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VOICEMAIL
ACCESSING YOUR VOICEMAIL

From Your Own Phone
»  Press the Messages button or dial *09
*  Enter your voicemail password

* If you have new messages, the messages will be
identified and played

»  After hearing any new messages, you will be
presented with the Voicemail Main Menu. Main
Menu and Message Playback Options are listed
on the next page.

From Another Phone
e From an internal phone, dial 755

*  From an external phone, dial the voicemail
access number specified by CIMCO. Alternatively,
you can dial your organization’s main telephone
number and dial extension 755.

*  When prompted, enter your extension number
*  When prompted, enter your voicemail password

* If you have new messages, the messages will
be identified and played. After hearing any
new messages, you will be presented with the
Voicemail Main Menu. Main Menu options are
listed on the next page.

From the Navigator Web Portal

If you have a Navigator Web Portal account, you can
retrieve messages and manage your voicemail account
using the Navigator Web Portal. For information about
using your Navigator Web Portal, refer to the Navigator
Web Portal documentation in this guide or the online
help system available once you have logged into your
Navigator Web Portal account.



VOICEMAIL MAIN MENU

KEY |FEATURE

Play Inbox Messages

Play Saved Messages

Change Password

Play Greetings

Record Greetings

Access Personal Distribution Groups

Compose a New Message

Manage Custom Operator Number
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Exit to Previous Menu

MESSAGE PLAYBACK OPTIONS

While listening to your voicemail messages, the
following options are available.
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Skip Envelope NA # NA
Skip Message 8 NA 8
Reply to Message 2 2 2
Hear Call Originator 3 3 3
Delete 4 4 4
Save 5 5 5
Forward Message 6 6 6
Replay Message NA 77 7
Rewind 5 Seconds NA 7 NA
Pause/Resume
Playback NA 8 NA
Skip Ahead 5 NA 9 NA
Seconds
Skip to the End NA 99 NA
Skip to Previous N N .
Menu




Replying to a Message

While listening to a message, press 2 to reply
After the tone, record a message and press #
Select an action:

e To Send the message, press 1. The message
will be sent and you will be returned to the
previous menu.

* To Change the message, press 2. The
message will be deleted and you will be
prompted to record the message again.

e To Review the message, press 3. The
message will be played back and you will be
prompted to select another action.

*  To Mark the message Urgent and Send,
press 9. The message will be marked
urgent and sent. You will be disconnected
from the voicemail system. When retrieving
messages, urgent messages will be played
first. If configured by the recipient, the
recipient may be paged when they receive an
urgent message.

* Press * to cancel

Dialing the Originator

While listening to a message, you can call the
person back by pressing 3

This capability will not work if the voicemail
system was not able to record the Caller ID
information when the original voicemail was
received or if your phone is configured with call
restrictions which prevent you from calling the
originator’s number.

Forwarding a Message

While listening to messages, you can forward
a message to another recipient. To forward the
current message, press 6.

Enter an extension number or Distribution Group
Number + #. Repeat this step until you have
entered all the desired destinations.

Press # when finished entering destinations
You will be prompted to record an introduction
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After the tone, record your introductory message
and press # when finished

Select an action:

e To Forward the message, press 1. The
message will be sent.

e To Change the introductory message, press
2. The message will be deleted and you will
be prompted to record the message again.

e To Review the introductory message, press 3.
The message will be played back and you will
be prompted to select another action.

*  To Mark the message Urgent and Send,
press 9. When retrieving messages, urgent
messages will be played first. If configured
by the recipient, the recipient may be paged
when they receive an urgent message.

e Press * to Cancel

COMPOSING A NEW MESSAGE

Access your voicemail box

If you have new messages, the messages will be
identified and played. To skip to the Main Menu,
press *.

From the Main Menu, press 7 to compose a hew
message

Enter an extension number or Distribution Group
Number + #. Repeat this step until you have
entered all the desired destinations.

Press # when finished entering destinations

After the tone, record your message. Press the #
key when finished.

Select an action:
e To Send the message, press 1. The message

will be sent and you will be disconnected
from the voicemail system.

* To Change the message, press 2. The
message will be deleted and you will be
prompted to record the message again.

e To Review the message, press 3. The
message will be played back and you will be
prompted to select another action.
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e To set Message Options, press 4
*  To mark the message Urgent, press 1
e To mark the message Private, press 2
e Torequest a Return Receipt, press 3
* To clear all these options, press 9
e To return to the previous menu, press *

CHANGING YOUR VOICEMAIL PASSWORD

Access your voicemail box

If you have new messages, the messages will be
identified and played. To skip to the Main Menu,
press *.

From the Main Menu, press 3 to change your
password

Enter your new password + #
Enter your new password again + # to confirm

RECORDING YOUR PERSONAL GREETINGS

Access your voicemail box

If you have new messages, the messages will be
identified and played. To skip to the Main Menu,
press *.

From the Main Menu, press 5 to record your
greetings

Select the greeting you would like to record:

e Torecord a No Answer greeting, press 1

e Torecord a Do Not Disturb greeting, press 2
e Torecord a Busy greeting, press 3

e To record your Name, press 4

e To return to the Main Menu, press *

After the tone, record your greeting. Press #
when finished.

If you do not record a personal greeting, a generic
greeting will be played

HEARING YOUR PERSONAL GREETINGS

Access your voicemail box

If you have new messages, the messages will be
identified and played. To skip to the Main Menu, press *.
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From the Main Menu, press 4 to hear your
recorded greetings

Select the greeting you would like to hear:

e To hear your No Answer greeting, press 1

e To hear your Do Not Disturb greeting, press 2
e To hear your Busy greeting, press 3

* To hear your Name, press 4

*  To return to the Main Menu, press *

DISTRIBUTION GROUPS

Distribution Groups are used when you want to send
messages to a group of users. There are two types of
Distribution Groups:

Personal Distribution Groups are managed by
the end user and are available only to that user.
A user may have a maximum of 20 Personal
Distribution Groups (i.e., groups 80-99).

Corporate Distribution Groups are managed
by the system administrator and can be used by
anyone within the organization. An organization
may have a maximum of 70 Corporate
Distribution Groups.

Managing Personal Distribution Lists

Access your voicemail box

If you have new messages, the messages will be
identified and played. To skip to the Main Menu,
press *.

From the Main Menu, press 6 to manage your
Personal Distribution Groups

To Hear a list of all groups, press 1. Each group
and its members will be announced. To skip to
the next group, press #.

To Edit an existing group, press 2

*  Enter the 2-digit group number (i.e., 80-99)
that you would like to edit followed by #

e Select the type of modifications you would like
to make:

e To List all members, press 1. Each
member will be announced. To skip to the
next member, press #.
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To Add a member, press 2. Enter the
extension number for the member followed
by #. Press # to confirm or * to cancel.

To Delete a member, press 3. Enter
the extension number for the member
followed by #. Press # to confirm or *
to cancel.

To Hear the Group Name, press 4

To Record the Group Name, press 5.
After the tone, record the name for the
group and press #.

To Return to the Previous Menu, press *

To Create a group, press 3

Enter the 2-digit group number (i.e., 80-
99) followed by the # key

After the tone, record the name for the
group followed by the # key

Press # to confirm the recording or * to
cancel and re-record

Enter each member’s extension followed
by #. When finished entering members,
press #.

To Delete a group, press 4

Enter the 2-digit group number to delete
followed by #

Press # to confirm or * to cancel

OPERATOR ASSISTANCE NUMBER

Callers can escape from your voicemail box by
pressing 0 while hearing your mailbox greeting.
You can configure where callers are transferred
when they escape from your voicemail box. Your
default Operator Assistance Number is usually your
organization’s main telephone number.

To Configure Your Operator Assistance Number

Access your voicemail box

If you have new messages, the messages will be
identified and played. To skip to the Main Menu,
press *.

From the Main Menu, press 8 to manage your
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custom Operator Assistance Number

e The system will announce your current Operator
Assistance Number

» To configure your Operator Assistance Number,

press 1
*  Enter your Operator Assistance Number
followed by #

e The system will announce your new Operator
Assistance Number and return you to the
Main Menu

» To Restore your default Operator Assistance
Number, press 2. The system will announce
that you have been returned to the default
Operator Assistance Number and return you
to the Main Menu.

*  To return to the Main Menu, press *

PAGER NOTIFICATIONS

Pager Notifications are used to notify you when you
receive voicemail messages. You can select whether
or not to be notified and, if so, for which types of
messages (i.e., All Messages or Urgent Messages
Only). You can choose to be notified in one of three
different ways:

*  Numeric Pager — A numeric code will be sent to
your pager

* Voice — The system will call you at a specified
number and ask for your voicemail password.
After entering your password, you can listen to
your messages. If the system does not reach
you, it will try to reach you three times at five
minute intervals.

«  Email — You will receive an email that identifies
the Date, Time, and ID of the caller

Note: Pager Notifications are configured using the
Navigator Web Portal. For more information about
configuring Pager Notifications, see the Navigator
Web Portal section of this Reference Guide.



NAVIGATOR WEB PORTAL

LOGGING INTO NAVIGATOR
WEB PORTAL

*  Open your web browser application
* Inthe address field, enter http://navigator.cimco.net
* Click Go

* In the Phone Number field, enter your complete
telephone number. If your phone is configured
as an extension-only phone (i.e., you have no
DID number), enter your organization’s complete
main telephone number followed by “x” and your
extension number.

* Inthe Password field, enter your password

» If your PC is secure and you are the only user,
you can bypass the login process in the future by
checking the Remember Me checkbox

+ Click OK

LOGGING OUT OF NAVIGATOR
WEB PORTAL

* If you have not enabled Remember Me, you can
log out of the Navigator Web Portal by clicking
the Logout button or by simply closing the
browser window

* If you have enabled Remember Me and want
the system to remember you the next time you
access the Navigator Web Portal, simply close
the browser window

* If you have enabled Remember Me and want the
system to forget your credentials and require the
next person to log in, click the Logout button

CONFIGURING THE NAVIGATOR
WEB PORTAL

The first time you access your Navigator Web Portal,
you will want to configure it for optimal use. You only

need to configure the Navigator Web Portal once, but
you can change the configuration at any time.

*  Click the Options tab



¢ Click the Profile tab

e Using the Home Page drop-down, select which
tab should be your default home page

* In the Rows per Page field, enter the number of
rows of information you would like visible within
each data table page (e.g., directories, call logs,
voicemail etc.)

* Enable the Click to Call checkbox to allow click-
to-dial functionality

« Enable the Launch VA at Startup checkbox
if you would like the Voice Assistant to open
automatically when you log into the Navigator
Web Portal

* Inthe CAAddress 1 field, enter the IP Address:
69.7.197.230

¢ Click Submit

DIRECTORIES

The Navigator Web Portal provides two different
contact directories. The Personal Directory enables
you to manage and use your own private directory
of contacts. The Corporate Directory is set by your
organization. It displays all the employees of your
organization.

Creating a Personal Contact

e Click the Directory tab

e Click the Personal tab

e Click Add

*  Enter the relevant contact information
« Click Save

Navigating Contacts

Contacts are listed in tables. Tables may span
multiple pages depending upon the number of
contacts and the number of rows per table configured
in your profile.

Sorting Contacts

e Click on any of the underlined field headings
(e.g., Last Name, First Name, Title, Phone
Numbers) to sort the contacts by that field. An
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arrow icon will indicate which field is being used
for sort and indicates the sort direction (e.g.,
ascending or descending). To change the sort
direction, click the heading again.

Browsing Contacts

Click First to skip to the first page of the table
Click Next to skip to the next page

Click Previous to skip to the previous page
Click Last to skip to the last page

Enter a page number into the Page field and
press the Enter key on your keyboard to skip to a
specific page

Searching Contacts

Using the Search By drop-down menu, select the
field on which to index the search

Enter the first few letters or numbers of the
search criteria

Click Go. The search function will open the page
on which the first match appears.

Deleting a Personal Contact

Click the Directory tab
Click the Personal tab
Navigate to the desired contact

Enable the Select checkbox next to the
desired contact

Click Delete

Modifying a Personal Contact

Click the Directory tab

Click the Personal tab

Navigate to the desired contact

Click the Edit icon for the contact
Change the relevant contact information
Click Save

Click-to-Dial a Contact

You can Click-to-Dial any telephone number
associated with a personal or corporate contact.

Click the Directory tab
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* Navigate to the desired contact

*  Click the appropriate telephone number (e.g.,
office, home, fax, cell, etc.). Depending upon your
phone, your phone will either go off-hook and dial
the number, or your phone will ring.

* Unless configured otherwise, Click-to-Dial
establishes calls between the phone associated
with your Navigator Web Portal account and
the desired contact. To use Click-to-Dial from a
remote location (e.g., your home phone or cell
phone), see Configuring Remote Phone in the
Options section of this Reference Guide.

* In order to use this capability, you must have
enabled the Click-to-Dial checkbox during login

Note: You may be prevented from dialing certain
numbers due to toll-restrictions/call-restrictions.

Conferencing in a Contact

You can create a conference call by adding one or
more parties to an existing call.

»  Click the Directory tab

* Navigate to the desired contact

»  Click the Conference In icon

VOICEMAIL

Managing Messages
*  Click the Voicemail tab

+  Click either the Inbox tab or the Saved tab
depending upon which messages you wish to hear

* Navigate to the desired message

* To Hear the message through the speaker on
your multi-media PC, click the Play to Speaker
icon. Using the playback controls on the
Voicemail Player, you can Play, Pause/Resume,
Stop, Skip Back, Skip Ahead, Rewind and
Fast Forward playback. You can also Save the
Message to a file on your PC for archiving or
future retrieval.

» To Hear the message through your telephone,
click the Play to Phone icon. You can control
playback of the message using the standard
message controls. Refer to the Voicemail section
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of this Reference Guide for further information.

To Delete a message, enable the Select checkbox
for the relevant message and click Delete

To Move messages from your Inbox into your
Saved Messages folder, enable the Select
checkbox for the relevant message and click
Move to Saved

To Forward a message within the voicemail system:
e Click the Forward icon

* To Add one or more distribution groups to the
destination list, click Add Distribution Groups.
Select one or more Distribution Groups and
click Save.

¢ To Add one or more individual extensions
to the destination list, click Add Extensions.
Select one or more extensions and click Save.

*  Click Forward
To Forward a message as an attachment to an email:
e Click the Forward to Email icon

¢ |n the Email Address field, enter the
recipient’s email address

¢ Click Forward

Configuring Voicemail Paging Notification
Voicemail Paging Notifications can notify you when
you receive certain types of voicemail messages.

Configuring Voicemail Paging

Click the Voicemail tab
Click the Paging tab

Using the Notification For drop-down, select
whether you want to be notified for Urgent
Messages Only, All Messages or No Messages

Using the Pager Type drop-down, select whether
you want to be notified using a numeric pager, an
email or a voice call

Configure the Notification Parameters for the
appropriate Pager Type

* For a numeric pager, enter the pager number
and the numeric code to be sent to the pager

*  For a voice call, enter the phone number
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where you wish to be notified

* For an email, enter the email address and the
text for the email message body

Click Save

Note: The Email Pager Type can also be used with
many alphanumeric pagers and with many cellular
providers’ Short Messaging Service (SMS) text
messages.

Managing Voicemail Distribution Groups
Distribution Groups are used when you want to send
messages to a group of users. There are two types of
Distribution Groups:

Personal Distribution Groups are managed by
the end user and are available only to that user.
A user may have a maximum of 20 Personal
Distribution Groups (i.e., groups 80-99).

Corporate Distribution Groups are managed
by the system administrator and can be used by
anyone within the organization. An organization
may have a maximum of 70 Corporate
Distribution Groups.

Creating a New Personal Group

Click the Voicemail tab

Click the Dist. Groups tab

Click Add

Click Change Distribution Group Name

In the Distribution Group Name field, enter a
descriptive name for the group

Click Save
Click Add Members

Enable the Select checkbox associated with each
person you would like to add to the group

Click Save

Editing an Existing Personal Group

Click the Voicemail tab
Click the Dist. Groups tab

Click the Edit icon associated with the group you
wish to modify. Note that you can only modify
personal distribution groups.

14



To Change the distribution group name, click
Change Distribution Group Name, enter the new
name and click Save

To Add new members to the group, click Add
Members, enable the Select checkbox associated
with each of the new people you would like to add
and click Save

To Delete members from the group, enable the
Select checkbox next to the distribution group
members that you would like to remove and
click Delete

Deleting an Existing Personal Group

Click the Voicemail tab
Click the Dist. Groups tab

Enable the Select checkbox next to the group(s)
you wish to remove

Click Delete

Changing Your Voicemail Password

Click the Voicemail tab
Click the Password tab

In the Current Password field, enter your current
password

In the New Password field, enter your new
password

In the Confirm Password field, enter your new
password again

Click Submit

Configuring Email Forwarding

Email Forwarding automatically sends copies of every
new voicemail message to a pre-specified email
address.

Enabling Email Forwarding

Click the Voicemail tab
Click the Options tab
Check the Email Forwarding checkbox

In the Email Address field, enter the email
address where messages should be archived

Click Submit
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Configuring Voicemail Playback Order

»  Click the Voice Mail tab

*  Click the Options tab

e Check the Listen Newest Messages First

checkbox to hear newer messages before older
messages

»  Check the Priority Messages First checkbox
to hear urgent messages before lower priority
messages

e Check the Unheard Messages First checkbox to
hear new messages before messages that you
have already heard

»  Click Submit
CALL MANAGEMENT

Accessing Call Logs

Call Logs provide a historical record of recent
inbound, outbound and missed calls.

*  Click the Call Management tab
e Click the Logs tab

Navigating Call Log Entries

Call Logs are listed in tables. Tables may span

multiple pages depending upon the number of log

entries and the number of rows per table configured

in your profile.

Sorting Call Log Entries

»  Click on any of the underlined field headings
(e.g., Direction, Phone Number, Name, Date/
Time, or Length) to sort the log entries by that
field. An arrow icon will indicate which field is
being used for sort and the sort direction (e.g.,
ascending or descending). To change the sort
direction, click the heading again.

Browsing Call Log Entries

»  Click First to skip to the first page of the table

»  Click Next to skip to the next page

e Click Previous to skip to the previous page

* Click Last to skip to the last page

« Enter a page number into the Page field and
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press the Enter key on your keyboard to skip to a
specific page

Exporting Call Log Entries

You can export your call logs into a “Comma

Separated Value (CSV)” file format that can be used
by many spreadsheet applications.

Exporting Call Log Entries

e Click the Call Management tab
* Click the Logs tab

e Click Export to CSV File

* Inthe File Download dialog window, click Save,
select a destination folder, enter a filename and
click Save

Find-Me

Find-Me enables your callers to locate you at a pre-
defined group of numbers when you are away from
your phone. Find-Me is a Ring No Answer condition
that occurs when you fail to answer an inbound call
at your business telephone. You can define one or
more Find-Me profiles for use by different callers or at
different times of day.

Defining a Find-Me Profile

*  Click the Call Management tab

*  Click the Find-Me tab

* Click Add

*  Click Options

e In the Find-Me List Name field, enter a descriptive
name for the Find-Me profile

»  Select either Sequential or Ring All as the
Find-Me strategy. Sequential means that each
destination will be tried in order. Ring All means
that all of the destinations will ring simultaneously
until one of the destinations answers.

* Enable the Caller ID checkbox to show the
original caller’s Caller ID information at each Find-
Me destination as opposed to showing the Caller
ID information for your business phone

» Click Save
e Add One or More Find-Me Locations to the profile

17



e Click Add

* In the Name field, enter a descriptive name
for the destination (e.g., Home, Cell, etc.)

* In the Phone Number field, enter the
telephone number for the destination

e Using the No Answer Timeout drop-down
menu, set the number of seconds that the
system will ring the destination. This is often
used to limit the call attempt at a location to
prevent an alternate voicemail system from
answering the call.

e Using the Menu Timeout drop-down menu,
set the number of seconds that the system
will wait for the user to respond to the menu
system after the call is answered. The menu
response is used to avoid completing the call
when the phone is answered by a voicemail
system or answering machine.

e Click Save

* If you selected Sequential as the Find-Me
strategy, adjust the order of the destinations using
the up/down arrow icons.

Note: After defining one or more Find-Me profiles,
you must activate Find-Me by assigning Find-Me

as either a Default Call Treatment or as a Call
Screening Treatment. See Call Treatments for further
information.

Call Treatments

Call Treatments allow you to specify how inbound calls
are treated. You can define a default call treatment that
handles all inbound calls. You can also define custom
call treatments for specific callers to handle these calls
in a different manner than the default. For example,
you might configure your default treatment to route
calls normally during the day and to use Find-Me in
the evening. Calls from your most important customers
however, will be forwarded to your cell phone for
personal handling at any time of day.

Defining the Default Call Treatment

*  Click the Call Management tab

e Click the Call Treatment tab

»  Click the Edit icons associated with the Default

18



Forwarding entry

*  You can configure either a Basic Default
Treatment which handles all calls the same
regardless of the day-of-week or time-of-day or
an Advanced Default Treatment which can handle
calls differently based upon day-of-week and/or
time-of-day

» To configure a Basic Default Treatment:

*  Select a default call treatment using the
Default Action drop-down menu:

e Disabled will ring your phone normally and
route unanswered calls to your voicemail

*  Find-Me will ring your phone normally
and route unanswered calls according to
a Find-Me profile

e Forward to Number will unconditionally

forward all calls to an alternate extension
or number
*  Forward When Busy/No Answer will
ring your phone normally and will
forward unanswered calls to a specified
extension or number
e Click Save
*  To configure an Advanced Default Treatment:
e Click Advanced
*  You can define special call treatments for up
to three different time periods using Time of
Day Action 1, Time of Day Action 2 and Time
of Day Action 3
e For each, select the Call Treatment Action
from the drop-down menu and specify the
days-of-week and times-of-day that the action
should be followed
* Using the Default Action drop-down menu,
select an action for calls received during any
periods of time that are not covered by Action
1, Action 2 or Action 3

¢ Click Save

Defining a Custom Call Screening Treatment
*  Click the Call Management tab
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e Click the Call Treatment tab
* Click Add

* |n the Name field, enter a name for the call
screening treatment

* Inthe Incoming Number field, enter the telephone
number for the caller from which calls should be
screened

* If desired, configure up to three different actions
for calls received from the caller at different times.
Do this by selecting the Time of Day Action used
during the period and defining the day-of-week/
time-of-day period the action is active.

*  Using the Default Action drop-down menu, select
an action for calls received from the caller during
any periods of time that are not covered by Action
1, Action 2 or Action 3

e Click Save

Configuring your Out of Service Forwarding Number
In the event that your phone loses connectivity or
power, your inbound calls are automatically routed

to your voicemail. You can define an alternate Out of
Service destination to have your calls forwarded to in
the event of an outage.

*  Click the Call Management tab

*  Click the Call Treatment tab

e Click Options

e Inthe OOS Forwarding Number field, enter
an alternate extension or number where calls
should be routed in the event of a loss of power

or connectivity. Be sure to include the Outside
Access Digit for external numbers.

Configuring Call Treatment Delay

The Call Treatment Delay determines how long
your phone will ring before a No Answer condition
is determined. By adjusting this value, you can
change how long your phone will ring before calls
are forwarded to voicemail or an alternate Ring No
Answer condition is followed.

»  Click the Call Management tab

¢ Click the Call Treatment tab
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»  Click Options

* Using the Call Treatment Delay drop-down menu,
select the number of seconds before a Ring No
Answer condition is followed

Speed Dials

Depending upon the type of phone you have, you
may be able to configure the speed dial buttons of
your phone using the Navigator Web Portal.

Creating a New Speed Dial Button
*  Click the Call Management tab
e Click the Speed Dials tab

* Click Set Speed Dial Button

*  Your phone will go off-hook. Follow the voice
prompts to define the new speed dial button.

Modifying an Existing Speed Dial Button

*  Click the Call Management tab

*  Click the Speed Dials tab

»  Click the Edit icons associated with the Speed
Dial Button you wish to modify

* Inthe Name field, enter new descriptive text for
the button (e.g., Dial Jason)

* In the Number field, enter the new telephone
number for the button. For external numbers, be
sure to include the Outside Access Digit before
the area code or number.

Deleting an Existing Speed Dial Button
*  Click the Call Management tab
e Click the Speed Dials tab

* Click the Delete icon associated with the Speed
Dial Button you wish to delete

OPTIONS

Configuring Remote Phone

The Remote Phone feature provides the capability
to set up a remote phone to act as if it were the IP
phone. When Remote Phone is active, Click-to-Dial
rings the remote phone before dialing the desired
party. Inbound calls simultaneously ring the business
phone and the remote phone.
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*  Click the Options tab

*  Click the Remote tab

* Enable the Remote User checkbox

* If desired, enable the Auto Enable When Phone
OOS to have the system automatically enable
the Remote Phone feature whenever your phone

goes out of service due to a loss of connectivity
or a loss of power

» Enable the Enable Remote Caller ID to have
the system display the original caller’s Caller
ID information on your remote phone instead of
displaying the Caller ID of your own business
phone

* In the Remote Phone Number field, enter the
telephone number for your remote phone. Be
sure to include the Outside Access Digit for
external numbers.

»  Click Save
Reassigning Your Telephone Number and Profile
to a New Phone

You can instantly reassign your telephone number
and account to any other phone of the same type.

e Click the Options tab

*  Click the Reassign tab

e Enter the MAC Address for the new phone
» Click Save

Changing Your Phone Password
e Click the Options tab
*  Click the Password tab

e Inthe Current Password field, enter your
current password

* Inthe New Password field, enter your
new password

* In the Confirm Password field, enter your new
password again

e Click Submit

Installing the TAPI Module

The TAPI module enables you to use Click-to-Dial
from within many TAPI-compliant personal information
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managers such as Microsoft Outlook.

To download and install the TAPI module:

*  Click the Options tab

*  Click the PC Integration tab

*  Click the Install TAPI Service Provider icon
Note: Once installed, you will need to configure the
module with the appropriate IP Address, telephone

number and password. Contact your system
administrator for further information.

VOICE ASSISTANT

The Voice Assistant provides real-time call control
capabilities using the web interface for point-and-click
ease of use. Note that the Voice Assistant requires your
web browser application to support ActiveX controls.

Launching the Voice Assistant

In order to use the Voice Assistant, you must have
configured your Navigator Web Portal with the IP
Address(es) specified by CIMCO. If you have not
already done so, refer to the Configuring the Navigator
Web Portal section of this Reference Guide.

Launching Voice Assistant Automatically

»  Configure the Navigator Web Portal to “Launch VA at
Startup”. This will open the Voice Assistant whenever
you log into your Navigator Web Portal. For more
information, refer to the Configuring the Navigator
Web Portal section of this Reference Guide.

* Log into your Navigator Web Portal

Launching Voice Assistant Manually

e Click the Call Control button, which is available on
any of the main tabs of the Navigator Web Portal

Managing Incoming Calls

The Navigator Web Portal will provide a screen-pop to

identify incoming calls and allow you to determine how

incoming calls are handled.

»  Click Answer the Call to answer the call. With an IP
Phone, your phone will go off-hook in speakerphone
mode and you will be connected to the calling party.

*  Click Answer & Control the Call to answer the call
and launch the Voice Assistant to manage the call.
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With an IP Phone, your phone will go off-hook in
speakerphone mode and you will be connected to
the calling party. With the Voice Assistant, you can
manage the active call.

Click Send to Voicemail to forward the incoming call
to your voicemail account

Click Ignore the Call to close the screen-pop
window and prevent the caller from reaching your
voicemail account. The caller will hear a ring-tone
until they hang up.

Click Hold the Call to answer the call and place
them on hold. The caller will hear “Please hold. Your
call will be answered shortly” followed by music.

To resume the call, retrieve the held call using the
standard procedure for held calls on your phone

or press the Resume This Call button on the Voice
Assistant.

Click Call Later to send the caller to your voicemail
account and add the caller to your Call Later List.
Configure the reminder by entering the caller’s
name, telephone number and the number of
minutes in which you wish to be reminded and click
OK. When using this option, the caller will hear your
Do Not Disturb voicemail greeting when they are
forwarded to voicemail.

Click Redirect the Call to forward the caller to one of
the destinations on your Call Forward List.

Note: You must pre-configure your Call Forward List
in order to use this capability. See Managing the
Forward List under the Voice Assistant section of
this Reference Guide.

Managing an Active Call

You can manage active calls using the Voice
Assistant. When you have multiple active calls, select
the call to manage from the list of active calls before
choosing one of the following actions:

Click Hold the Call to place the current call on
hold. To retrieve the call, click Resume this Call.
While on hold, the held party will hear music.

Click End this Call to disconnect the call

Click Transfer the Call to transfer the call to another
party. Enter the extension/phone number into the entry
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field or select a number from the drop-down menu.
* Transferring with Consultation
*  Click OK to dial the 3"-party and consult

e To complete the transfer, click Complete
Transfer

¢ Transferring without Consultation
*  Check the Immediate Transfer checkbox
* Click OK

Click Start a Conference to create a conference
call by adding a party to the current call.

e Adding the Party with Consultation

* Enter the extension/phone number into
the entry field or select a number from
the drop-down menu

e Click OK. The party will be dialed so that
you can consult with them.

*  Click Complete Conference to connect
the party with the active call

e Adding the Party without Consultation

*  Enter the extension/phone number into
the entry field or select a number from
the drop-down menu

¢ Enable the Immediate Conference
checkbox

*  Click OK. The party will be dialed and
added to the conference when they
answer.

e Adding Additional Participants
e Click Add to the Conference

* Repeat the appropriate process to add
the party with consultation or without
consultation

* Dropping a Participant
e Select the Conference Call
e  Click Show Conference List
* Select a Participant

* Click Remove. The selected party will be
dropped from the conference call.

e Leaving the Conference
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¢ Select the Conference Call

e Click Leave the Conference. You will
be disconnected from the conference,
but the other participants will be able to
continue speaking.

Click Park the Call to park the call for retrieval
from any extension. The system will transfer the
call to a park extension and announce the park
extension to you. To retrieve the call, dial the park
extension from any phone.

Click Make a New Call to place the current call on
hold and start a new call

Using Pickup

To answer someone else’s ringing phone, click
Pickup a Ringing Call

To answer a specific extension, enter the
extension number and click OK

To answer the extension that has been ringing the
longest, click Group Pickup

Note: You can only pickup calls from extensions that
are within your pre-defined Call Pickup Group.

Retrieving Voicemail

Click Listen to Voicemail. Your phone will either
ring or go off-hook to connect you to the voicemail
system.

Do Not Disturb

Click Turn On Do Not Disturb to enable Do Not
Disturb or Turn Off Do Not Disturb to disable it

Call Forwarding

Click Forward To to configure Call Forwarding

Enter the desired extensions/phone numbers for
each of the Call Forwarding types (i.e., Always,
Busy, No Answer, Out of Service)

Click OK

Managing the Call Later List

Select Call Later List from the Options menu
Adding a Call Later Entry

* Click Add

e Enter the person’s Name and Telephone

26



Number

*  Select when you would like to call the person
back by selecting the number of minutes

* Click OK
» Editing a Call Later Entry
e Select the entry from the Call Later List
e Click Edit
* Modify the desired information
* Click OK
* Deleting a Call Later Entry
e Select the entry from the Call Later List
e Click Delete
*  Confirm the deletion by clicking Yes

Managing the Forward List

The Forward List contains all the destinations that are
available in the drop-down menu for Call Redirection.

» Select Forward List from the Options menu
* Adding a Forward Destination
* Click Add

*  Enter the Name and Telephone Number for
the forward destination

* Click OK
* Editing a Forward Destination
e Select the entry from the Forward List
e Click Edit
*  Modify the desired information
e Click OK
* Deleting a Forward Destination
*  Select the entry from the Forward List
e Click Delete
*  Confirm the deletion by clicking Yes
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