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Installing Norstar Voice Mail Desktop Accessories

Introduction
Norstar Voice Mail Desktop Accessories includes:

* Norstar Voice Mail Desktop Messaging
* Norstar Voice Mail Mailbox Manager
* Norstar Voice Mail Operator Manager

Norstar Voice Mail Desktop Messaging

Norstar Voice Mail Desktop Messaging allows you to create and receive Voice And
Fax messages on your personal computer (PC).

Norstar Voice Mail Mailbox Manager
Norstar Voice Mail Mailbox Manager allows you to manage all the mailbox

features and functions that are available throlrghture ][9] from your

PC. Norstar Voice Mail Mailbox Manager gives you the ability to:

* Initialize your personal mailbox

* Record your primary, personal and alternate greetings

» Select your primary, personal and alternate greetings

» Change your spoken name that appears in the Company Directory
» Change your Target Attendant

* Set up and maintain Off-premise Message Notification

* Set up and maintain Outbound Transfer

Norstar Voice Mail Mailbox Manager also gives the System Administrator access
to Information Mailboxes, the System Administrator Mailbox, the Business Open
status tab and the record Company Greetings tab.
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4 Installing Norstar Voice Mail Desktop Accessories

Norstar Voice Mail Operator Manager

Norstar Voice Mail Operator Manager allows the System Administrator to manage
the Norstar Voice Mail features and functions that are available through

9] from a PC. Norstar Voice Mail Operator Manager gives the
System Administrator the ability to:

* Change the Operator password

* Change the Business Status to open or closed

» Enable and disable the system attendant (Operator)

» Change the extension of the system attendant (Operator)

» Enable and disable the Norstar Voice Mail Call Answer feature (Automated
Attendant and call answering)

Installing the Norstar Voice Mail Desktop Accessories software

The Norstar Voice Mail Desktop Accessories software suite has both server and
client components. The server part exists on the Norstar Applications Module
(NAM). The client part of the Norstar Voice Mail Desktop Accessories software
must be installed on the PC of each subscriber.

This guide describes the procedures for installing the client part of the Norstar
Voice Mail Desktop Accessories software. All three Norstar Voice Mail Desktop
Accessories features are installed in a single procedure.

For Norstar Voice Mail Desktop Messaging to be functional, the server part of
Norstar Voice Mail Desktop Messaging, called a seat license, must be enabled on
the Norstar Applications Module (NAM). The Norstar Voice Mail system comes
with two Norstar Voice Mail Desktop Messaging seat licences that have been
factory enabled. With two seat licences enabled, a maximum of two PCs running
the Norstar Voice Mail Desktop Messaging software can be connected to the server
at any one time.

Prerequisites for installing Norstar Voice Mail Desktop Accessories software on a
PC running Windows NT®

Before you can install the Norstar Voice Mail Desktop Accessories software on a
PC running Windows N, you must have Administration privileges. The
installation of Norstar Voice Mail Desktop Messaging requires the registration of
several components in the Wind&wegistry. If you log on as a user without
Administration privileges and try to install Norstar Voice Mail Desktop
Accessories, the installation will fail.

After Norstar Voice Mail Desktop Accessories has been successfully installed,
remove the user’'s Administration privileges.

Microsoft, Windows, Windows NT and Outlook are registered trademarks of Microsoft Corporation in the U.S. and/or other countries.
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Installing Norstar Voice Mail Desktop Accessories 5

PC prerequisites
Before you can install and use the Norstar Voice Mail Desktop Accessories, your
PC must meet the following requirements:
« your PC must be running either Wind&@5, Window$ 98 or Windows NP

» your PC must be connected to the same TCP/IP network as the server

« Microsoft® Exchange*, Microsoft Outlodkor Windows Messaging client
software must be installed on your PC

» your PC will require at least 5 MB of free disk space to install the Norstar Voice
Mail Desktop Accessories software

*Microsoft Exchange versions 4.0.834.839, 4.0.837.6 and 4.0.835.1374 are not compatible with
Norstar Voice Mail Desktop Accessories. You must upgrade to a later version of Microsoft Exchange
before attempting to install the Norstar Voice Mail Desktop Accessories software.

Installing the Norstar Voice Mail Desktop Accessories

To install the Norstar Voice Mail Desktop Accessories software:
1. Exit any Window8 programs that are running.

2. Place thé\orstar Voice Mail 4.0 Documentation and Client SoftwareCD-
ROM in the CD-ROM drive of your computer.

3. Start theNorstar Voice Mail 4.0 Documentation and Client SoftwareCD-
ROM and navigate to thorstar Voice Mail 4.0 main screen.

4. Click onClient Software.

5. Click onDesktop Messaging Installand follow the instructions that appear
on the screen.

After the Norstar Voice Mail Desktop Messaging client software is installed,
continue with "Configuring the Messaging Application Program Interface (MAPI)
profile" on page 6. Yomust configure your PC MAPI file before using the Norstar
Voice Mail Desktop Messaging software.

Note: If your computer is not equipped with a CD-ROM drive, ask your System
Coordinator to creatBesktop Messaging Instaldiskettes from the
Norstar Voice Mail 4.0 Documentation and Client SoftwareCD-ROM.
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6 Configuring the Messaging Application Program Interface (MAPI) profile

Configuring the Messaging Application Program
Interface (MAPI) profile

Before using Norstar Voice Mail Desktop Accessories software, you must
configure the messaging profile on your PC.

Although most PCs have only one messaging profile, some PCs can have multiple
profiles, especially if the PC is routinely shared by several users or is a laptop PC
that is connected to different networks. These instructions assume that your PC has
a single messaging profile. If you have multiple messaging profiles, you must
repeat these instructions for each profile.

The windows that appear in this section are examples of configuring the Messaging
Application Program Interface (MAPI) profile. Folder and file names vary
depending on the configuration of your PC.

To configure the MAPI profile:

1. On the taskbar, click tHetart button, point td&Settingsand then click
Control Panel.
The Control Panel window opens.

2. Double-click theMail and Fax icon.
Your Properties dialog box appears.

3. Click theAdd button.
The Add Service to Profile dialog box appears.

4. Click Nortel Address Bookand then click th©K button.
5. Click Nortel.nab and then click th©pen button.

6. Click theAdd button to install the Norstar Voice Mail Desktop Messaging
Folders.
The Norstar Voice Mail Desktop Messaging Folders are now installed into the
directory and are part of your information services.

7. SeleciNortel Folders from the list and click th®K button.
The Create/Open Personal Folders Hidog box appears.

8. Move to the destination directory where you want to put the Norstar Voice
Mail Desktop Messagingolders. Put th&lorstar Voice Mail Desktop
MessagingFolders in the folder where you installed the Norstar Voice Mail
Desktop Accessories software.

9. In theFile namebox, typeNorteIMS.pst and click theDpen button.

Desktop Accessories Software Installation Guide P0908823 Issue 01



Configuring the Messaging Application Program Interface (MAPI) profile 7

10. Click theOK button to accept the default settings for the Norstar Voice Mall
Desktop Messaging Folders.
The MS Exchange Settings Properties dialog box appears, with Norstar Voice
Mail Desktop Messaging Folders added to the list.

11. Click theAdd button. A list of available information services is displayed

12. SelectNortel Messagingand click theAdd button to add Norstar Voice Mail
Desktop Messaging to the information service directory.

13. SelectNortel Messagingand click theOK button. Norstar Voice Mail
Desktop Messaginig now installed.

14. SelecNorstar Voice Mail Desktop Messagingand click theDelivery tab.

15. SelectNortel Folders and click the up arrow key to moXwortel Foldersto
the top of the list and then click tK button.

If you have a single messaging profile, the MAPI profile is configured and Norstar
Voice Mail Desktop Messaging is ready to use.

If you have multiple messaging profiles, continue with "Configuring multiple
MAPI profiles” on page 8.
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8 Configuring the Messaging Application Program Interface (MAPI) profile

Configuring multiple MAPI profiles

If your PC has multiple messaging profiles, you must configure each messaging
profile you intend on using to access the Norstar Voice Mail Desktop Messaging
software. You can skip any messaging profiles that do not have network
connections.

To configure multiple MAPI profiles:

1.

On the taskbar, clicktart, point toSettingsand then cliciControl Panel.
The Control Panelindow opens.

Double-click theMail and Fax icon.
Your Properties dialog box is displayed.

Click theShow Profilesbutton.
TheMail and Fax dialog box appears with a list of the profiles set up on the
computer.

Click the profile you want to configure, and then click Bneperties button.
The Propertiedlialog box appears for the selected profile.

Repeat the steps in "Configuring the Messaging Application Program
Interface (MAPI) profile” on page 6 to add the Nortel Address Book, Nortel
Folders and Nortel Messaging to the messaging profile.

You are ready to use Norstar Voice Mail Desktop Messaging.
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Configuring the Messaging Application Program Interface (MAPI) profile 9

Starting the Norstar Voice Mail Desktop Accessories software

To start the Norstar Voice Mail Desktop Accessories software:

1.

On the taskbar, clictart, then clickPrograms, and then clicNorstar
Desktop Messaging

Click the Norstar Desktop Accessories feature you want to use.
Note: If you select Norstar Voice Mail Operator Manager, you must enter the

Operator passwordréature ][9] password).

Removing the Norstar Voice Mail Desktop Accessories software from a

PC

You can remove the Norstar Voice Mail Desktop Accessories software from your
PC any time. Before you remove the Norstar Voice Mail Desktop Accessories
software, you must remove all Norstar Voice Mail Desktop Messaging references
from the messaging profiles.

Removing the Norstar Voice Mail Desktop Messaging references from the
messaging profiles

To remove the Nortel Address Book, Nortel Folders and Nortel Messaging from
your messaging profile:

1.

8.

On the taskbar, clicBtart, point toSettingsand then cliciControl Panel.
The Control Panel window opens.

Double-click theMail and Fax icon.
Your Properties dialog box appears.

In the list, clickNortel Messagingand then click th&emovebutton. A
message appears asking you to confirm the deletion.

Click theYesbutton to confirm the deletion.

In the list, clickNortel Folders and then click th®@emovebutton. A message
appears asking you to confirm the deletion.

Click theYesbutton to confirm the deletion.

In the list, clickNortel Address Bookand then click th&emovebutton. You
are asked to confirm the deletion.

Click theYesbhutton to confirm the deletion.

If you have configured multiple MAPI profiles, you must repeat this procedure for
each profile.
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10 Configuring the Messaging Application Program Interface (MAPI) profile

Removing the Norstar Voice Mail Desktop Accessories software

To remove the Norstar Voice Mail Desktop Accessories software:

1. On the taskbar, clicktart, point toSettings and then clickControl Panel.
The Control Panel window opens.

2. Double-click theAdd/Remove Programsicon.
The Add/Remove Programs Properties dialog box appears.

3. Inthe list, clickNortel Desktop Messagingand then click thé&dd/Remove
button. A message appears asking you to confirm the deletion.

4. Click theYesbutton to confirm the deletion. The Uninstall program takes
several seconds to remove the Norstar Voice Mail Desktop Accessories
software.

5. Click theOK button.
The Norstar Voice Mail Desktop Accessories software is now removed from

your PC.
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Welcome to Norstar Voice Mail Desktop
Messaging

About Norstar Voice Mail Desktop Messaging

Norstar Voice Mail Desktop Messaging gives you access to voice messages from your
personal computer. You can manage all your voice, fax and e-mail messages in one
graphical interface. You can access your mailbox from your telephone at any time.

In Norstar Voice Mail Desktop Messaging, you can send and receive messages that include
any combination of voice, fax and text. Here are some of the many ways you can use
Norstar Voice Mail Desktop Messaging:

» Listen to voice messages

* View and print fax messages

* Record and send voice messages

* Create and send fax messages

* Forward and reply to voice and fax messages

* Add message options such as urgent and private

« Add voice, fax or text file attachments to messages
» Create personal distribution lists

» Change your password

Refer to the online Help available with Norstar Voice Mail Desktop Messaging for detailed
information not covered in this Quick Reference Guide.

This Guide shows examples in Microsoft Outlook. The way your screen looks can vary in
Microsoft Exchange.

System requirements

To record and play Norstar Voice Mail Desktop Messaging voice messages from your
computer, you computer must have:

e asound card
* amicrophone
» speakers

To use any of the fax options, your system must have the Norstar Voice Mail FAX option
installed. Ask your System Administrator to install this option.
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4 Logging on

Logging on

Use your Enterprise Edge password to log on to Norstar Voice Mail Desktop Messaging.

To log on from your PC

. 1. On your desktop, click thdicrosoft
Nortel Messaging Logon | i
Nortel Messaging Logon Outlook icon.
|—( m’—jf’*( The Nortel Messaging Logon dialog
<7 e B box appears.

NOF{THEHN TELECOM

2. In theMailbox box, type your

Malbos: | mailbox or extension number.
Bassword: | 3. InthePasswordbox, type your
ITI Caricel pa_ssword.
4. Click theOK button.
The Microsoft Outlook window
appears.

Shortcut log on

1. Right-click the mailbox icon qn the

Send Text Message Windows taskbar and then click

v Send Yoice Message Open Inbox.
- g The Nortel Messaging Logon dialog
Double Click Action  * box appears.

=z 2l Leg (0 2. In theMailbox box, type your

mailbox or extension number.

3. In thePasswordbox, type your
password.

4. Click theOK button.
The Microsoft Outlook window
appears.

Remote log on

You can log on to Norstar Voice Mail Desktop Messaging from another computer, such as
your laptop, if Norstar Voice Mail Desktop Messaging is installed and configured in the
same way as your office computer. You can work offline and use a dial-up connection to
reach the server.
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Changing your Enterprise Edge Voice Messaging password 5

Changing your Enterprise Edge Voice
Messaging password

You can change your Enterprise Edge password from Norstar Voice Mail Desktop
Messaging.

To change your Enterprise Edge
password from Microsoft Exchange
or Microsoft Outlook

Naorstar Mailbox Manager - 8148 - LEVCHUK, LIZA 1 On the Outlook W|nd0W, CIlCKOOlS
Remate Call Fonward I Meszage Motification I Preset Fax | Outbound Transfer I 1 1
Spoken Mame I Greetings | F‘:rsonalized Greetings ~ Password | Target Attendant and th e n CIICIN OrStar M al | bOX
Current Password: || Clear Al | M an a'g e r. .
NewPassward | The Norstar Mailbox Manager
Yerify Password: I WIndOW appEarS-

2. Click thePasswordtab.

3. IntheCurrent Password box, type
your current password.

4. In theNew Passwordbox, type your
ok ] Gl | o | new password.

5. IntheVerify Passwordbox, type
your new password.

6. Click theOK button.
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6 Norstar Voice Mail Desktop Messaging for Microsoft Exchange and Outlook

Norstar Voice Mail Desktop Messaging for
Microsoft Exchange and Outlook

When you open Microsoft Exchange or Microsoft Outlook, display your Norstar Voice
Mail Desktop Messaging messages by clicking the Inbox icon under the Nortel Networks
icon. From the Inbox you can move, copy and delete messages, and create new messages.

Click the New Mail To open a message, Click the Address New messages
Message icon to double-click the Book icon to access  gppear in bold
create a new message message icon the address books

£= Inhox - Microsoft Outlook

FN?(I;[el File Edit VYiew Go Tools Compose Help
containyour ISh=l e = [Em|@ R 5 23 X | fo o8| @ nesooe =5
deleted =% Mailbox - Levchy !I D”‘?IﬁlFrom ISubject |Recaived/H’ i tlme_
Norstar 4% Calendar *[[B @ CHATTE.. FW:Fax from FAX ATA 2ND (4036408151) Tue 6/22... received
Voice Mail % Contacts [B 6 403243... Cal from GERRITSEN K (4032432272) Mon 621, |
Desktop i3 Deleted tem # 5822FA... Fax from FAR ATA 2HD [5522) Thu 6/17(...
Messaging %2 Inbox 0 8229-C... Cal from CONTRACTOR 2 (5229) Thu B(17)...
messages ,qﬁ Journal 0 403640... Call from MORTEL 5805 (4036405805) Tue B/15/...

Comacts Notes 5999-M...  Call from MERIDIAN MAIL (5999) Frigfl1/a... Subject

@ ~$ Outbax shows the
When you ::E@a ?:;“k:e s sender’s
delete a \@ Nortel ot phone
message, it B ettt number,
is moved to -‘Q -y ZE '31 ems ~and if the
Deleted : o Inboxf1) message is
Items. To Journagy Outhpx voice, fax
delete : @ Senyems or text.
Mail - Public/Folders
messages &
completely, (the (/0] | 7] [ -]
empty the |6 Ttems, 1 Unread / \
Deleted
Items folder.
An exclamation mark means that A paperclip means that
the message is urgent the message has an

attached file
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Reviewing your messages 7

Reviewing your messages

To play Norstar Voice Mail Desktop Messaging voice messages from your computer, your
computer must have a sound card and speakers.

Message notification

When you have a new message the mailbox icon on your Windows taskbar displays an

exclamation mark.§g

After you play your message, the exclamation mark disappfg;'s.

™ Call from NORTEL 5805 [4036405805) - Message

File Edit Yiew Insert Format Tools Compose Help

=] 3

Qdﬁeply|ﬁdﬂeplytuml|§§Fumard|§| ] | * ‘[S x ‘ . -‘ (1

Framn: 4036405805-NORTEL 5805 Sent: Tue 6{15/99 3:39 PM

o
VYoice Message
=
The Nortel Voice Player
Pauses the

F+I Mortel ¥oice Player

message

To play a voice message

Double-click the voice message icon
in the Norstar Voice Mail Desktop
Messaging Inbox.

The message appears in a separate
window.

Double-click the Voice Message icon
to play the voice message.
The Nortel Voice Player appears.

Stops playing the Closes the
message Play bar

- - b\ LT | || |
/
|PJay : /
Rewinds the Fast forwards Plays the message Downloads and
message the message plays the voice

message

P0908824 Issue 01
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8 Reviewing your messages

To view a fax message

To view faxes in Norstar Voice Mail Desktop Messaging you must have Imaging for

Windows installed on your PC. To use any of the fax options, your system must have the

Norstar Voice Mail FAX option installed. Ask your System Administrator to install this

option.

While you view the fax, you can enlarge or reduce the image, rotate it, move it, copy it and

print it.

 Fax from FAX ATA 2ND [4036408151] - Message o ] [E3
File Edit Yiew Insert Format Tools Compose Help
9&Reply|@dﬂeplytuml‘§§Fomard|§‘ 0] ||B |4 - - |@ -
From:  4036403151-FAX ATA 2ND Serk: Thu 6/17/99 12:05 PM
"8n C
BT
Fax Message
[-|
Save  Print Dra%/ Annotate  Magnification ~ Z00m in
SCro Zoom out

Rotate left
Rotate right

To view a fax message

Double-click the fax message icon in
the Norstar Voice Mail Desktop
Messaging Inbox.

The message appears in a separate
window.

Double-click the Fax Message icon to
view the fax message.

Save the fax message to the desired
location.

Double-click the fax message icon to
open it. The fax message is displayed
in Imaging for Windows.

One page view

Previous page e VI
Thumbnail view

Current page

Next page Page & thumbnail view
El nfmi0F2.TMP - liraging
File Edi ew Padge um otation
SRR EED | w7 @l.|@l| I mENEE T
[

Dhate Received 7/8/99

Ter DBt A o e ki

Fax:

¢ Instruetions:
4] Iﬂll
For Help, press F1 35% Page 10f 1 4
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Creating messages 9

Creating messages

You can create a message that is any combination of voice, fax or text. Your message can
be a new message, a reply to a received message or an introduction to a forwarded message.
Before you send your message, you can add attachments and options.

Create a voice message by opening an Norstar Voice Mail Desktop Messaging new mail
message and recording a message from your microphone. You can send the message or
save it to send later.

To record and send a voice message

Insert Object =i 1. On the Microsoft Exchange or
ket e o | Microsoft Outlook toolbar, click the
e ot Lo A | New Mail Messagecon.
€/ Breaiehiomie |/ Ll Clss A new message window appears.
‘wiang Image Scan Control
: ™ Display s lcon
wiebMiewFolder con Class . . .
WordPad Document Z| 2. Click inside the body of the message.
Fesult
v, Insete 2 newWave Sound obiect nfo your 3. Click thelnsert menu and then click
Object.

The Insert Object dialog box appears.

4. In theObject Type list, click Wave
Sound

5. Select th&€reate Newoption.

6. Click theOK button.

_ The Sound Object dialog box opens.
41 Sound Object in Untitled - M... I9[a [ |

e Eefii [Eibee  dely 7. Record your voice message and click
Position: Length: the Closebutton to return to your
0.00 zec. 0.00 sec. message.
|
e 8. Click theto button to open the
p | | p- | > | | | & address books and address your

message.

9. Add the attachments and options you
require. Seéddding attachments to

messagesn page 13 anfletting
message optionsn page 16.

10. Click theSendicon to send your
voice message.
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10 Creating messages

To save a voice message
You can record a voice message and save it as a file to use later.

1. In an Norstar Voice Mail Desktop Messaging message, record a message.

2. On theFile menu, clickSave As
The Save Aslialog box appears.

3. In theFile namebox type a name for the file and in thave as typdist box
select .rtf.

4. Select a folder to keep the file in and then clickShaeebutton.
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Creating messages 11

To create and send a fax message

To send a fax, your system administrator must have installed Enterprise Edge FAX
capability for your mailbox. The recipients of your fax must also have fax capability
enabled to view the fax on their computer. If your recipients access their messages from
their telephone, they must print the fax to view it. You can send your fax to a fax machine
by entering the fax number as the address.

1B Compose Fax =15 x|

| Pages | Wiew/Edit Image
1

[elete [kem

Ilewe Eonward

Iove Backiyard

Total pages: 1

DD more documents to this fax by opening each document and printing to the Mortel
Fax printer. Return to this window when ready to send or save the fax.

‘SEND this fax when you are done.

‘SAVE thiz fax as a file. Saveds. |
‘EANEEL this fax.
Cancel |
® Fax Message - Message =[O] =]
File Edit !iew|1nsen Format Tools Compose Help
Sgend HE| 0 20 |me v 1T %3

01

Verdana v|11 '|®|BIQ|

= s

i This message has not been sent.

Fax Message.tif

To send a fax message

Open the document that you want to
fax. It must be 8.5 inches wide or
less.

On theFile menu, clickPrint.

From the list of printers, seledortel
Fax.

Click theOK button.

The Compose Fax dialog box
appears. From here you can view the
fax, add more documents to the fax or
save the fax as a file.

Click theSendbutton.
The Optional Voice Annotation
dialog box appears.

If you want to add a voice
introduction to the fax, click th€es
button and record the voice message
or

if you want to send just the fax
message, click thido button

or

if you want to cancel the fax, click the
Cancelbutton.

On the Fax Message window, click
theTo button to select a recipient
from your Personal Address book, or
type the recipients’s e-mail address in
theTo box.

8. Click theSendicon to send the fax.

P0908824 Issue 01
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12 Creating messages

To create and send a text message
1. Open an Norstar Voice Mail Desktop Messaging new mail message.

2. Type or paste text into the message and then clicRehdbutton.

To save a text message

1. On theFile menu, clickSave As
The Save As dialog box appears.

2. In theFile namebox type a name for the file and in thave as typdist box
select .rtf.

3. Select a folder to keep the file in and then clickShaeebutton.
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Forwarding and replying to messages 13

Forwarding and replying to messages

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

To forward or reply to a message
1. Open the message you want to forward or reply to.

2. If you want to forward the message, click Bward icon and address the message
or

if you want to reply to the sender of the message, clicReydy icon
or

if you want to reply to the sender and all the recipients of the message, click the
Reply to all icon.

3. Click theSendbutton.

Adding attachments to messages

Before sending a message, you can attach a voice, fax or text file to it. Text files must be
.txt files and fax files must be tif-f files.

To attach a file to a message

InsertFile zx 1. In an open message, click tinsert
Logkin: W e[ i i i

Nnrtal's[nmputav [&2 RoboHELP Office oK | Flle ICOn ) i

il oW The Insert File dialog box appears.
[y sriefcase (=] shorteut to bpdbooz [ —

B chorteut o Zealedan
B shorteut to Zealpoon

2. Type the name of the file that you
want to attach in thEile namebox

and click theOK button, or double-
File name: l—;l Text or property: - Find Now . . y . .
gty N | NN =7 click the file’s icon to attach it.

\9 files) Found.

3. Inthelnsert as option, select
Attachment.

4. Click theSendicon.
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14 Addressing messages

Addressing messages

With Norstar Voice Mail Desktop Messaging you can address a message by selecting a
name from the Nortel Address Book or your Personal Address Book. Your Personal
Address Book can include distribution lists and names.

Select Names %]
Show Mames from the: INorteI Address Book j
Type Mame or Select from List:
I Meszage Recipients
ALLISON BRENT i CHATTERTOM PAT =]
ANDERSON BROCK
ARDAGH.CHRIS =l
ATAFHONE
ATACOMMROOM
AUSTINJILL Lo =]
BADAME LISA
EOWDENJLILIE =l
CHATTERTOM PAT
CHATTERTOM PAT
CHENJOSHUA Bec > | =
CHOW KEM hd
[l 3 =l
Mew... | Froperties | Find... | Send Options... |
0K | Cancel | Help |
CHATTERTON,PAT Properties

Martel Recipient I

Display Hame:  EFY NN

Mailbo: |31 15

Extension: |31 15
E-Mail Type: IN\;M

Addte: To | LCc | Eccl Perzonal Address Bookl ilil
QK I Cancel | Sppli |

To add a Nortel Address Book
address to your Personal Address
Book

On the Microsoft Outlook or the
Microsoft Exchange toolbar, click the
Address Bookicon.

The Address Book dialog box
appears.

In theShow Names from thelist
box selectNortel Address Book

Select the name you want from the
Nortel Address Book and click the
Properties button.

The Properties dialog box for the
name you selected appears.

Click thePersonal Address Book
button and then click th@K button
in the next two dialog boxes to add
the name to your Personal Address
Book.

Norstar Voice Mail Desktop Messaging Quick Reference Guide
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Addressing messages 15

Select Names %]

Show Mames from the:

Type Mame or Select from List:

mm_Al Ta-»
AWDERSON BROCK ;l

ARDAGH,CHRIS
ATA PHOME
ATACOMMROOM
AUSTINJILL
BADAME LISA
BOWDENJULIE
CHATTERTOM PAT
CHATTERTOM PAT
CHEMJOSHUA

Ei—l O KEM
4

Mew... |

Bee - |

il

Froperties |

Meszage Recipients

H B EE

Find... | Send Options... |

(o]
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1.

To address a message from the
Nortel Address Book or your
Personal Address Book

On the Microsoft Outlook or
Microsoft Exchange toolbar, click the
Address Bookicon.

The Address Book dialog box
appears.

In the Show Names form the list box,
selectNortel Address Bookor
Personal Address Book

Select the name of the recipient or a
distribution list.

Click the To button.

Click the OK button to return to the
message window.
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Setting message options

From a Norstar Voice Mail Desktop Messaging message window you can set priority,
sensitivity and delivery options.

On the open message window clieke and then clickroperties.
The Properties dialog box appears.

Properties 2] x]

General |

D]

Type: Message

Location:
Sets the value of the Size -
message to Low, Sets the sensitivity of
Normal or High Modified: Mone the message to
: - Normal, Personal,
—Cpkions For khis item Private or

Importance: Sensitivity: Confidential
Notifies you when \m Iﬁ’/’/
the message has f Marmal

been read
™ Do not Autodrchive this item
¥ Read receipt requested
Notifies you of — Delivery receipt requested
delivery —
/|7 Save copy of sent message
Send Options, .. |

Saves a copy of the
message to your Sen

Message folder O, I Cancel | Apply, |
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Creating personal distribution lists

You can create a personal distribution list for a group of persons that you often send
messages to. After you create a list, it appears in your Personal Address Book. When you
want to address a message to the group, select the list..

To create a personal distribution list

1. On the Microsoft Outlook or .
il;c;:Td:::Sw _ o] ,'Z\Acli(arlf)essftBlz()):)Ckri]?gr?,e toolbar, click the
Mirosoft Mol Ackress _ Cancel | The Address Book dialog box
it e | appears.

NortelAddrgss

Do e 2. Click theNew Entry icon.

FPersonal Distribution List

The New Entry dialog box appears.

=
— Put thiz entry A
& Inthe |Personal Address Book j 3 In the IISt Of entry types’ SeleCt .
~ In this message onl Personal Distribution List i click
the OK button. -
The New Personal Distribution List
New Personal Distribution List Properties Propertles dlalog bOX appears.
e 4. IntheNamebox type the name of the
Hane: | distribution list.
=l
5. Click theAdd/Remove Members
button and type or select members
from the list to add to your new
< _r' personal distribution list.
Add/Remove Members. .. |
addte To | Co | Boo | SendOptions.. 6. Click the OK button in the current
[k | Coree heb | and the next dialog boxes to create

your new personal distribution list.
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