G BE technologies

Unified Messaging
FAQ

What is Unified Messaging?

Unified Messaging is the integration of voicemail and email into one interface. In this case, your
email and office voicemail will all be stored in your Microsoft Outlook inbox.

What does this mean to me?

In the past, when you received a voicemail, your phone’s indicator light would light up red,
indicating that new message.

With unified communications, you will also receive an email with a .wav file attachment of that
message. It will arrive as an unread message

Mail « J - Inbox

Favorite Folders ¥ I9,)2/ D g/From Bacttneg =

T T~ Message from Singleton, Thomas
] Al Mail tems - =T Thomas Thu 3/25/2010 1:26 PM g g f

3 €5 Maiibox - Rossi, Alisor ~
3 5 Deleted tems
(A onatts

ool Singleton, Thomas

B Aleghert ) Date: Last Week
(23 Asnuntuck 3 @ Mellor, George Sat 3/20/20109:22 AM

St | Slaaoi, Sent: Thu 3/25/2010 1:26 PM

(3 Bridge Academ| 3 @ Golden, Jennifer Mon 3/15/2010 2:23 PM
(3 Erockline

2 G commu) 2 Ta Rossi, Alison

(3 Capricom

5 Date: Tuesday

(3 Children's Cent|
[ Cisco Silver Aud
éh ] Message | |_£| YVoiceMessage.wav [124 KB]
3 CTrranst Message from Singleton, Thomas

(3 Darien Uibrary X
(3 Duteness Singleton, Thomas

(3 Ecsu Thu 3/25/2010 1:26 PM
(3 Gatewsy Comm Rossi, Aisan

(3 Glastonbury Pu T X
[ Great Path Acac (< Message | [7] VoiceMessagewar (124 KE)
(3 Guiltord, Town
(3 Hopkins

(3 Housatonic Cor

[ Interal Dacs
[ Ufecare

[ Manchester Cor
2 Mitesex cC B
(3 Hational dmuse

3 Haugatuck Thomas Singleton

(3 MetSuite

3 Hew London

3 Wewtown Scho:
CBE technologies

[ Horwich Public

23 Honwich Public «

L] wan
o] Tasis
T3] catendar

adblcaE - -




CBE technologies

You TAKE CARE OF YOUR BUSINESS...
WE’LL TAKE CARE OF THE TECHNOLOGY

Will I lose my old voicemail?

No, once this new system goes live, your current saved voicemail will show up in your email as
unread messages.
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Listening to a message on the computer

When a voicemail message shows up in your inbox, the .wav file will be attached to the email

message. Your computer must be equipped with either internal or external speakers to listen to the
message.

To open the message, double click on the .wav attachment. Your default media player will begin to

play the message.
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Ifyou are unable to hear the message, begin troubleshooting by making sure that your computers

volume is not on mute. If you are using external speakers, make sure that they are on and functioning.
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Deleting a voicemail message from your inbox X

To delete a message from your inbox, simply highlight the email and click the delete key on the
keyboard. In addition, you can click the delete button on the Outlook task bar or press Ctrl + D.
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*Note - if an item is deleted from the inbox, it is also deleted from the phone. In addition, if a
voicemail is deleted from the phone, it will no longer show up in email. *
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. .
Forwarding messages to someone else , Forward

Since the .wav files are simply attachments to the email itself, you can forward the voicemail to
another user’s email address by clicking the Forward button the toolbar when the email is
highlighted.
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Saving your messages to your computer
To save the .wav file to your computer, begin by double clicking on the .wav attachment.
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When the dialogue box appears, choose the save option.

Opening Mail Attachment

\“:) You should only open attachments from a trustworthy source.

Attachment: VoiceMessage.wav from Inbox - Microsoft
Cutlook non-commercial use

Would you like to g save it to your computer?

Cancel

Always ask be 5 type of file

Choose the desired location to save your file.
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*Optional: users can rename the file for easier access*




