIE QUIT

Select: x 1.
RETRY (] 4

Createlx
RETEY (] 4

Insert disk
GUIT (4

Checking dizsk ...

Checking file ...

urm of Fades:
HHG

[ ]

M
C k.

Hum of rFrades:
RETEY 0k

[
[
[
[

11.

)
)
] 10.
)

Press fFeawe ) ) @) [@).

Enter the System Coordinator Mailbox number and
password and press 0OF.

Press OTHR until you see the FRX option.

Press FHHX.

Press LOAL:.

Enter the Fax-on-demand Mailbox number. A
Fax-on-demand Mailbox must already exist in order
to add the Fax message. If a Fax-on-demand Mailbox
does not exist, you must create one before adding the
Fax message. Refer to "Adding a Fax-on-demand
Mailbox" on page 26.

Enter the Fax-on-demand selection identification
number and press Qk. The Fax-on-demand selection
identification number is a maximum of eight digits,
must be unique, and may not start with zero or nine.

The number that appearsin this display (=) will be
the same number entered in step 7, if itisanew
selection identification number. Press OK.

Insert the 3.5" disk into the floppy disk drive of your

Norstar applications server and press 0k on the
Norstar set.

Press CHHG.

Enter the number of pages in the Fax message and
press Ok.
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[Hum of Fades: X ] 12. Press 0K to accept the number of pagesin the Fax
CHHG oK message.

[ Loading ... ] 13. The disk must contain only one Fax message file.
When the file has been successfully loaded, you will
see the display in step 14.

[ File Loaded ] 14. If the Fax message file isloaded successfully the

Norstar applications server beeps 3 times. If the Fax
message fileis not loaded successfully the Norstar
applications server will beep twice. Even if the Fax
message file appears to have been loaded
successfully, you should test it by sending the Fax
message to the fax machine.

15. After the Fax message file has been successfully
loaded, the display returnsto the admin prompt. Y ou
can then safely remove the disk from the floppy disk
drive of the Norstar applications server.

16. Press to end this programming session.

Recording a Fax-on-demand Mailbox Greeting

Y ou must record a greeting for each Fax-on-demand Mailbox. This greeting is
played to callers who access the Fax-on-demand Mailbox. The maximum length of
this greeting is designated by the Class of Service.

Before you record the Fax-on-demand Mailbox Greeting, prepare a greeting for
each Fax-on-demand Mailbox. Y our greeting should describe the documents
availableand instructionson how callers can retrieve them. For example, you might
record your greeting for a one-call method Fax-on-demand Mailbox by saying:

“ Hello. You havereached Paddy’ s Dance Sudio faxinformation Hotline. If you are
calling from a fax machine telephone, you can receive information on class
schedules and prices, registration forms and upcoming special events. To receive
classschedulesand prices, press (1 |. Toreceiveregistrationforms, press 2 . To
receive information about upcoming special events, press (3 ]. After you have
entered the required numbers, press START on your fax machine.”

If you are using the Norstar VVoice Mail bilingual capability, you should also record
the Fax-on-demand Mailbox Greeting in the alternate language.

For the two-call method Fax-on-demand Mailbox to function properly, the Dialing
Trandation Table must be created and the Dialing Trandlation Parameters must be
set. Refer to "Appendix B: Dialing Trandation” on page 57.
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An example of atwo-call method Fax-on-demand Mailbox greeting is:

“Hello. You have reached Paddy’ s Dance Sudio fax information Hotline. You can
receive information on class schedules and prices, registration forms and
upcoming special events. To receive class schedules and prices, press (1 ]. To
receive registration forms, press [2 . To receive information about upcoming
special events, press (3 ]. Enter the telephone number of the fax machine you wish
to have the faxes sent to. If you are calling long distance remember to include the
area code.”

To record agreeting:
1. Press P &) &

Fawd: 2. Press OTHR or [¥].

[DTHR RETRY 0K ]

[ Loga: ] 3. Enter the Fax-on-demand Mailbox number and
QUIT  RETRY HS password and press Ok or [¢].

F ax0Onbemand
FRXES ACDMIN

4. Press ADMIH or [8].

GEEET PSWD GUIT

6. Press REC or [1].

P 1 mard Areeting
HEAT

7. At thetone, record the Primary Fax-on-demand
Mailbox Greeting and press Ok or to end the
recording.

REecord dreeti ng

[Maﬂng admin ] 5. Press GREET or [2].
[RETFW PLAY ]

[Hccept greet.ing? ] 8. Tolisten to your greeting before accepting it,

RETRY FPLAY OK press FLAY or [ ]. To record your greeting again,
press RETEY or [2 ). Press 0K or to accept
your Primary Fax-on-demand Mailbox Greeting.

[ Primara Greetingd ] 9. To record an Alternate Fax-on-demand Mailbox
REC FLAY HE~T Greeting, press MEXT or and follow the
instructions that appear on the display.

10. Press to end this programming session.

P0886629 Issue 1.0 FAX Set Up and Operation Guide



36 Setting up and maintaining Fax-on-demand mailboxes

Deleting and viewing fax selection numbers in a Fax-on-demand

Mailbox

Y ou can delete or view afax selection number using your Norstar two-line display
telephone. If you delete afax selection number, the Fax message that is associated
with the fax selection number is also deleted.

To delete or view afax saection number in a Fax-on-demand Mailbox:

1.
F=uwd: 2.
OTHR RETEY 0Ok
Log: 3.
QUIT RETREY Ok
F ax0Onbemand 4,
FRXES ADMIM
Lxr faxes
ADD CHHG  QUIT
Select: <w» 6.
UPDATE DEL HEST

[Select deleted ] 1.

Press (Feawe ) ) (2] (0.

Press OTHR or [*].

Enter the Fax-on-demand Mailbox number and
password and press Ok or [#].

Press FAXES or [1].

Press CHHG or [2].

To view the fax selection numbers, press HEXT or

. If you know the fax selection number, then enter
the fax selection number of the Fax message that you
wish to view. To delete the Fax message associated
with the fax selection number shown, press DEL or

7].

Note: To update a Fax message, you must use a fax
machine telephone or update the Fax message
by disk. For information about |oading or
updating Fax messages, refer to "Adding a
Fax message from a fax machine telephone”
on page 31 or "Adding a Fax message from a
disk" on page 32.

Press to end this programming session.

Including a Fax-on-demand Mailbox in CCR

FAX can be used with Custom Call Routing (CCR) by including a Fax Point on
your CCR Tree. ThisFax Point allowscallersto usethe call routing featuresof CCR
to access a Fax-on-demand Mailbox.
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Assigning a Home Fax Point

Y ou can assign the Home Point of a CCR Tree as a Fax Point. The Home Point is
thefirst Point that callers get when they access a CCR Tree. For more information
about the Home Point, refer to the Norstar Voice Mail Set Up and Operation Guide.

If you assign the Home Point as a Fax Point, you cannot add any other Pointsto this
CCR Tree. Ensure the Fax-on-demand Mailbox isinitialized before assigning the
mailbox number to a CCR Tree.

To assigh aHome Fax Point:

1. Press e ) ) B) .

[ Log: ] 2. Enter the System Coordinator Mailbox number and
QUIT FRETRY B8 password and press k.

Admin 3. Press OTHE.

MEDH OTHR

GLIST CCE OTHRE

[ )
[Fldmn ] 4. Press CIR.
£ )
[ )

CCR Admin 5. Press ADMIN.

ADMIM
CCR tree: 6. Enter the CCR Tree number and press oK. The CCR
RETRY Ok Tree number is anumber from 1to 4.

Mew tree: <13 7. Press BEUILD.

[BUILD AUIT ]
[ Hnmefl*le ] 8. Press OTHE until you seethe display in step 9.
REC  OTHR
[ Homex’F ] 9. Press CHHG.
CHMG  OTHR
[ Mz 2 ] 10. Enter the Fax-on-demand Mailbox number.
AUIT
Path: 11. To save the CCR Tree, press EHI» and follow the
[RETR‘H’ oK ]

instructions that appear on the display.

12. Press to end this programming session.

ThiscompletesassigningaHome Fax Point. For moreinformation about designing,
building, changing, saving and enabling a CCR Tree, refer to the Norstar Voice
Mail Set Up and Operation Guide.
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Adding a Fax Point

A Fax Point gives a caller access to a Fax-on-demand Mailbox. This mailbox
providesacaller with single-digit accessto afax or list of faxes. If aCCR Tree does
not already exist, you must create one. The Home Menu must exist before you can

add a Fax Point.

For information about adding Fax messages, refer to "Adding a Fax message from

afax machine telephone” on page 31 or "Adding a Fax message from a disk" on

page 32.
To add a Fax Point:

Lo9:
GUIT RETEY OK

Admin
MBI OTHR

RAdmin
GLIST CCE OTHR

ACMIH

| |
| |
P
| |

Tree: 1
CHHG FPRINT OGQUIT

FPath:
FETEY  EMD 0K

L
MEMU IWFDQ OTHR

L
AFERE LUMSG OTHE

ERASE

QUIT

Destination?
FEREY HOME DISC

[ )
E )
o )
[ )

10.

11.

12.

13.

Press feawe ) ) ) [@).

Enter the System Coordinator Mailbox number and
password and press 0OF.

Press OTHE.

Press CCE.

Press ADMIH.

Enter the CCR Tree number and press k. The CCR
Tree number is anumber from 1 to 4.

Press CHHG.

Enter the Path number and press Qk.

Press OTHE. The = shownin steps9to 11
represents the Path number.

Press OTHE.

Press FRHX.

Enter the Fax-on-demand Mailbox number.

Press FREY to return the caller to the previous point.
Pressing HOME returnsthe caller to the Home Menu.
Pressing DISC disconnects the call.

FAX Set Up and Operation Guide
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[F‘ath: ] 14. To save the Tree, press EHL and follow the
RETRY END Ok instructions that appear on the display.

15. Press to end this programming session.

For more information about designing, building, changing, saving or enabling a
CCR Tree, refer to the Norstar Voice Mail Set Up and Operation Guide.

Changing a Fax Point

From CCR, you can change the Fax-on-demand Mailbox number and destination
of aFax Point. To change the greeting, call method or Fax messages available, you
must open the Fax-on-demand Mailbox via (9] . For information
about changing the parameters of Fax-on-demand Mailboxes, refer to "Changing
the parameters of a Fax-on-demand Mailbox" on page 28.

To change aFax Point:

1. Press Feawe ) 5] B) £).

[ Log: ] 2. Enter the System Coordinator Mailbox number and
QBUIT RETRY 0K pm\lord and pre$ %
[ Adrmin ] 3. Press OTHE.
MEDX AR OTHR
Admin 4. Press CCE.
GLIST CCR OTHR
[ CCR Admin ] 5. Press ADMIH.
ADMIN
[ CCR tree ] 6. Enter the CCR Tree number and press Ok. The CCR
RETRY oK Tree number is anumber from 1 to 4.
Tree: 1 7. Press CHHG.

8. Enter the Fax Point Path number and press Qk.
ETRY EMD 0K

L Fax
CHHG ERRSE 0k

Mbosss e 10. Press HEXT.
C

HHG HE®T

11. Press CHHG. The type shown on this display isthe
current destination type.

Dest: <turex

)

)

] 9. Press CHHG. The = represents the Path number.
)
CHHG oK, ]
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[ Deztination? ] 12. Press PREM to return the caller to the previous point.
FREY HOME DISC Pressing HOME returns the caller to the Home Menu.
Pressing DISC disconnectsthe call.

[Dest: {tuped ] 13. Press 0K.

CHHG oK,

[ Path: ] 14. To save the CCR Tree, press EHD» and follow the
RETRY END OK instructions that appear on the display. For more

information about designing, building, changing,
saving or enabling a CCR Tree, refer to the Norstar
Voice Mail Set Up and Operation Guide.

15. Press to end this programming session.

Deleting a Fax-on-demand Mailbox

Y ou can del ete a Fax-on-demand Mailbox at any time. To del ete a Fax-on-demand

Mailbox:
1. Press 5 E) &.
[ Log: ] 2. Enter the System Coordinator Mailbox number and
GUIT RETREY Ok paSSNord and press %
Admin 3. Press MEOH.
MEOX PAA  OTHR

Mailbox Admin 4. Press DEL.
ADD  DEL  CHHG

[ M 2 ] 5. Enter the Fax-on-demand Mailbox number that you
DIR QUIT want to delete.
[ imb name ] 6. Press DEL and the display returnsto the

DEL QUIT Mailbox Admin prompt shownin step 4.

7. Press to end this programming session.
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Introduction

Troubleshooting FAX involves solving problems that are related to the FAX
options. For troubleshooting information about other aspects of Norstar Voice Mail,
refer to the Norstar Voice Mail Set Up and Operation Guide.

Problems and solutions

Callers cannot retrieve a fax from a Fax-on-demand Mailbox.

If acaller cannot retrieve aFax message from a Fax-on-demand Mailbox, check the
following:

1. Verify that the mailbox is a Fax-on-demand Mailbox.
2. Verify that Fax messages have been added to this mailbox.

3. Make sure your greeting tells the user how to retrieve the Fax message. This
includes information about which call method is used.

4. If thetwo-call method is being used, verify that the Dialing Translation Table
has been created and the Dialing Trand ation Parameters are set.

Callers cannot leave a fax in a Personal Mailbox.
If acaller cannot leave a Fax message in a mailbox, check the following:

1. Make sure the mailbox greeting tells the caller to press before pressing
START/SEND on the fax machine.

2. Ensurethe greeting tells the caller that the call must be made from afax
machine.
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A user cannot reply or send messages to other mailboxes.

If auser cannot reply or send messagesto other mailboxes, the user’ s mailbox may
be full. This means that too many voice and fax messages are being stored in the
mailbox and the user must delete old messages from the mailbox. If this problem
occurstoo often, assign the mailbox adifferent class of serviceto givetheuser more
mailbox space.

Norstar Voice Mail mailboxes are equipped with the Never Full Mailbox Feature,
which allowsexternal callersto |eave voice and fax messagesin your mailbox, even
if the mailbox is*“full”. The message will be stored, but cannot be accessed until
you delete at least one saved message. The Never Full Mailbox Featureis only
available to external callers. Internal callers cannot leave messagesif amailbox is
full.

Faxes that are sent when the fax machine is busy are lost.

If Fax messages sent when the fax machine is busy are not being received, check
the following:

1. Verify that adefault fax extension has been set up.
2. Verify that aFax Overflow Mailbox has been added to Norstar Voice Mail.

3. Verify that the extension defined in the Fax Overflow Mailbox is the
extension number of the fax machine.

4. Make sure the fax machine is connected to the Norstar system through an
ATA.

A message indicates that faxes could not be sent to the fax machine.
If this occurs on alocal fax machine, check the following:

1. Verify that the fax machineisready to receive and isnot jammed or out of
paper.

2. Verify that the fax machine is connected to the Norstar system through an
ATA.

3. Increase the number of retries assigned to the Fax Overflow Mailbox
associated with that machine.

Note: To change the number of retries, refer to "Changing the Fax Overflow
Mailbox parameters' on page 18.

If this occurs on afax machine that is remote, check the following:
1. Verify that you entered the correct fax number.

2. Verify that there are no dialing restrictions applied to the users extension.
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A message indicates that faxes could not be sent from the Fax Overflow Mailbox.

The message left in the General Delivery Mailbox is shown below:

“The attached Fax message could not be printed to <fax machine extension>.”

Thismessageindicates that the maximum number of retries has been reached by the
Fax Overflow Mailbox and the Fax message has still not been sent. If this occurs,
you should:

1.

2.

3.

Verify that the fax machine is still operable.

Verify that the fax machine is connected to the Norstar system through an
ATA.

I ncrease the maximum number of retries set in the Fax Overflow Mailbox.

Fax messages are being left in the General Delivery Mailbox

When the Fax Overflow Mailbox retry limit is reached for a Fax message, the
message is automatically sent to the General Delivery Mailbox.

1.

2.

Verify that the fax machine is still operable.

Verify that the fax machine is connected to the Norstar system through an
ATA.

Open the General Delivery Mailbox and forward the Fax messages to another
fax machine connected to the Norstar system. Be sure to check the General
Delivery mailbox on aregular basis.

Off-premise Message Natification can be set up to notify you when a message
has been received in the General Delivery Mailbox. For more information
about Off-premise Message Natification and the General Delivery Mailbox,
refer to the Norstar Voice Mail Set Up and Operation Guide.
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Error messages

While you are programming Norstar VVoice Mail, an error message may appear on
your Norstar telephone display. This section describes the Error Messages that are
related to FAX. The Error Messages shown here are presented in a phabetical order.
For alist of all Norstar Voice Mail Error Messages, refer to the Norstar Voice Mail
Set Up and Operation Guide.

Invalid ext

Appears when an incorrect extension is entered. Check the DN length or use the
Company Directory.

Invalid 9list

Appearswhen a FAX Group List is used for a voice message or when a voice
Group List is used for afax message.

Invalid mailbox

Appears when an incorrect mailbox number is entered.

Invalid number

Appearswhen entering an incorrect number for one of the FAX parameters. For the
correct range of values for a specific FAX parameter, refer to Chapters 3 and 4 of
this guide.

LOCKED

Appears when a Fax-on-Demand mailbox has been disabled because of excessive
incorrect password attempts.

Mbox needed

Appears when adding a Fax Point to a CCR Tree and a mailbox number has not
been specified when required.

Mbox not init

Appears when amessage is sent to a mailbox that is not initialized.

Must be unique

The value you have entered as the fax selection number has already been assigned
to another Fax message. Fax numbers must be unique.

NONAMEREC
Appears when amailbox isinitialized but the spoken name is not recorded.

NOGREET

Appears when a Fax-on-demand mailbox isinitialized but the Primary Greeting is
not recorded.

NHone to print

Appears when trying to print faxes when there are no faxes in the mailbox.
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Hot available

When aFAX feature is attempted after the FAX hardware has been removed or
FAX has been disabled.

Hot set up

When rre=ET is selected before it has been set up.

Rec too long

Appears when arecorded message is too long. Message or greeting length for a
mailbox is determined by the Class of Service.

Sreak ur

Appears when recording a greeting or message and the minimum volume level of
Norstar Voice Mail isnot met. Do not use Handsfree. When recording agreeting or
message, speak directly into the handset of your Norstar telephone.

UNINIT
Appears when the Fax-on-demand mailbox has not been initialized.

WARN Mbox uninit
Appears when a Fax-on-demand mailbox is not initialized.

WARH Mbox empty
Appears when the Fax-on-demand mailbox has no content.

Disabling and Re-enabling Norstar Voice Mail Channels

In the course of diagnosing a system problem you may find it necessary to disable
aparticular Norstar applications server Channel. After the problem hasbeen solved,
you will need to re-enable the Norstar applications server Channel. If you attempt
to disable all the Channels, the system will reboot itself.

To disable a Channdl:
1. Press ) 1] E).

] 2. Enter the default password
RETRY (ACCESS).

[ Pazsward:

ACCESS Serwver 3. Press HEXT until you seethe display in step 4.
BACK MEXT ADMIM

Charnel Status 4. Press SHOW.
BACK HEXT SHOW

Chan Status Menu 5. Press SHOl.
GUIT ALL SHOW
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[EI—BS » coo¥Ecrr ] 6.

QUIT HEXT DETAIL

[1: 2225 ***] 7.

QUIT HEKWT DSEL

[3: 2227 ***] 8.

BUIT HEXKT DSEL

[3: Mot in s9nc ] 9.

QUIT HEXT EHBL

To re-enable the Channel:

Faszword:
RETREY

ACCESS Serwver
BACKE HEXT ADMIH

Channel Status
BACK HEXT SHOW

GUIT ALL  SHOW

A1-A8 »cokkkcep
GUIT HEAT DETAIL

1: 2225 bk
QUIT HEKWT DSEL

[ )
[ )
[Ehan Status Meru ]
[ )
[ )

31 Mot in sanc
GUIT HWEXT EHEBL

K 2227 bk
QUIT HEXKT DSBL

Press DETHIL.

Press HEXT until the Channel you want to disableis

displayed.

Press SEL.

Press to end this programming session.

Press (Feawe ) ) (1] .

Enter the default password

(ACCESS2).

Press HEXT until you see the display in step 4.

Press SHOW.

Press SHOW.

Press DETRIL.

Press HEXT until the Channel you want to re-enable

is displayed.

Press EHEL .

Press to end this programming session.
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Introduction

This chapter provides examples of different fax features and tips for using FAX.

Examples of FAX set ups

FAX can be set up to perform several different functions. How you chooseto set up
FAX depends on your requirements for fax storage and retrieval.

Thefollowing examples describe how the different fax features are used by asmall
fictitious company called Paddy’ s Dance Studio. This company uses the Norstar
Voice Mail Fax functionsto inform callers of upcoming events and allow students
to register by fax.

Example of a Fax-on-demand Mailbox set up

Paddy’ s Dance Studio uses a Fax-on-demand Mailbox to inform students of
upcoming events. In this mailbox there are three Fax messages that are updated
every month. The first Fax message contains the schedule for regular and drop-in
classes. The second Fax message liststhe current pricesfor each class. Thefinal Fax
message contains a schedule for the upcoming special events such as musicals,
dance recitals and open houses. Each of the Fax messagesis sent using the one-call
method. This means the caller pays for any charges incurred.

Since the Fax-on-demand Mailbox contains three different Fax messages, the
greeting for this mailbox must contain instructions that tell the caller how to get the
information they want. For example:

“Hello. You have reached Paddy’ s Dance Siudio’ s fax information mailbox. I you
are calling from a fax machine tel ephone, you can receive information on class
schedules, prices, and upcoming special events. To retrieve class schedules,
press (1 ]. Toget adetailed pricelist, press [2 ). To get information about
upcoming special events, press (3 ].”

Sample Fax Messaging set up

Theregistrar of Paddy’s Dance Studio uses a persona mailbox to receive
registration Fax messages from students. These Fax messages are sent to amailbox
and not the fax machine because the registration forms contain personal
information, such as addresses and telephone numbers. The registration faxes are
collected in the mailbox and sent to the fax machine when the registrar is available
to pick them up.
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The greeting on theregistrar’ s mailbox must contain information about how to send
the Fax message. For example:

“Hello. You have reached Paddy’ s Dance Studio’ s registration desk. To speak to
the receptionist, press [0 ]. To leave a message for theregistrar, leave your name,
telephone number and message after the tone.

If you are calling froma fax machine telephone, you can register for a class by fax.
On your registration fax form, remember to include your name, telephone number,
address and the name of the class you are registering for. Also remember that
payment is due before the start of the first class. To register now by fax, press
and then the START button on your fax machine.”

Sample Fax Overflow set up

Paddy’ s Dance Studio has only one fax machine and it can get very busy. To
prevent losing any Fax messages due to a busy fax machine, a Fax Overflow
Mailbox was added to Norstar Voice Mail. Thismailbox collects any incoming Fax
messages that come in while the fax machineis busy.

FAX Tips

Printing a fax from a Fax Overflow Mailbox to another fax machine

If afax machine that is assigned to a Fax Overflow Mailbox is out of order for an
extended time, you can print the stored Fax messages on another fax machine
connected to the Norstar system. To print the Fax messages, change the extension
number of the Fax Overflow Mailbox to the extension of aworking fax machine.
After the stored Fax messages are printed, change the extension number back to the
extension of the origina fax machine so you do not missincoming Fax messages.

For information about setting the extension number of a Fax Overflow Mailbox,
refer to "Changing the Fax Overflow Mailbox parameters’ on page 18.

Adjusting the mailbox Class of Service

All personal mailboxes allow Fax messages, incoming Fax messages and incoming
voice messages to be stored in the same message space. The amount of space
availableis determined by the mailbox Class of Service. If the user expects several
Fax messages, you may need to change the mailbox Class of Serviceto allow more
message space.
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Setting up notification of a fax machine problem

When a Fax message is sent to the Fax Overflow Mailbox and the retry limit is
reached, the Fax message is automatically sent to the General Delivery Mailbox.
The System Coordinator can then open the General Delivery Mailbox and forward
the Fax messages to another fax machine connected to the Norstar system. The
System Coordinator should check the General Delivery mailbox on aregular basis.
Off-premise Message Notification can be set up to notify the System Coordinator
when a message has been received in the General Delivery Mailbox. For more
information about setting up Off-premise Message Notification and the General
Delivery Mailbox, refer to the Norstar Voice Mail Set Up and Operation Guide.

Transferring a fax caller to your mailbox

If acaller is phoning from afax machine telephone and is attempting to leave a Fax
message in your mailbox, but you answer the call, you can transfer the caller to your
mailbox. When you answer the call, inform the caller you will transfer them to your
mailbox. Press (o] (8] (6] and enter your mailbox number. The caller
will hear your mailbox greeting and will be ableto |eave a Fax message. Inform the
caler to press before pressing START on their fax machine.

If you answer your telephone and hear aFax Calling Tone, you can transfer the call

to your mailbox by pressing (o) (6 ] and entering your mailbox
number. The Fax message will be left in your mailbox.
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Before you begin

Make copies of the pages in this chapter you will need for recording more
program settings.

When atelephoneis used for programming, a Norstar two-line telephone must
be used.

Programming overview

This overview provides arecommended approach to FAX programming. To use
this overview:

Start at thetop and progress down through the programming options. Determine
which options require your attention.

Y ou will be programming Fax Mail on an installed Norstar Voice Mail system.
Refer to the Norstar Voice Mail documentation for information on Norstar
Voice Mail system operation. Refer to the Norstar Voice Mail Programming
Record for specific information about what has already been programmed for
Norstar Voice Malil.

Refer to the page number to find where that option isin this Programming
Record. Space is provided for you to write the option or circle an option (if
provided). The defaults are shown in bold text.

Instructions for accessing each programmable option are provided in brackets
(“F" means “Feature”).

Note: To record the programming for the Dialing Trandlation Table, refer to
the Norstar Voice Mail Programming Record.

Description of programming Title Page

Record a general description of your fax setup Pre-installation page 52
checklist

Record dialing translation parameters for your system | Dialing Translation page 52
Parameters

Add Fax Mailboxes Mailbox page 53

(F983, then press MBOX and follow prompts) Administration

Configure Fax Mailboxes Mailbox page 56

(F983, then press FAX and follow prompts) Configuration

Define Fax System Group Lists Fax System Group page 55

(F983, then press GLIST and follow prompts) Lists
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Pre-installation checklist
DN/mailbox number length 1 2 3 4 5 6 7

Installer’s name

Installation date

Model of office fax machine(s)

DN or telephone number of office fax T N O O
machine(s) [ e

Dialing Translation Parameters

Long distance access code

Area code

Access code

Reply translation Y N
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Mailbox Administration

Copy page before using if =
more sheets required. =

Mailbox Extension*
number

Name
(1 to 16 letters)

Type (check O one)

Fax-on-demand | Fax Overflow

* Applicable only for Fax Overflow Mailboxes

P0886629 Issue 1.0
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Mailbox Configuration

Copy page before using if
more sheets required.

Fax Overflow

Mailbox

Fax machine extension number

Retry attempts (01-99)

Retry interval (01-60 min)

Fax-on-demand

Mailbox

Directory name

Primary:

Greeting

Alternate:

Delivery mode

One-call Two-call

Maximum number of faxes*

1 2 3 4 5 6 7 8

Description of fax contents

Fax-on-demand

Mailbox

Directory name

Primary:
Greeting
Alternate:
Delivery mode One-call Two-call

Maximum number of faxes*

1 2 3 4 5 6 7 8

Description of fax contents

* The maximum number of faxes requested by a caller ranges from 1 to 8. A mailbox can store as

many faxes as space permits.
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Fax System Group Lists

Copy page before using if
=—| more sheets required.

Group List number*
(901 to 999)
Type FAX

Name (voice recording)

Name (max. 16 letters)

Line or Line Pool number and Telephone number of fax machine (1-30 digits)

*The Group List leading digit may be changed from the default of 9. This is done by the Installer or System

Coordinator during System initialization.
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Introduction

This chapter describes how to set up the Dialing Transation Table and how to set
Dialing Trandation Parameters. This chapter describes:

* How the Dialing Trandation Table works

» Dialing Trandation Parameters

» Didling Trandation Table Administration

* Technician Created Dialing Translation Table

* Installing the Dialing Trandation Table onto the Norstar Voice Mail System

There are several instances when Norstar Voice Mail generates an outbound call.
Oneinstance is when a mailbox subscriber repliesto aCaller ID (Calling Line
|dentification-CLID) message. In this situation, Norstar Voice Mail generates a
telephone number to be dialed by the public switched telephone network.

Another instance is when the Fax-on-demand two-call method is used. In this
situation, a caller enters the telephone number of the fax machine where
information isto be delivered. In asecond call, Norstar Voice Mail transmits the
document. However, the tel ephone number entered by the caller may contain errors.
For exampl e, the caller may forget to add the areacode or add along distance access
code when it is unnecessary.

In both instances several changes must occur before the number can be dialed
successfully through the local telephone network. The Dialing Translation Table
and Dialing Parameters determine these changes for the user.

How the Dialing Translation Table works

A telephone number is entered by a caller or is derived from information attached
to an incoming Caller ID message. The number is then looked up in the Dialing
Trandation Table. If the leading digit or digits match aDialing Trandlation Table
Input value, the number isthen substituted for the Output value. Thischangeresults
in atelephone number that can be dialed on the local network. The changing of the
number usually consists of dropping an area code or inserting an access code, based
onthedialing rules of thelocal network. For example, if alocal number is prefixed
with the long distance code “1”, it isremoved by the Dialing Trandation Table.

The Dialing Tranglation process is immediate so calls will not take any longer to
dial. Not all telephone numbers need to be changed before dialing. The Dialing
Trandation Table is created by the System Coordinator.
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Telephone number Translation

The Diaing Translation Table changes Network DNs into numbers that can be
dialed on the local network. The Network DN form of atelephone number isthe
normal form in which the number appears. For example, on abusiness card a
telephone number would read 403-555-5050. This number, in it's Network DN
form, must be trandated into a number that can be dialed on the local telephone
network. The Dialing Translation Table followsthe rules required to make the call.

The Dialing Tranglation Table needs to define each possible case where some
degree of change is needed to allow the number to be dialed on the local network.

Every Dialing Trandation Table entry consists of an Input column and an Output
column. The valuesin the Input column represent the leading digits of the Network
DN which, if matched, are replaced by the corresponding value in the Output
column. The“*” character shown after avalue signifies any digitsin the telephone
number remaining to be dialed. Norstar VVoice Mail automatically adds the “*”
character after every Input and Output value.

Any given telephone number will either match a specific Input value or will not
match at all.

Thefollowing threetablesare examplesof Dialing Trand ation Tablesand how they
function.

A sample Dialing Trand ation Table taken from a site |ocated in metropolitan
Toronto, Ontario.

Sample Dialing Translation Table

INPUT OUTPUT Explanation

o011+ o11* The Table will not attempt to translate international telephone
numbers.

416* * The Table removes the 416 area code and dials all calls as 7
digits.

905206* 905206* These telephone exchanges can be dialed as local (no long

90527* 90527* distance charges) 10 digit calls from the 416 area.

efc. efc.

(135 more (135 more

entries) entries)

905* 1905* All other 905 numbers not listed in the Input column above
are long distance numbers and must be dialed as 11 digit
long distance numbers.

* 1* All numbers that do not begin with 011, 416 and 905 are
long distance, and will have a “1” added as a prefix.
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A sample Dialing Trandlation Table taken from a site located in Mountainview,

Cadlifornia

Sample Dialing Translation Table

INPUT

OUTPUT

Explanation

The Dialing Translation Table is empty. The local network in
Mountainview supports 10 digit national dialing with
recognized long distance charging.

In situations like the Mountainview example, there is no need
to build a Dialing Translation Table.

A sample Dialing Trandation Table taken from a site in area code 206 near the

border with area code 360.

Sample Dialing Translation Table

INPUT OUTPUT
011* o11*
20644* 44*
206626* 626*
efc. efc.
(40 more (40 more
entries) entries)
206* 1206*
360224* 360224*
360227* 360227*
360472* 360472*
360* 1360*
+ E
Network Access

Explanation

The Table will not attempt to translate international telephone
numbers.

Due to the site location, some calls can be dialed as local 7
digit numbers.

All other 206 numbers require 11 digit long distance dialing.
These 360 numbers can be dialed as 10 digit local

numbers...

... but all other 360 numbers are 11 digits long distance
numbers.

All numbers that do not begin with 011, 206 and 360 are

long distance and will have a “1” added as a prefix.

The Dialing Table Trandation resultsin a number that can be dialed on the local
network. The final step isto add (prefix) digits to the beginning of the number to
reach the local network from your Norstar System. Systemsthat are behind a PBX
must have digits prefixed to the beginning of the telephone number. In North
America“9” istypically prefixed to the beginning of the telephone number.
Systems attached to the central office (CO) linesdo not require digitsto be prefixed.
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Dialing Translation Parameters

The Dialing Translation processis controlled by four parameters. In order for the
Fax-on-demand two-call method to be functional, a value must be entered for the
long distance access code and the area code parameters. Also, the reply trandation
parameter must be setto “Y” (yes) if you are using the Reply to Caller 1D feature.
The Dialing Translation Parameters are explained below.

L ong distance access code (Lg dst ac): This prefix will be removed from any
numbersif it is not needed to make the call. Thisin turn will make the creation of
the Dialing Trandation Table much simpler. For North America, the long distance
access code should be set to “1”. The default for this parameter is: none. Thefield
for this parameter is a maximum of 2 digits.

Area code (Areacd): If atelephone number entered by a caller appears to be
missing an area code, this area code will be prefixed to the number. The area code
will be considered missing if the number islessthan 10 digits. The default for this
parameter is: none. The field for this parameter is a maximum of 6 digits.

Access code (Accesscd): Thisnumber is prefixed to al numbers, after Translation,
in order to access the local telephone network. The access codeisrequired if
Norstar Voice Mail isinstalled behind a PBX or PABX. In North America, the
access codeisusualy “9”. If Norstar Voice Mail is attached directly to Central
Office (CO) lines, the Access Code should be set to “none”. The default for this
parameter is: none. The field for this parameter is a maximum of 2 digits.

Reply trandation (Reply trans): When using the Reply to Caller 1D feature, the
reply translation must be set to “Y”. The default for this parameter is. N.

Setting the Dialing Translation Parameters

When using the Fax-on-demand two-call method, you must set up the Dialing
Tranglation Parameters and Dialing Translation Table. Also, setting the Dialing
Trand ation Parameters makesthetask of setting up aDialing Tranglation Tableless
complex.

To set the Dialing Tranglation Parameters:
1. Press 5 &) G-

[ Log: ] 2. Enter the System Coordinator Mailbox number and
QUIT RETEY ] 4 pmord and pre$ %
[Fldmin ] 3. Press (8].
MEOYX AR OTHR
[Dialing ] 4. Press PARHM. If Centrex isinstalled on your Norstar
BAREM TABLE GQUIT system, BUIT isreplaced by HEXT.
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[Lg dst ac: none ] 5. Press CHHG.
CHHG HEST

[ L9 dst ac: 6. Enter the long distance access code and press 0.

RETRY )4 ]

[Lg dst act wx ] 7. Press HEXT to continue. =x representsthelong
CHNG HEXT distance access code.

Area code:! none 8. Press CHHIG.
CHHG HEST

[ Area code: 9. Enter the area code and press 0k.

RETRY oK ]

[nrea coder o ] 10. Press HEXT to continue. =xx representsthe area
CHHG MEXT code.

Access cd: hone 11. Press CHHG.
CHHG HEXT

[ Access cd: 12. Enter the access code and press OK.

RETRY Ok ]

Access ol 13. Press HEXT to continue. =x represents the access
CHHG MEXT code.

[Replu trans:H ] 14. Press CHHG to set thereply trandation to ! (yes).
CHHG oK

Rerld trans:y 15. Press QK.
CHHG Ok

16. Press to end this programming session.
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Dialing Translation Table Administration

The System Coordinator is responsible for the creation and maintenance of the
Dialing Trandation Table. When using the Fax-on-demand two-call method, you
must set up the Dialing Trandlation Table.

Setting up a Dialing Translation Table

To set up aDialing Translation Table, you must enter an Input value and an Output
value for each entry. The Input value is the number that Norstar VVoice Mail will
look up in the Dialing Tranglation Table. After the corresponding entry has been
matched, the Output value is substituted for the Input value. The resulting number
isready to dial on the local network. Refer to the Dialing Tranglation Table
examples earlier in this chapter.

To set up aDialing Trandation Table:
1. Press B E) .

[ Log: ] 2. Enter the System Coordinator Mailbox number and
QUIT RETEY ] 4 passvvord and pre$ %
[Fldmin ] 3. Press (8].
MEOYX AR OTHR
[Dialing ] 4. Press THELE. If Centrex isinstalled on your Norstar
PARM TRABLE QUIT system, BUIT isreplaced by HEXT.
[Dial table ] 5. Press ADD.
ADD  CHMG  QUIT
[ In: ] 6. Enter the Input value and press Ok to accept the
RETRY Ok Input value. The Input value can be a maximum of
14 digits.
[ Out.: ] 7. Enter the Output value and press QK to accept the
RETRY Ok value. The Output value can be amaximum of 15
digits.
[ Dial table ] 8. You must repeat steps 5 through 7 to add each entry
ADD CHNG  GUIT to the Dialing Trandation Table.

9. Press to end this programming session.
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Reviewing the entries in the Dialing Translation Table
Y ou can review or check the entriesin your Dialing Translation Table at anytime.

To review your Dialing Transation Table entries:

1. Press e ) ) B) ).

[ Log: ] 2. Enter the System Coordinator Mailbox number and
QUIT RETRY &8 password and press OE.
Admin 3. Press (8].
MEDX AR OTHR
[ Dialing ] 4. Press TRELE. If Centrex isinstalled on your Norstar
PARM TABLE QUIT system, QUIT isreplaced by HEXT.

[Dial table 5. Press CHHG.

AR CHHG  QUIT ]

[inual* outial* ] 6. Press HEXT to view the next entry in the Dialing
BESN OTHR Tranglation Table.

Note: Thedisplay shows 16 characters. If the total
number of Input and Output values equals
more than 16 digitsa WIEW: softkey will
appear on the left side of the display. After
you have pressed WIEW: to view the digits
furthest to the right, the softkey changesto
<UIEW. Pressthe <WIEW softkey toview the
digitson the left again. The irwal#*
outuwal* isan example of a Table entry.
The # character shown after avalue
signifies any digits in the telephone number
remaining to be dialed. Norstar Voice Mall
automatically addsthe # character after
every Input and Output value.

[inual* outual* ] 7. Continue pressing HEXT to view all the entriesin
NEXT OTHR the Dialing Trandlation Table.

8. Press to end this programming session.
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Finding an entry in the Dialing Translation Table

For convenience, the System Coordinator can locate a specific entry in the Dialing
Trandation Table. The Input value must be entered in order to find the entry.

To find a specific entry in the Dialing Translation Table:

Lo9:
GUIT RETRY Ok

Admin
MBI AR OTHR

Dialing
FAEM TRELE GUIT

Dial table
ADD CHHG QUIT

inwal* outwval*
MEXT OTHE

inwal* outuwal*
CHHG DEL FIKD

In:
RETRY (] 4

inwal* outuval*
MEXT OTHE

1. Press Feae ) @) £) ).

Enter the System Coordinator Mailbox number and
password and press 0OF.

Press (8] 8.

Press TRELE. If Centrex isinstalled on your Norstar

system, BUIT isreplaced by HEXT.

Press CHHG.

Press OTHE.
inval* outuwal#* isan example of a Table entry.

Press FIHD.

Enter the Input value of the entry you wish to find
and press K.

Repeat steps 6 through 8 to find other entriesin the
Dialing Trandation Table.

Note: The inwal#* outwal#* isanexampleof a
Tableentry. The * character shown after a
value signifies any digitsin the telephone
number remaining to be dialed. Norstar Voice
Mail automatically addsthe * character after
every Input and Output value.

10. Press to end this programming session.
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Changing an entry in the Dialing Translation Table

After aDialing Trandation Table has been built, you can change the Output value
of an entry at any time. To locate the entry that you wish to change, refer to
"Reviewing the entriesin the Dialing Translation Table" on page 63 or "Finding an
entry in the Dialing Translation Table" on page 64.

Note: Y ou cannot change the Input value of an entry. The entry must be deleted
and anew entry must be created with new Input and Output values. Refer to
"Deleting aDialing Translation Table entry” on page 66.

To change an entry in the Dialing Trandlation Table:
1. Press 5 B BJ.

[ Log: ] 2. Enter the System Coordinator Mailbox humber and
GIIT RETEY Ok pword and pre$ %
Admin 3. Press &].
MEDX AR OTHR
[Dialihg ] 4. Press TRELE. If Centrex isinstalled on your Norstar
FAEM _TRELE BUIT system, QUIT isreplaced by HEXT.

[Dial table 5. Press CHHIG.

ADD  CHHMG  QUIT ]

[ inval* outual* ] 6. Press OTHE. inwval#* outwal#* isan exampleof a
NEXT _ OTHR Table entry. The * character shown after avalue
signifies any digits in the telephone number
remaining to be dialed. Norstar VVoice Mail
automatically adds the # character after every Input
and Output value.

irmal*  outwal* 7. Press CHHG.
CHHG DEL FIHD

Dut.: 8. Enter the new Output value and press OK.
RETRY oK

[ irwal® outual® ] 9. Repeat steps 6 through 8 to change any other entries
HEXT OTHR in the Dialing Trandation Table.

10. Press to end this programming session.
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Deleting a Dialing Translation Table entry

The System Coordinator can delete an entry inthe Dialing Translation Table at any
time. To locate the entry that you wish to delete, refer to "Reviewing the entriesin

the Dialing Tranglation Table" on page 63 or "Finding an entry in the Dialing
Trandlation Table" on page 64.

To delete an entry in the Dialing Trandlation Table:
1. Press 5] &) &)

[ Log: ] 2. Enter the System Coordinator Mailbox number and
QUIT RETRY &8 password and press OE.
Admin 3. Press (8].
MEDX AR OTHR
[ Dialing ] 4. Press TRELE. If Centrex isinstalled on your Norstar
PARM TABLE QUIT system, QUIT isreplaced by HEXT.

[Dial table 5. Press CHHG.

AR CHHG  QUIT ]

[ ineal® outwal® ] 6. Press OTHE. The irwal#* outwal#® isan example
NE~T OTHR of aTable entry. The # character shown after a
value signifies any digits in the telephone number
remaining to be dialed. Norstar VVoice Mail
automatically adds the # character after every Input
and Output value

imwal* outuwal* 7. Press DEL.
CHHG DEL FIHD

[ Deleted ] 8. Thistransient display shows Deleted and then the
display changes to show the next entry in the table:

©

Repeat steps 6 through 8 for every entry you want to

[ inwal2*  outuwalz* ]
delete.

MEXT OTHE

The irmalz* outwal2* isan example of the next
Dialing Trandation Table entry.

10. Press to end this programming session.
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Technician Created Dialing Translation Table

In some instances the Dialing Transation Table can be very large and essentially
the samefor all Norstar Voice Mail systems in the same calling area. A Dialing
Trandation Table can be easily created using a basic text editor program on your
PC. After the ASCII file has been created and saved to afloppy disk, thetechnician
can then load it onto the Norstar Voice Mail system. The disk can then be kept and
used to install the Dialing Translation Table on other Norstar Voice Mail systems
in the same calling area.

Creating the Dialing Translation Table file

The Technician Created Dialing Translation Table must conform to the following
rules:

1.

0.

Only one Dialing Tranglation Table entry per line. A Diaing Trandation
Table entry consists of one Input value and one Output value.

No blank linesin the Dialing Trandation Table.

The Input value is entered first, followed by the Output value. The Input value
must be separated from the Output value by one or more spaces. A tab can be
used in place of a space.

A null Input value must be represented by a single hyphen (-).
A null Output value must be represented by asingle hyphen (-) .
An Output value of arestricted DN must be represented by a (#) .

No extra characters can be added to either the Input or the Output value. In
particular, no * should be added after the Input or Output value. After the
Dialing Translation Table has been loaded on the system, the * is added
automatically after each Input and Output value.

Each Input entry must be in ascending numerical order, but longer strings
must appear before shorter more generic sub-strings. All null Input values
(-) must appear at the end of the Dialing Translation Table. Refer to the table
"Sample Dialing Translation Table" on page 58 for examples of how to set up
the Dialing Trandation Table.

The Dialing Translation Table must be saved as. dial.20.

Note: The above rules must be followed to ensure the Dialing Translation Table

will function properly.
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An example of aDialing Translation Table created using a basic text editor.

Technician Created Dialing Translation Table

INPUT OUTPUT Explanation
011 011 First entry in the Dialing Translation Table.
416 The Input value is 416 and the Output value is null.
905206 905206 These specific 905 telephone exchanges appear before the more
90527 90527 generic 905 entry.
905 1905 The generic 905 sub-string must appear after the longer more
specific 905 strings.
9011 # 9011 is a restricted DN.
1 The Input value is null and the Output value is 1.

Installing the Dialing Translation Table onto the Norstar Voice Mail Sys-

tem

Therearefour distinct stepsfor installing the Dialing Translation Tablefile onto the
Norstar Voice Mail system.

Create a DOS system disk.
Create an Autoexec.bat file.

Load the Dialing Trandlation Tablefile (dial.20) and the Autoexec.bat file onto
the DOS system disk.

Load the Dialing Trandation Table file onto the Norstar VVoice Mail system.

Creating a DOS system disk

A DOS system disk is afloppy disk that has system files copied onto it. Thistype
of disk isrequired to automatically load the dialing trand ation table file onto the
Norstar Voice Mail system.

To create aDOS system disk:

1.

Insert ablank 3.5" disk into the floppy disk drive of a DOS compatible
computer.

Ensure the DOS prompt is on the computer screen.

Type Format a: /s andfollow the instructions shown on the screen.

Note: The default name for the floppy disk drive isa:. However, on
computers with two disk drives, the 3.5" drive may be named b:. If the
driveis named b:, replace a: with b: in the above command. If you are
unsure of the name of the 3.5" floppy disk drive, check the user
manuals for your computer.
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Creating an Autoexec.bat file

The Autoexec.bat fileisafile that contains commands a computer automatically
executes when it starts up. In the following steps you are creating a Autoexec.bat
file that automatically loads the Dialing Trandlation Table file into the proper
location on the Norstar Voice Mail system.

To create the Autoexec.bat file:

1.

4.

Open the text editor program you used to create the Dialing Trandation Table
file.

Create a new document.
Type copy a:\dial.20 c:\st\dial.20
Note: Thisisthe only text that should appear in thefile.

Save thefile as autoexec.bat

Note: The file must be named exactly as shown above. Do not save thisfileinto

the root directory (C:\) of your computer or you will destroy the existing
Autoexec.bat file.

Loading the files onto the DOS system disk
To load the files onto the DOS system disk:

1.

Insert the DOS system disk that you created earlier into the floppy disk drive
of your compuiter.

Use the Change Directory command (CD) to move to the directory where the
Diding Trandlation Tablefileis stored.

Type copy dial .20 a:\dial.20 toloadthe Dialing Trandation
Table file onto the DOS system disk.

Use the Change Directory command (CD) to move to the directory where the
Autoexec.bat file you created is stored.

Type copy aut oexec. bat a:\aut oexec. bat toloadthe
autoexec.bat file onto the DOS system disk.
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Loading the Dialing Translation Table file onto the Norstar Voice Mail system

To load the Dialing Trandlation Table file onto the Norstar Voice Mail system you
must shut down Norstar Voice Mail and then reboot the system using the DOS
system disk you created. A Norstar two-line telephone is required to perform the
following steps.

To load the Dialing Trandation Tablefile:
1. Press B O EJ-

] 2. Enter the default password
RETRY (ACCESS2) and press 0K.

[ Fazsword

ACCESS Serwver 3. Press HEXT.
BACK  HEXT RADMIN

ACK.  NERT  SHOW

hutdown tore 5. Press GRACE.
UIT HEXT GERCE

(=i

Shutdown Graceful 6. Press YES.

[SHS‘LEN shut.dwni ] 4. Press SHOl,
B
[VES MOl

Note: The Norstar Voice Mail system issues a
series of tones in descending pitch when the
shutdown is complete. Wait for the tones
before you unplug the NAM.

7. Unplug the AC power to the NAM.
8. Open the front cover of the NAM to access the
floppy disk drive.

9. Insert the DOS system disk you copied the Dialing
Tranglation Tablefile onto.

10. Plug in the NAM.
11. Wait until the light on the floppy disk drive goes out

and then unplug the NAM and remove the DOS
system disk.

12. Close the front cover of the NAM.
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13. Plug in the NAM and wait until the self-diagnostics
are completed. Thiswill take approximately 12
minutes.

14. After Norstar Voice Mail has been rebooted, verify
the Dialing Translation Table has been loaded by
printing the Dialing Translation Report.

For information about printing reports, refer to the Norstar Voice Mail Set Up and
Operation Guide.
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Introduction

Norstar Voice Mail FAX supports Paintbrush for Windows 95 .PCX files (black &
white only). If you are using another application, ensure that the file format is
compatible with theinformation shown in the following table. The following table
shows the required content of the .PCX file header.

Required content of the .PCX file header

Offset  |Length | Description

0 1 .PCX identification. Must be OxOA.

1 1 Version information. A value of 2 is suggested, but anything higher is
acceptable.

Encoding method. Must be 1.

Bits per pixels. Must be 1.

X position of upper left corner. Usually O.

Y position of upper left corner. Usually 0.

o O A W N
NN DN —| —

X position of the bottom right corner. 1728 is the maximum. The
difference between this field and the upper left corner X position is the
width of the bitmap. The number must be a multiple of 8.

10 2 Y position of the bottom right corner. 2200 is the recommended
maximum.

12 2 Ignored in fax transmission mode.

14 2 Ignored in fax transmission mode.

16 48 Ignored in fax transmission mode
(palette Information).

64 1 Reserved. Must be 0.

65 1 Number of color planes. Must bel in fax transmission mode.

66 2 Horizontal line width in bytes, equal to: (Xright - Xleft)+8

68 60 Reserved. Must be O.

Note: For more information about the file header and your software application,
contact your PC software retailer.
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Administration

Thetasksinvolved in setting up and maintaining the Norstar Voice Mail Mailboxes,
greetings, Custom Call Routing (CCR), and set up configuration.

Analog Terminal Adapter (ATA)

A Norstar product that alows for the connection of an analog device, such asa
single-line telephone or afacsimile machine, to a Norstar KSU.

Automated Attendant

The Norstar Voice Mail answering service that answers incoming callswith a
Company Greeting, playsalist of Norstar VVoice Mail optionsto acaller, and
performs call routing functionsin response to a caller's selections.

Call Method

The call method is a parameter defined for a Fax-on-demand Mailbox. This
parameter determines how a Fax message is sent to the caller. There are two call
methods:. one-call and two-call. In the one-call method, the Fax messageis sent to
the caller in the original call. In the two-call method, the Fax messageissentin a
second call that Norstar Voice Mail makes to a number specified by the caller.

Call Path

The route an incoming call takes along a CCR Tree. Each Call Path provides the
caller with options and access to Points.

Central Office

The telephone company facility where customer telephone lines are joined to
switching equipment for connecting local and long distance calls.

Class of Service

A predetermined number designation that specifiesthe Norstar Voice Mail options
for amailbox.

Company Directory

Aninterna voice list that contains the names of users with initialized mailboxes
who have been designated to appear in the directory.

Configuration
Thetasksinvolved in setting up the different parameters of Norstar VVoice Mail. For

example, configuring the telephone lines answered by Norstar Voice Mail. Also,
see Administration.
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Conventions

Theway certaininformation has been described. For example, using underlined text
to represent second-line display prompt information.

Custom Call Routing (CCR) Tree
Call Paths that allow users to select optionsto direct their own calls.

Default
The parameters that are preset within the Norstar VVoice Mail module.

Destination

In CCR, adestination iswhere a call istransferred from an Information Message
Point, a Leave Message Point, or a Fax Point. There are three Destination Types:
Home Menu, Previous Menu and disconnecting the caller.

Dialing Translation

A Norstar Voice Mail feature that converts the digitsto be dialed into acceptable
call routing information. Dialing Tranglation isrequired to use the two call method
with Fax-on-demand mailboxes.

Digital Fax Card (DFC)
The DFC is an expansion card that provides Fax capability to Norstar Voice Mail.

Digital Voice Card (DVC)

The DVC isan expansion card that converts speech into aform that can be stored
on and retrieved from the hard disk. The DV C also connects the Norstar KSU to
Norstar Voice Mail.

Display
A one or two-line screen on a Norstar telephone that shows Norstar Voice Mall
commands and options.

Display buttons

Thethree buttonsthat appear bel ow aNorstar two-line display. When pressed, these
buttons select the specified Norstar Voice Mail option.

Display options
The choicesavailableto auser that appear on the Norstar two-line display. Options
appearing on the display can be selected using the display or dialpad buttons.

Extensions

A two to seven-digit number that is used to reach a designated telephone on a
Norstar system.

Fax Mail

Fax Mail allows a caler to leave a Fax message in a Personal Mailbox. The Fax
messages can later be retrieved by the owner of the mailbox and printed on a fax
machine.
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Fax-on-demand Mailbox

A Fax-on-demand Mailbox isaNorstar Voice Mail mailbox that allows acdler to
retrieve Fax messages you have stored in Norstar Voice Mail.

Fax Overflow Mailbox

The Fax Overflow Mailbox isaNorstar Voice Mail mailbox for your fax machine.
If the fax machine cannot answer an incoming fax call, Norstar Voice Mail answers
the call and stores the Fax messagesin the Fax Overflow Mailbox. Later, when the
fax machineisready to print, Norstar Voice Mail will send the stored Fax messages
to the fax machine.

Fax Point

A point along a CCR Tree call Path where the caller can retrieve a Fax message
from a Fax-on-demand Mailbox.

Fax telephone

A fax machine that can also be used to make standard telephone calls.

Feature Code

A unique three-digit code that is used to access Norstar Voice Mail Features and
options.

General Delivery Mailbox

One of the two Special Mailboxes used to collect messages for individualsin a
company who have not been assigned Personal Mailboxes. The other Special
Mailbox is the System Coordinator Mailbox.

Greetings

Fax-on-demand Mailbox Greetings can be recorded in the Primary and Alternate
Languages. These greetings provide alist or description of faxes available from the
Fax-on-demand Mailbox.

Home Point
The Home Point isthe first point acaller goesto on a CCR Tree.

Home Fax Point

In CCR, aHome Fax Point is a Home Point where the caller can retrieve Fax
messages from a Fax-on-demand Mailbox.

Initialize mailbox

Preparing a mailbox to receive messages, which includes changing a mailbox
default password and recording a Company Directory name.

Initializing Norstar Voice Mail

Preparing the Norstar VVoice Mail settings during system installation. Settings
include mailbox number length, language preference, and intercom number length.
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Intercom number length

The number of digitsin a Norstar extension and a Norstar Voice Mail Mailbox
number. The intercom number length ranges from two to seven digits.

Language

Norstar Voice Mail software is available in either English and French or English
and Spanish. When the Primary Language is English, the Alternate Language is
either French or Spanish.

Mailbox
A storage place for messages on the Norstar Voice Mail system.

Mailbox number length

The number of digits allowed in a mailbox number. The mailbox number length
ranges from two to seven digits.

Mailbox Overrides

The two Mailbox Overrides are optional parametersin addition to the Class of
Service values. The Mailbox Overrides are: Include in Company Directory and
Message Waiting Notification.

Non voice-introduced Fax message

A Fax message without an introductory message that is left in a mailbox.

Norstar Voice Mail FAX Programming Record
The Norstar document where selected FAX programming options are written down.

Off-premise Message Notification

A Norstar Voice Mail feature you can programto call you at any tel ephone number,
extension, or pager to let you know that there is avoice or Fax message for you.

Option
A Norstar Voice Mail choicethat is given to auser through voice or display
prompts.

PBX

A PBX (Private Branch eXchange) is the electronic equipment which controls the
operation of atelephone system and provides many call control features.

Password

A four to eight digit number that is entered using the dialpad. A password is used
to open mailboxes or perform configuration tasks.

Path number

An identification number assigned to a Path on each CCR Tree. The number
representsthe sequence of digitsthat callers enter to route themselves along the call
path.
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Point

An option along the call Path of a CCR Tree. A Point can be the Home Menu, a
Menu, an Information Message, Personal Mailbox, aFax-on-demand Mailbox or an
extension.

Registering mailboxes

A System Coordinator task for the addition of mailboxes to Norstar VVoice Mail
using the Administration Feature Code.

Reports

TheNorstar Voice Mail Reportsare used to view information such asNorstar Voice
Mail programming, amount of available message storage time and CCR
programming and administration.

Resetting passwords

A System Coordinator task that changesamailbox password fromits current setting
back to the Norstar Voice Mail default setting 0000 (four zeros).

Special Mailboxes

The two mailboxes used by the System Coordinator and designated Norstar Voice
Mail Operator. The two Special Mailboxes are: System Coordinator and General
Delivery.

System Coordinator

The person responsible for configuring, updating, and maintaining the Norstar
Voice Mail module.

System Coordinator Mailbox

One of thetwo Specia Mailboxes. Thismailbox isused by the System Coordinator
for sending Broadcast Messages and is also the System Coordinator’ s Personal
Mailbox. The other Special Mailbox isthe General Delivery Mailbox.

Tone dial telephone

A push button telephone that emits DTMF tones.

Voice introduced Fax message
A Fax message that is|eft in amailbox with an introductory message.

Voice prompts
The prerecorded voice instructions that are played when accessing the different

Norstar Voice Mail Features and options. Voice prompts also enable a caller to
proceed along the call Path of a CCR Tree.
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Tell us what you think...

Thisisyour document. Nortel wants it to work well for you.

Please take a few minutes to answer the questions on the other side of this page. Fax it
back to us at the number provided, or mail it to the address below.

Your comments will be used to make improvements.
Thank you. We appreciate your time and consideration.

Nortel Product Training and Documentation

Return mail address:

Documentation User Comments Survey
Nortel Product Training and Documentation
PO. Box 833858
M/S H300
Richardson, TX 75083-3858
USA
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Fax to:
Documentation User Comments Survey
Nortel Product Training and Documentation
1-972-684-8699

Please circle the most appropriate number on the scale for each question.

1. Overal, are you satisfied with this document?

Yes 7 6 5 4 3 2 1 No
2. Isit easy tofind information in this document?

Yes 7 6 5 4 3 2 1 No
3. Haveyou found the information in this document to be technically accurate?

Yes 7 6 5 4 3 2 1 No
4. Isthisdocument clearly written?

Yes 7 6 5 4 3 2 1 No
5. Istheinformation in this document complete for its purpose?

Yes 7 6 5 4 3 2 1 No
6. Doesthis document help you do your job?

Yes 7 6 5 4 3 2 1 No

Comments:

Optional:

Your name

Fax

Company
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