e
!'-‘5--__'-5—;‘-_'5:—:_ ‘

User Guide



NOTICE

The information contained in this document is believed to be accurate in
all respects but is not warranted by Mitel Corporation (MITEL). The
information is subject to change without notice and should not be
construed in any way as a commitment by MITEL or any of its affiliates or
subsidiaries. MITEL and its affiliates and subsidiaries assume no
responsibility for any error or omissions in this document. Revisions of
this document or new editions of it may be issued to incorporate any
such changes.

Nothing in this document may be reproduced in any manner, either
wholly or in part for any use whatsoever, without written permission from
Mitel Corporation.

OnePoint, MITEL, MiTAI, Host Command Interface, HCI, SUPERSET,
SX-200 and SX-2000 are trademarks of Mitel Corporation. Windows 95
and Windows NT are trademarks of Microsoft Corporation. INTEL, 486,
80486 and Pentium are trademarks of Intel Corporation. All other product
names specified in this document are trademarks of their corresponding
owners.

OnePoint Messenger User Guide
PN 9164-120-110-NA, Issue 2

OnePoint Messenger Release 2.0

December 7, 2000

0,0, Trademark of MITEL Corporation.
O Copyright 2000, MITEL Corporation.
All rights reserved.

Printed in Canada.



Mitel OnePoint Messenger'" User Guide

Table of Contents

ADOUL THIS GUIE ... 15
HOW 10 USE ThiS GUITE ...oeiiiiieiiiiiiiiiie et 15
Conventions Used in This GUIdE ........coccviiiiiiiiiiciiiie e 16

Typeface in COMMANAS .......ooi i e e e e e e e e e 16
Other DOCUMENTALION ........iiiiiiiieiit e 16
Getting ONlINE HelP ..o 17
Contacting Mitel Technical Publications ..o 17
Where to GO from HEre ... 18

1. What OnePoint Messenger Can DO for YOU......cccocvvevciieeiinenne, 19

What Is OnePoint Messenger and Unified Messaging? ........cccceeeeen.e. 19
What's New in OnePoint MeSSeNger 2.0.....ccooovicceiiiiieeieieeee e scieieee e e e 20
OnePoint Messenger HighlightS.........ooooiii e 21
Using OnePoint Messenger Creatively ... 22

OnePoint Messenger Messaging Interfaces ......cccccvvvevveeeeeeiiveiiveieennennn, 23
What You Can Do with OnePoint Messenger on aPC..........ccccccvvvvieveeneeennn, 24
Playing and Viewing E-mail, Fax, and V0iCE MESSAJES.........c.ccvevrererereereeeeneseeeseesee s 25
Managing YoUr M@l .......ccecueieieieee e et e s enesre e s 26
Recording Greetings and SPoKen NamME.........ccccvvvverenene s e 27
What You Can Do with OnePoint Messenger on a Telephone...................... 27
POSt OffiCE RESHTTENCY ...t 28

Using Voice Profile for Internet Mail (VPIM) ... 28
Communicating with Users of Other Voice Mail Systems ............ccccoevinies 29
Communicating with Remote OnePoint Messenger USerS......cccccccceeivinnnnnes 30
DIStIDULTION LISES ..ottt e er e e 30

How OnePoint Messenger WOTKS ....ccooivieiiiiiiiiiiiin e e e e 31

OnePoint Messenger User Guide, Issue 2, 12/7/00 iii



2.

Using OnePoint Messenger on Windows with Outlook ............cccccvvvveveeeeenn. 32

Using OnePoint Messenger with a Web Browser .......ccccccveevviiiicciiiivieeenneeenn, 32
Using the Telephone User Interface (TUI)......ccccccviiieeiieie e 33
Setting OnePoint Messenger User OptioNS......cccccocuueiemimmiiimiiiniiieiennes 34
Terms and COMPONENTS ....coooiii i 35
SOftWare COMPONENTS ....uuiiiiiiiiiiee e r e e e e e e e e e e e e e e s e s snnnnrereeeees 36
OULIOOK INTEITACE ..oiiiiiieiece e 37
Address Books and DistribULION LiStS.......c.covrrirrrriirreerenenesereie s 37
Personal Message FOIAErS.......cuiiiiei sttt s s e e s nnens 38
Messages, Compound Messages, and Sibling MESSAgES........ccccvvererereereeeereseere e 38
FIlE FOIMALS ..t e e e e e et eeeeeaaeaeas 39
Where to GO frOmM HEIe ......oooiiiiiieece s 40
I nstalling OnePoint Messenger Client Components..................
OnePoint Messenger Installation Requirements ..........ccccvvvvvvvveveeennen. 43
What Comes with OnePoint MESSENQEr .........uuiiiiiiiiiiiiiiieeee e 44
What YOU Need 0N YOUT PC ..ot e e 44
Preparing Your PC for OnePoint MEeSSENQEr........uuvvvieveeveveeerieeeeeereeeeen, 45
Installing Desktop MUItIiMedia ..........ueeeeiiiiiiiiiiee e 45
INSTAIIING OULIOOK ...ttt e e e 45
Setting NEtWOIK ACCESS ... 46
Setting the SECUNTY LEVEL ..ot e 47
Creating an Exchange Transport Profile ... 48
Modifying your Exchange Transport Profile ..., 51
Installing the OnePoint Messenger Client ...........ccccoeeeiii, 52
Testing the OnePoint Messenger CHeNnt ... 55
VEISTON REAUEGK ...ttt e e e e e e et e e e e e e e e e e e e annnes 56
Removing OnePoint Messenger from Your PC.......ccccoeeeviiiiiiiiiiiicennennn, 57
Setting Up Web Access to EXxchange.........ccccceiiiiiiiiiiiiiiiiiiiiiiiieeeeeee, 57
Testing Your PC Sound Setup and Volume Levels .................... 58
Where to GO from HEre ........ooiiiiiiiiiii e 58




3. Using OnePoint Messenger with OutlooK ..........ccccevveeeiieeennen,

Starting Outlook and Connecting to Your MailbOoX ........cccevveveviveninnnnn.. 62
Logging into Your Exchange Mailbox from a Different PC..........cccccccceeeenn. 62
Getting ONlINE HeIP ..uiiii e eeeeeees 62
Overview of OnePoint Messenger Elements in Outlook ...................... 63
OnePoint Messenger Commands on Main SCreen MeNUS..........cccuvveereeveerveeeieeesesiesiennens 65
OnePoint Messenger Buttons Added to the Outlook Toolbar ..........cccoveieeeicieininccnne 65
Inbox Message Summary (INDOX LiSt) ...ccoieriririniierieeeieee e 66
Unified Message 1consin the INDOX LiSt.......ccoiiieieecee e 66
FOLOEIS ..o 67
Working with Unified Messages in the INbox LiSt.......ccccvvvvviveviveninnnnnn.. 67
Modifying Long Outlook Toolbars........ccccoovciiiieiiiiieee e, 67
Selecting UNified MESSAQES .....uuuiiiiiieeeeiiii it e e e e s s r e e e ae e e s e annnenns 68
Opening UNified MESSAQES ...uuuuuiieiieeeeeiiiiiiiirieiierer e e e e e e s e e st aeeeeaeaee e s e e snnnnnes 68
UsiNg M essage Preview OPLiONS........ccvveiererierieierieseeeeesesee e s sseseeeseesseesseensssesseses 69
USING the PreVIEW Pane..........cccvviie ittt se e st s se e ene s 69
ClOSING MESSAQGES ..iiiiiieeii e ittt eee et e e e e e e s s s e st e e e e e e e e e e s ss s snsteatenreeeaeeeseeaannnns 70
Managing Messages from the INbOX ..., 71
Marking Messages as Read Or UNrEad ..........cceccveeeereneriesesesesiestee s ese e e snesne s 72
Marking aMessage aS UNMEAA ..ottt s e 73
WS T 0o S T o] 0] o 1= S 74
Playing VOiIiCe MESSAQES ......coeeeei it 74
QUICKPIAY ... e e e e e e e e 75
Choosing between Telephone and Desktop Audio ...........eeeeveiiiiiiiiniiiiiiinns 76
Choosing a Remote ACCESS METhOU .........couiirieiie e 77
Choosing between Call-Me and Meet-Me..........ccccceiiiiiiiiiiiiiiiiiieee e 78
Using Call-Me and Meet-Me........cccouiiiiiiiiiiiiie e 79
Playing Audio Using Call-Me/MEEE-ME ..ottt e 82
Using the Unified Fax Printer with Call-Me/Meet-Me .......cccccevveeevnvrie i 82
Ending a Call-Me/MEEt-ME SESSION........ccceruerierierierieeerireeestesie e srese e see e e e seseenessessesns 83
QuickPick and the Unified Read Message FOrm .......ccccceeeevveevvveenennnnnnn. 83

OnePoint Messenger User Guide, Issue 2, 12/7/00



Message FOrm COMPONENTS ......cooiiiiii e e e e e e e e e e e e e e e e e ee s 86
QuickPick and Read Message FOrm Toolbar..........cccvvevevecerecece e 88
Unified Message Player CONLIOIS..... ..ottt 88
Using QuickPick and the Read Message FOIrm ........cccccceeiiiiiiiiiiiiiiiiicieeeeeeenn, 89
Using QuickPick and Auto-play with Unified Messages ..........ccccuvveeeeeenenenn. 91
Creating Unified MESSAQES ....c.ooeeveiiieiiiiiis e 91
Recording a VoiCe MESSAQJE .....ccoiiuuiiiiiiiiiiee ettt e e 92
Unified Message Attachment Iconsand Labels.........cocooeieiineiiinniiine e 94
Considering your Recipient’s Messaging LImitations ...........cccccooviiiiiiiinneen. 95
Sending V 0iCe AttaChMENS ........cooiie e e 95
REPIVING 1O CAlIEIS. ...t bt e e 96
Using Text in UNified MESSAES ......ccccvueeeiriiririe st eseesteeeese e e e ste s seeaeseenesneenens 97
Addressing and Sending Unified Messages .........cccccceeeeeeiiie. 98
SENAING YOUN MESSAQE ...uuuuuiieiiiiieiieeeie e eiitt e e e e e e aeesses st n e e e e aeeeeseesnnnnrreenees 99
Saving and Deleting Unified MESSAges .......ccccvvvvvvvvrviniiinriereieneeenreeeeene. 99
DEIEtING MESSATES .. .euuteiiiiiieaeeee ittt bttt et e e e e et e et e e e e e e e s e snbaa e e e e e eaaaaaas 100
Printing MESSAQES ....uuvuiiiiiiiiiiiiiiiiiieee ettt a e e e e e e e e e 100
Where to GO frOmM HEIe ......oooiiiiiee e 101
4. Web Accessto Exchange........ccocvviiin e, 103
What You Can Do with the Web Client..........ccccociiiiiiiiiiiiieen 103
Choosing between the Web Client and Outlook to Access Messages....... 104
Connecting to Your Mailbox through the Web ..........ccccoooiiiinnnnn, 105
ErrorS ON LOGOMN e e e e et et e e e e e e ban e s 106
Downloading PlUG-iNS ...t a e 106
NELSCAPE PIUG-IN .ttt st bbb et s b e e 107
Introduction to the Web Interface.........cooociiiiiiiinii e 108
Using Web Client Onling Help ... 108
Web Client Main SCrEEM ....ccoiiiiiii it 109
SOrtiNg the MESSA0E LISt ..ottt et b e n e 109

Interpreting the MeSSage SEQUENCE ......ccveeeiei i e ese e er e e e e e 85

vi



INDOX TOOIDAr BULLONS.......eceiieiiiiiiie ettt et e st e e s s e e e s s st e e e sabeessssnessreneas 109

INDOX MESSAQE LiST...uuiiiiiiiiiiie i eeee e e 110
Other FOIURIS . ..oiiiiiiiiti et 111
OULTOOK BT .....eevreiesertetie sttt n e 111
Playing Voice Messages In the Web Client................oooooiiiii i, 112
Managing Messages In the Web Client .............oooo oo, 115
Sorting Messages in the Web Client INDOX.......cccccoiiiiiiiiiiiiis 115
Marking as Read or Unread............ccuuuiiiiiiiiiiai e 116
Deleting INCOMING MESSAQES ....cciiiiiitiiiiee ittt 116
Creating Messages In the Web Client .......cccccccccvvvviii 116
Recording VOIiCE MESSAJES. .....coii ittt ettt e e eeee e 118
Attaching Other FIleSTO Y OUr MESSAgE.......ccueiuiruirieierieee ettt e 119
Recording Multiple VOICe MESSAJES.......ccciiriiirieieie ettt e e en s 120
SAVING DIaft MESSAgES ...cuveveereeeeeeiriesesesestestes e steseese e e se s e e sseseesaesresteseesseneeseeneensesennsans 121
Addressing and Sending MeSSagES ..........uururrrimrmiriiiiiniiirirerrierrrerreaeae. 121
Finding an Address in the DIr€CLOIY ....uivviveeiei it 122
Where to GO from HEre .......cooiiiiiiiiiieec e 123
5. Using OnePoint Messenger Fax Features..........ccccveeeeiveennnen. 125
OnePoint Messenger FaX OPtiONS .......oeiiviiiiiiiiiiiiiieieeeeeeeee e 125
Unified Fax Printer OVEIVIEW .........cocviiiiiioiiee e 127
Overview of Fax Options Using a Telephone.........ccooveciiiiiiiiieieie e 127
Creating FaXeS ..ot e e 128
Creating Faxes with Unified Fax Printer ........cccccccceeiiiiiiiiiiieeiecee e 128
Using QuickFax to Send aFax to aFax Maching .........cccovevvvivvivvevesnseeseseeeee e 129
Sending Faxes through OutlooK.........cooeiiiiiiiiiiice e, 131
Creating Faxes OffliNe ... e 132
Creating Faxes with the Fax on Demand ServiCe ........ccccvvveveveieeeeeiiesiiinnns 133
Viewing and Annotating FaX MeSSAQeS ........uvvvvrrvrreriirrrerirererererereenenes 133
OrganiZing FAXES ..ueieeieeiii ittt e e e s e e se st ee e e e ee e s e s s s e banereeeaaeeeesansannnnes 134
VIEWING the FaX it e e e e e e e aee e 135

OnePoint Messenger User Guide, Issue 2, 12/7/00

Vii



Using the Imaging for Windows TOOIDAT ..........ccccoveiiieiisee et e e 137
ROTALING @ FAX ettt e e e e e e 137
USING TAUMDNEIT VIBWS ......eiueiiie sttt e ene e s sre e seea 137
Zooming IN and OUt Of @ FaX ....uueeiiiiiiiiiiiiiie e 138
ANNOTALING FAXES ...ttt e e e e e e e e e e eeeeas 139
Using Imaging for Windows Annotation TOOIS.........c.ccvieereieneneie e 139
COoMDINING DOCUMENTS......ccueitiiuirtestereesieie et s e sie et st see e e se e e se e enessesbesresbesaeseens 141
Forwarding or ANSWEITNG @ FaX......ccceiireriereerieeeieseeesesessesee e seeste e seeseeseeseeneeneesessesns 141
SAVING FBXES ...c.veeiecieeee ettt ettt se sttt e s e sr e stesneenteeneeteeaeentesneeneeeneeteeeenrennaeas 142
Printing FAXES ..ot e e e a e e e e aaaneans 142
Using A Telephone to Access Fax Features ........cccccccvevvvieenee. 143
Setting Your Fax Delivery NUMDBEr ... e 143
Sending Faxes to a OnePoint Messenger User by Phone ...............cccoees 145
Method 1: Send a hardcopy fax viathe Message Center. .......ccoovvevvrvreeneeeereseceseneens 145
Method 2: Send a hardcopy fax after you leave avoice MeSSage. .......cccvvvvveveeeereerennenn 146
Method 3: Send a fax message from your own mailboX..........ccccveevevieieeniccerscecceceen 146
Method 4: Use the OnePoint Messenger Direct Inward Dial (DID) feature................... 147
Method 5: Send awalkaway fax viathe Message Center..........cooeverereneeeneniecesienie e 147
Routing Fax and E-mail Messages to a Fax Machine..........cccoooiiviiiieennenn. 147
Routing Method 1: Route the message to your default fax phone number..................... 149
Routing Method 2: Route the message to the online fax machine............ccocovevvvverennnns 149
Routing Method 3: Route the message to another fax machine..........cccceceevvivccvcennee, 150
(0 LY T o = o ] D= 0 = s o 150
Where to GO froOmM HEIe ......oooiiiiie e 151
6. SEttiNg PreferenCes........ov e 153
PreferenCes OVEIVIEW........cooiiiiiiiiiiiie et 153
Telephone Settings Available on Your PC.......ooiii s 154
GreetiNgS OVEIVIEW ...ccoiiiiiiiiiii ettt e e e e e e e s et e e e e eeaaaaeeeanaanneees 154
How the TUI Selectswhich Greeting to Play ... 155
Setting Preferences on the Unified Messaging Tab ...........cccccvvvvnnnn. 156

Using Imaging for WindOWS .........oocciiiiiiiiiieece e 135

viii



Recording and Setting Your Name and Greeting............ccceeeeeeieiinnnns 157

Changing your Telephone PassSCOde...........euiiiiiiiiiiiiiiiiiiiieeeee e 159
Using the Out of Office Assistant to Alert Contacts ...........ccccoeeuvveee. 160
Creating a Telephone Message Alert ... 161
Where to GO froOmM HEIe ... 163

7. Using OnePoint Messenger from a Telephone......................... 165
Overview of Telephone User Interface Functions............ccccccooooeee. 166

Automated Attendant and Message Center.........ccuuveeeeieieiieeenee e 166

Dial DY NAM ...t e e a s 168

Example of Using Dial by NamMe........ccooiiiiiiee e 169

Routing Callsin a Multi-Site OrganiZation............c.coeiererieernenesere e 170

(= D aTe = Ua Lo [ == To |1 o o [P 171
Learningto Usethe TUl........ccc e, 171

OnePoint Messenger TUI DIiagram .......cccuuviiiiiiiieaieeeies i eee e e e einees 173

LISt Of TUIIMENUS ...ttt 176

Menu A: INCOMING Call ......couiiiiiie e b e 176

IMENU B MBIN ...ttt n e enes 177

MENU C: Play MESSA0E ....c.veeereeeeeirie et stestestesee s e seessaseesesseeseesesnessessessessesesseneessessensnnseneas 177

MENU E: MAKE MESSAQE .....cveieuiereeeeietestestestesteseestesaeseeseessesesessessessessessessensessessensnseenens 178

Menu F: Recipient ManagemMent..........cocceiiriiiieniee et 179

Menu G: Message Addressing OPLiONS ........cceiererieierieieeenesere st esaeenens 179

MENU H: USEr OPLIONS......ccuiitiitiie ettt b b e b b e b e nesneene s 179

Menu |: AAVanCed OPLiONS.......cc.eieeerieeriereseseseesteeeseseeseeresesaesreseesreee e neesseseeesseeseas 179

Menu J: Fax StOrage OPtiONS.......ccccveoeeerereeeseseesteeeseseeseesesessessessessessessessessessesesseenens 180

Menu K: Change Your Default Fax NUMDES...........cceireeeicinere e 180

MeENU L: RECOI NBIMIE ...ttt sttt bt bbb se e e e ene s 180

Menu M: ChanQe GIeBtNG .........cceueeeveieieieeeeeeeee ettt ettt ettt anas 180

Menu ME: Enable Greeting.....ccccviiiiecie et 180

Menu MR: RECOrd Greating ......cocvvevveeieie e se ettt 181

Menu N: INDOX OPLIONS......cceiieieiesiiriesieieesteree e sre st ee e ste st seeaesaesesseesessesnesrenes 181

Menu O: Text Playback OPtioNS .......cccveeeeeiiie et seee e 181

OnePoint Messenger User Guide, Issue 2, 12/7/00



YL T el e = @] o1 o S 181

Menu Q: Outside Caller MESSAgING .......cciuererieeerereeiriee et sne e e 182
Handling Incoming Messages from a Telephone........................oo. 183
Message Waiting INAiCatOr..........uuuiiiiiiiiee e 183
Accessing Your Messages from within Your MailboX...........cccccceinis 184
MESSAOE PLaY OFUEY ...ttt bbbttt b e e 185
Menu C: Message Playback ... e 186
Menu D: Fax Transmittal OPLioNS .........cccoererereienierieee s e s 188
Making Messages from a Telephone........ccccccv, 189
VPIM MESSAGINGT -.ttteeiiieieeee ettt et e e e e e e ettt et e e e e e e e s e s nbebeeaeaaaaaeeaeeaannnes 190
Menu Q: Outside Caller MeSSaQiNG ...cuuuiia it 190
Making Messages from Your MailbOX .......cooociiiiiiiiiiiiiieiieeee e 191
MeENU E: MAKE MESSAQE. .....cooiiuieierierie ettt ettt se e e e b b e 193
Message Addressing OptioNS (MENU G) .....cceveeeereeereseriesesieseesie e seeseessesesseeessesse e 193
Recipient Management (MENU F) ......oovvveieeececsre et ene e 194
Responding t0 aMeESSAgE t0 Y OU....ccuvcverieieirierierieseeeeisseeeseese e sre e sreseeneesee e eneesesseens 194
Sending Messages to Distribution LisStS.........cooiiiiie e e 195
Setting Telephone User Interface OptionS .......cccoeeeiiiiniiiiiiiiiiiiinnnes 196
Changing your Telephone Passcode from the TUI.........cccccoeiiiiiiiiiiiiiiiiinnn. 197
Changing your Name or Greeting from the TUI ... 198
Setting Advanced TUI Options (Menu I: Advanced Options)...........ccccuuveee 199
SEttiNg FaX OPLIONS......ccueiteieiiesieieeieee ettt ettt be e se bt seeneesenesneeneas 199
SEtting Pager OPLIONS. ... .cc.ciuiriirieieieie ettt s be b e et eae e e saessesbesae e 199
MeSSage DElIVENY PagiNG......ccccriiiriiieie ittt st se e e nne e 200
Setting Inbox Options (Menu N: INboX OPtioNS) .....vvvveeeeeieeieeereiiiie e 201
Text Playback Options (Menu O: Text Playback Options) ......cccccccceevvinnnnns 202
Where to GO from HEre ......c..ooiiiiiiiiiic e 203
A. Tuning Your Multimedia SEtup ......cccooeeiveeeniieecee e 205
Testing Your PC Sound Setup and Volume Levels .........cc.ccccooe. 205
Setting Playback and Recording Volumes ........ccccceeeivieiieivveviiieenee e, 206

Troubleshooting PlaybackK ... 207




Troubleshooting RECOIAING ......uueiiiiiiiiiiiiieeee e 207

B. Standard Windows Controls.........cccoeevenenieenienenie e, 209
WINAOWS CONTIOIS ...t 209
LYo o | 11 4o SRS 209
Title Bar, Menu Bar, and TOOIDAr .......ovviiieee e 210
Using ToOoIbar BUONS ....ovviiiiiiiicc et r e e 210
SEATUS BaI ..o 210
CONIIOI MENU ..ttt 210
Restore, Maximize, and Minimize BOXES..........cocv e 211
D ES o] K= 1A T o Y = LU P 211
Choosing Commands from MENUS ........ccceveierenierereeeseeseseeieeeeere s sresre e sreseesnens 212
Moving Around iN Dialog BOXES.........coireriirieiierieireeieeie ettt e 212
Using Windows WinHelp for Online Help ... 212

FNAEX e e 215

OnePoint Messenger User Guide, Issue 2, 12/7/00

xi



Figure 1-1
Figure 2-1
Figure 2-2
Figure 2-3
Figure 2-4
Figure 2-5
Figure 2-6
Figure 2-7
Figure 2-8
Figure 2-9
Figure 3-1
Figure 3-2
Figure 3-3
Figure 3-4
Figure 3-5
Figure 3-6
Figure 3-7
Figure 3-8
Figure 3-9
Figure 3-10
Figure 3-11
Figure 3-12
Figure 4-1
Figure 4-2
Figure 4-3
Figure 4-4
Figure 4-5
Figure 4-6
Figure 4-7
Table 4-1
Figure 4-8
Figure 4-9

Figures

OnePoint Messenger Unified Messaging Network. .........c.ccceeevveiennnns 31
DCOM DiI@lOg ...oiveeviieieieiesiisieseeeeeee sttt sne s 47
First Screen of Exchange Setup Wizard .........ccoceeeeveiecnneeceee e 49
Second Screen of Exchange Setup Wizard ..........ccoceeevioeveeneneeceneeen 49
Third Screen of Exchange Setup Wizard ..........cccecevveeeveveecesecee s, 50
Setup Wizard, Personal Address Book Path ...........ccccceveevieiieccieevienen, 50
= AV Lo =Sy BT oo U 51
Add Serice to Profile Dialog ......cccovveieeveie e 52
Microsoft Exchange Server, General Tab ......cccccvvivvcecc i 52
VErsioN REAAEN .......ooiiieiie et 56
Outlook Main Screen, FOIder VIEW ........cccooveverinieiieee e 64
In-cell Editing in Outlook 1NDOX LiSt .......cccoevieiciriecceeee e 72
Unified Messaging Tah .....cccceeieeiie et 79
Call-Me/Meet-Me Connection Dialog .......cccevveevevieiiesie e 81
Call-Me Connection Status MESSAQE .......cceereeerierreesieeeiee e eseereesseeneens 81
Call-Me Connection Confirmation MESSage .........ccevieveveevireenesveeseennnen. 81
Meet-Me SEAUS WINCOW ......coveeriiiiirieieieisieseseie e 82
QUICKPICK WINAOW .....coiieciie et te et 84
Unified Read Message FOMM ........ooceciieeiie e sre e 85
The Unified Message Player ..o ivvieve e 89
OnePoint Messenger RECOIAES ........ccovvveviereenie e e et 93
New Unified MeSsage FOMM .......ccecviecierie et sreeee e 94
Browser Logon Screen and Password Screen .......cocveeeceveececcieceenen, 105
Netscape Plug-in Download Start Dialog ......ccccevveeveriieniieecieesee e, 107
Netscape Plugin Download Security Alert ......ccoooevev v, 107
WeD Client Main SCreaN. .....ccevirierieieieiesesee e 108
Message List Sort OptionS ......ccccceevcieeieenee e 109
Web Client Read Message Form, Voice MeSSage ......ccccvveveveercieennnns 113
Two Voice Messages on ONe FOrM ......oveeveieceeve e 114
Read (Incoming) Message Form Toolbar BUttons............ccccceveevuvenen. 115
Message Summary Delete Check BOX ......cccccevvvvver e, 116
Web Client New Unified Message FOrmM ........cccvvveevevesee s 118

Xii



Figure 4-10
Figure 4-11
Figure 5-1
Figure 5-2
Figure 5-3
Figure 5-4
Figure 5-5
Figure 5-6
Figure 5-7
Figure 6-1
Figure 6-2
Figure 6-3
Figure 6-4
Figure 7-1
Figure 7-2
Figure A-1
Figure B-1
Figure B-2

V0ICE RECOMTES. ...viiiiiieieieee sttt 118
Mail Form, AttaChmentS Tah ..o 120
Unified Fax Printer Dialog .....cccccoeevieereeiieesee e sesee e eve e e 129
Personal Fax Cover Page GENErator .........cccccceeeeiesieeieesiesieesieseereeiens 130
Unified Read Message Form with Fax Attachment ..........cccccoveeene. 134
Inbox, Message Type Indicator Sort BUtton ............cccceeveevieeveeciinninens 135
Fax Displayed in Imaging for Windows .........cccceveeeieevecnveeneenn, 136
Imaging for Windows Toolbar for Page Manipulation ............c........... 137
Page and Thumbnail VIew .......ccccooe e 138
Unified Messaging Tah ......cooeevieeeee e 156
RECOITEN ...t 157
Out Of OFfiCe ASSISEANT ....eovieieee e 160
Outlook Inbox Assistant Telephone Message Alert .......ccooeevevvvveneenee. 162
Menu [tem Format DESCIiptioN ........ccccvveeceieceeie s e 173
OnePoint Messenger Telephone User Interface .......ccccceeeveceeceevieenen. 174
Control Panel, Multimedia Properties ............cccooevvvveveesese e, 207
OULIOOK HEIP MENU ... 213
[ [ T oI 0T [ G 214

Xiii



Xiv



About This Guide

This guide describes how to install and use the client components of
OnePoint Messenger™, a multimedia messaging application from
Baypoint Innovations that consolidates voice mail, fax, e-mail, and
compound messages in one Microsoft Exchange™ mailbox. You can
access this mailbox from atelephone or a PC running Windows 95™,
Windows 98™, or Windows NT™. On aPC, you can use a compati-
ble version of Microsoft Outlook™ or a compatible Web browser
(see Chapter 2, page 43).

Section Page
How to Use This Guide 15
ConventionsUsed in This Guide 16
Other Documentation 16
Whereto Go from Here 18

How to Use This Guide

This manual iswritten for the end user. It also containsinstructions
that will be useful to the installer of the client components of
OnePoint Messenger.

If you are an end user, see Chapter 1 (page 19) for an overview of the
featuresthat are explained in each chapter. Seealso the“Whereto Go
from Here” heading that appears below (and at the end of every chap-
ter) for chapter summaries. In Acrobat, blue text, such asin the chap-
ter contentslist above, indicates hyperlinks that you can click to jump
to the referenced spot.

NOTE: OnePoint Messenger has many optional features, such as
text-to-speech, paging notification of unified messages, and Web
access to your mailbox. Ask your system administrator what features
are enabled for you.
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If you are the installer, you can use the instructions in Chapter 2
(page 43) to install OnePoint Messenger on each user’s PC. Also, see
the OnePoint Messenger Installation Guide.

If you are the administrator, you can use this guide as aresource to
answer users' questions about OnePoint Messenger. It isnot intended
as asubstitute for Microsoft Outlook and Web browser documenta-
tion or for the OnePoint Messenger Administrator Guide.

Conventions Used in This Guide

Theword “press’ is used with keyboard commands, and the key
names are shown in brackets, with initial capitals, such as “Press
[Enter].”

Menu names, menu commands, and button names are shown in bold.
For example, “From the File menu, choose Save.”

Theword “select” is used to identify options in adialog box. Gener-
aly, you would click something in the dialog, such asaniteminalist
or aradio button, but you usually can select the item by navigating to
it with keys—usually the Tab key.

Italic type indicates titles of publications and variables.

Typeface in Commands

For statements in command syntax format, smal | nonospace
type |ike this indicatesthe charactersyou should type, anditalic
type designates the variables that you are to replace with other infor-
mation. For example, in the following command, you type the word
“install” but replace “drive” and " directory” with the names of the
drive and directory you' re using:

\\(drive)\(directory)\i nst al |

Other Documentation

The OnePoint Messenger documentation set includes:

e ThisOnePoint Messenger User Guide

*  OnePoint Messenger Quick Reference Card for the telephone
*  Online help and training cards; see the next section.

« Documentation for installers and administrators

16

About This Guide



Getting Online Help
OnePoint Messenger has online help for each of its three mail clients:

e The"“desktop” OnePoint Messenger (Outlook and Unified Fax
Printer) help is described in “ Getting Online Help” on page 62 in
Chapter 3. Seealso “Using Windows WinHelp for Online Help”
on page 212 in Appendix B.

* TheWeb Client interface, described in Chapter 4 (page 103), pro-
vides links to two sets of HTML-based online help, one for
Microsoft’s Outlook Web Access, and one for the OnePoint Mes-
senger Web Client additions that provide unified messaging.

e The OnePoint Messenger Telephone User Interface (TUI) pro-
vides some help; press[00] in each TUI menu. Details on using
the TUI are contained in Chapter 7 (page 165).

To open a set of “training cards’, online help for the most com-
mon tasks using OnePoint M essenger on Outlook:

Click the Windows Start button, then choose Programs, then
OnePoint Messenger, then Help.

Note that the last item in the training card list isalink to the full
online help for OnePoint Messenger on Outlook.

Contacting Mitel Technical Publications

The Mitel Technical Publications and Media Development Group
maintains this document. We welcome your questions and sugges-
tions—notes on spelling and grammatical errors, comments on read-
ability, and suggestions for improvements. Please reference the
document number that appears on the back of the cover page. Send
your comments to:

techpubs@mitel.com
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Where to Go from Here

NOTE: This heading appears at the end of each chapter to giveyou a
preview of the remaining chapters.

For agenera overview and definitions of terms used in the
OnePoint Messenger product suite, see Chapter 1, “What
OnePoint Messenger Can Do for You” on page 19.

To install OnePoint Messenger on your PC, see Chapter 2,
“Installing OnePoint Messenger Client Components’ on page 43.

To use OnePoint Messenger to send and receive voice messages
and other mail through Outlook, see Chapter 3, “Using OnePoint
Messenger with Outlook” on page 61.

To use OnePoint Messenger on the World Wide Web with
Internet Explorer™ and Netscape™ to receive and send voice
messages, see Chapter 4, “Web Access to Exchange” on

page 103.

To use OnePoint Messenger to view, annotate, create, and send
faxes viatelephone or e-mail, see Chapter 5, “Using OnePoint
Messenger Fax Features’ on page 125.

To use your PC to configure or modify the telephone user
interface, such as recording your name and greeting announced
on the telephone, see Chapter 6, “ Setting Preferences’ on

page 153.

To learn how to use the Telephone User Interface (TUI), see
Chapter 7, “Using OnePoint M essenger from a Telephone” on
page 165.

To learn how to test your multimedia controls, see Appendix A,
“Tuning Your Multimedia Setup” on page 205.

To learn about standard Windows controls, which are used with
Outlook, see Appendix B, “ Standard Windows Controls” on
page 209.

To find a desired topic, see the Table of Contents or the index of
this book.
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1. What OnePoint Messenger Can
Do for You

This chapter introduces you to OnePoint Messenger and explains the
program’s terms and concepts. It contains the following sections:

Section Page
What |s OnePoint M essenger and Unified Messaging? | 19
What’s New in OnePoint M essenger 2.0 20
OnePoint Messenger Messaging Interfaces 23
Using Voice Profilefor Internet Mail (VPIM) 28
How OnePoint Messenger Works 31
Setting OnePoint M essenger User Options 34
Terms and Components 35
Whereto Go from Here 40

What Is OnePoint Messenger and Unified Messaging?

OnePoint Messenger is asuite of client and server software compo-
nents that brings unified messaging to your telephone and PC. Uni-
fied messaging is the combination of voice mail, fax, and email in a
single Inbox with a single point of user administration, thus the name
“OnePoint Messenger”. However, although you have asingle Inbox,
you have multiple waysto accessit. See " OnePoint Messenger Mes-
saging Interfaces’ on page 23.

In OnePoint Messenger, a unified message is any message that you
create with OnePoint Messenger tools, either with the New Unified
Message form that OnePoint Messenger adds to Outlook or atele-
phone message, including fax, stored by OnePoint Messenger on
Exchange. Evenif you use the New Unified Message form simply to
create atext e-mail message, we consider it a unified message. This
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distinction isimportant for several reasons. It affects what messages
are available to some OnePoint Messenger users over the telephone
or through their pagers. Unified messages have special icons that
provide utility such as more sorting options and message component
access through QuickPick and QuickPlay, features added to Outlook
by OnePoint M essenger.

What’'s New in OnePoint Messenger 2.0

New featuresin this release include:

Support for the “.wav” sound file format for voice messages,
while continuing to support the “.cvv” format for existing voice
messages. See Chapter 3 (page 61).

Calling Line Information (CLI), which is the name or phone num-
ber of the caller. It appearsin the Subject field of a message
when sent from atelephone. When leaving a telephone message
for a OnePoint Messenger user, you can also change the number
that appears. See Chapter 7 (page 165).

Fax Gateway, which enables you to send afax or text message
directly to afax machine from Outlook.

Latin American Spanish telephone user interface (TUI) prompts
can beinstalled on the Telephony Server, in addition to British
and American English, to allow you to have a choice of TUI lan-
guages separately at the system level and within your mailbox.

M essage delivery fault tolerance—When the Microsoft Exchange
goes offline, OnePoint Messenger continues to take and store
telephone messages. When Exchange comes up, the messages
aredelivered, providing an extradegree of “guaranteed delivery”.
See “Post Office Resiliency” on page 28.

NOTE: Thisfeatureis not yet operational.

Multiple greetings, which you can record and set for various con-
ditions both from the telephone and from Outlook. See
Chapters 6 (page 153) and 7 (page 165).

Outlook 2000 support, in addition to Outlook 98 (Outlook 97 is
not supported)

QuickFax, which enables you to create and send a fax directly to
afax machine from any application along with the option to cre-
ate a personal cover page or use a system fax cover page. See
Chapter 5 (page 125).
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QuickPlay, which adds enhanced voice message playing options
directly from the Outlook Inbox list, including support for Call-
Me/Meet-Me. See Chapter 3 (page 61).

\oice Profile for Internet Mail (VPIM) support, which enables
you to receive voice messages in your Inbox from other voice
mail systems. With a separate site feature license, you can also
send VPIM messages. See “Using Voice Profile for Internet Mail
(VPIM)” on page 28. You can send the same message to a VPIM
address, standard e-mail address, and afax machine.

You can now change you tel ephone passcode from Outlook with-
out having to remember your current passcode. See Chapter 6

(page 153).

OnePoint Messenger Highlights

With OnePoint Messenger, you can:

Access both your e-mail and voice mail from any phone or PC.

From any telephone, you can call your mailbox and listen to your
e-mail converted to speech for you by the Text-to-Speech feature.

From any telephone, you can reply to and forward e-mail, voice
mail, and faxes, including messages sent from another voice mail
system.

Create and send compound multimedia messages on your PC
desktop or telephone. Unified messages may include graphic or
text components and voice, fax, and other types of attachments.

Send and receive messages through the Internet to other Internet-
enabled (“VPIM-compliant™) voice mail systems.

Perform advanced fax creation, viewing, and management. Anno-
tate faxes on your desktop and forward them directly to a fax
machine or to any e-mail account or VPIM-compliant voice mail
system. The Text-to-fax feature means you can convert any doc-
ument to afax, and also download text email to afax machine.

Add phone messages to advanced Outlook file management,
including integration with My Computer, Web “Favorites,” per-
sonal folders, and public folders on Exchange.

Record telephone greetings for various conditions, ranging from a
busy-phone greeting to an extended out-of-office greeting, from
either your PC or telephone.
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Using OnePoint Messenger Creatively

OnePoint Messenger users with cellphones and long commutes
appreciate telephone features such as Text-to-Speech, forwarding
messages to fax machines, sending voice messages to distribution
lists, and getting paged when urgent message arrive.

Desk-bound users appreciate the OnePoint Messenger “ Quick” fea-
tures in Outlook—QuickPick, QuickPlay, and QuickFax—and the
ability to manage telephone messages as e-mail, such as forwarding
or replying to telephone messages as e-mail.

The combination of telephone and e-mail in one interface with a
graphical user interfaces enables synergies, such as sorting all mes-
sages by sender or storing related messages in one subfolder.

Typically, old telephone messages stack up because, to remember
what an old message contains, you must listen to each message in
sequence. OnePoint Messenger essentially turns those messages into
e-mail with voice attachments, so, not only can you point and click to
access any message, you can make comments on the Subject field to
remind you of the subject matter or sender, set importance or
reminder flags, and add text or voice comments on the body of the
message. Also, OnePoint Messenger adds the QuickPlay button to
the Outlook Inbox (see page 74), SO you can scan voice messages by
jumping from one to any other one.

QuickPick (see page 24) is another time-saving feature that is espe-
cially useful for accessing particular componentsin a message that
contains multiple attachments or a sequence of replies.

If you are travelling, you can download all your messages onto your
laptop before you leave. While travelling, you can access your |nbox
by using either Web Client (see page 103 in Chapter 4) or aMeet-Me
connection (see page 82 in Chapter 3). You can use any PC with
Internet access. You can route text messages or faxes from your
Inbox to any fax machine, so you don't need a printer.

OnePoint Messenger’'s fax functionality also provides a number of
incidental benefits. A fax machine becomes a scanner to import doc-
umentsinto your Inbox. Inthe other direction, you can create review
documents from any application by turning the document into a fax
image and sending it either as afax or as e-mail.
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OnePoint Messenger Messaging Interfaces

OnePoint Messenger provides automated telephone answering and
messaging, and it interfaces with the Microsoft Exchange e-mail
server to give you accessto all your messages from your computer or
any telephone. It also provides several ways for you to send faxes.
OnePoint Messenger provides three ways for you to access your
Inbox:

Telephone: You can access your mailbox from any telephoneto
retrieve and send voice and fax messages and text e-mail. You can
reply to or forward incoming messages, route messages to a fax
machine, and create new messages. See Chapter 7 (page 103) for
details on the Telephone User Interface (TUI).

Outlook: OnePoint Messenger adds your telephone messages to your
Outlook e-mail and enables you to more easily create messages with
voice and fax content. See Chapter 3 (page 61) for details on using
OnePoint Messenger with Outlook.

Desktop Fax: You can choose the Unified Fax Printer from any
application that has a print menu. The Unified Fax Printer dialog has
several options for creating faxes, now including QuickFax for send-
ing afax directly to afax machine. See Chapter 5 (page 125) for
details on faxing.

Web: The Web interface to your mailbox provides you accessto both
your e-mail and telephone messages from any computer connected to
the Internet or your LAN. The Web client provides most of the same
functionality as Outlook and simulates the Outlook interface for easy
use. The main differenceisthat the Unified Fax Printer does not
automatically create fax attachmentsin the Web client. See Chapter 4
(page 103) for details on using Web Client.

To access and create unified messages from either a Web browser or
Microsoft Outlook™, see “What You Need on Your PC” on page 44
in Chapter 2). Compatible Web browsers are I nternet Explorer
4.0™+ or Netscape 4.0™+ (see page 44) on any Windows 95 (or
higher) PC connected to the network or the Internet.
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What You Can Do with OnePoint Messenger on a PC

The OnePoint Messenger features that you can access on your PC
depend on what features your organization has set up for you on the
Exchange and Telephony Servers.

At the most basic level, your Inbox may have no unified messaging
privileges. However, OnePoint Messenger users can send anyone a
unified message, and people who do not have OnePoint M essenger
installed can still play the fax and voice content using the standard
image viewer and sound player that are bundled with Windows.

The next level of OnePoint Messenger privileges is access to your
Inbox through the telephone. Those features are described in the next
section.

With the Full Unified Messaging license, you can install OnePoint
Messenger on your PC. When you install OnePoint M essenger on
your PC, you can choose whether to install the Outlook client, the
Unified Fax Printer, or both. If your organization has purchased the
Web site license, you can access your mailbox with a \Web browser
from any PC with accessto your Exchange Server, either viathe LAN
or viathe Internet.

Within Outlook, the Call-Me feature, while standard, has levels of
availability set by your Telephony Server and Exchange administra-
tors. Otherwise, all features described in Chapters 3 through 6 are
available. The basic features that OnePoint Messenger adds to Out-
look include the ahility to receive messages as unified messages both
other OnePoint Messenger users and from telephone callers. You can
play unified messages using a Unified M essage Read form, Quick-
Pick, QuickPlay, Cal-Me, and Meet-Me. These features are detailed
in Chapter 3. In summary, they are:

Call-Me and M eet-M e—These are two ways to use aphone as alis-
tening and recording device while you are using Outlook (see below).

QuickFax—Thisis anew option in the Unified Fax Printer diaog
that enables you to send a document as afax directly to afax
machine. You can use the system fax cover page or create one
through an included cover page creation dialog.

QuickPick—This opens awindow in Outlook to display the compo-
nents of a selected unified message. It represents each of the compo-
nent parts (attachments, text, embedded images) in each message in
the reply sequence, providing direct access to any component.

24

Chapter 1. What OnePoint Messenger Can Do for You



QuickPlay—This enables you to play voice messages from the Inbox
list without opening them (See below.)

Unified Fax Printer—Unified Fax Printer usesthe print menu of any
Windows application to create a multi-page TIFF fax image of the
active document. Unified Fax Printer can spawn aNew Unified Mes-
sage form in Outlook to which it attaches the fax image or send the
fax directly to afax machine (see QuickFax.)

The Unified M essaging tab—Thisis atab in the Options dialog of
Outlook that contains your preference settings for opening messages,
setting your telephone passcode, spoken name, and greetings.

Web Client—If your organization has set up Web accessto e-mail,
you can access your mailbox on your Exchange Server from any PC
that can connect to it from the LAN or Internet. You do not need to
install anything prior to making the connection. For details, see Chap-
ter 4 (page 103).

Playing and Viewing E-mail, Fax, and Voice M essages

When you double-click a header, the message form opens. If thereis
an attachment, it appears as an icon in the message form. Double-
click theicon to start the associated viewer/player. You can listen to
Vvoice messages using either speakers or headphones attached to a
sound card installed in your PC.

Call-Me/Meet-Me

Call-Me and Meet-Me are two related features that OnePoint M essen-
ger addsto Outlook. They are alternative ways of setting up a con-
nection between your computer and your telephone so that you can
use your telephone with Outlook as a substitute for amicrophone and
speakers. In both Call-Me and Meet-Me, once you set up the connec-
tion, you control what message plays or the progress of arecording
session by using your computer controls in Outlook. Your telephone
simply replaces the speakers and microphone. The difference
between Call-Me and Meet-Me is how the telephone-computer con-
nection is established:

e Call-Me: Initiate the connection from Outlook by signalling
Telephony Server to call your telephone. Your telephone rings.
When you answer, the message appears on-screen indicating a
successful connection.

* Meet-Me: Initiate the telephone connection from Outlook by sig-
nalling Telephony Server to expect acall to your mailbox from
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you, then dia the Message Center from your telephone. The
resulting interface is the same asfor Call-Me.

Details on choosing and using a player and recorder arein “Choosing
between Telephone and Desktop Audio” on page 76 and “Choosing
between Call-Me and Meet-Me” on page 78 in Chapter 3.

Sending, Viewing, and Annotating Faxes

OnePoint Messenger displaysincoming faxesin Outlook and your
Web mailbox interface. Opening a fax invokes your default TIFF
viewer, usually Imaging for Windows, an application that is bundled
with Windows. This program shows the fax image and allows you to
magnify it, change its orientation, annotate it, and print it on a printer.

OnePoint Messenger now provides two ways to create afax. With the
first, you can create afax from any document and attach it automati-
cally to an e-mail message. The new alternative enables you to create
afax from any document, attach a cover pageto it, and send it asa
traditional fax (with no other added text or attachments) to any recipi-
ent including voice mailboxes and fax machines. See Chapter 5
(page 125) for details on creating, viewing, annotating, and printing
faxes.

Managing Your Mail

Use the main screen of your Inbox to view a combined list of your
telephone and e-mail messages. You can sort, file, display, delete,
forward, reply to, and otherwise manage your unified messagesin the
same ways that you can manage standard e-mail. You can open a
New Unified Message form from any folder. For details on using the
Inbox, see Chapter 3 (page 61).

Using the standard functionality of Outlook, you can also manage
your voice mail better than with any voice mail system. For example:

* You can create subfoldersin your Inbox for people, projects, and
content types. For example, you might create afolder for a par-
ticular person, to which you move all messages (including voice
messages) to and from that person, then add notes about conver-
sations. That same folder can hold relevant faxes, e-mails, and
documents (which you can attach to draft messages so that you
can consolidate them in that folder). You might also create a
folder for a particular project, to which you can add copies of rel-
evant messages from the other folder.
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e Usethe Outlook Inbox Assistant to filter messages by sender,
type, or priority. You can even create avirtual message waiting
aert list for voice messages. See* Creating a Telephone M essage
Alert” on page 161 in Chapter 6, or see your Outlook documenta-
tion. For example, rather than hear from your voice mail system
only that you have “17 saved messages’, you might create aHigh
Priority folder in Outlook, to which you have the Inbox Assistant
automatically copy al e-mail and voice messages from your boss.

» Also using the Inbox Assistant, you can create automatic replies
as out-of-office alerts. See “Using the Out of Office Assistant to
Alert Contacts’ on page 160 in Chapter 6, or see your Outlook
documentation.

Recording Greetings and Spoken Name

You can use a microphone attached to your PC or use atelephone to
review and update your telephone greetings and spoken name. Greet-
ings are played to callers when they are forwarded to your mailbox
when you do not answer your telephone. Your spoken nameis played
in several situations, most commonly when another OnePoint Mes-
senger user uses atelephone to access his or her mailbox and then
address a message to you.

For details on recording your greeting or name using your PC, see
Chapter 6 (page 153). For details on recording using atelephone, see
Chapter 7 (page 165).

NOTE: Cal-Me/Meet/Meis not available for recording name and
gresting.

What You Can Do with OnePoint Messenger on a
Telephone

Depending on the features invoked for you, OnePoint M essenger
functionality is very similar using either a PC or atelephone. Using
any standard touchtone telephone, you can:

e Accessvoice, fax, and text e-mail messages. You can specify
which parts of the messages you want to hear and in which order.
You can set whether text from e-mail messages is spoken to you.

» Forward faxes and e-mail in your mailbox to any fax machine.
You can set aparticular default fax machine telephone number,
or have the fax sent to the number from which you are calling, or
enter another number.
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» Answer or forward messages, including e-mail, voice, and fax
messages.

»  Send new voice and fax messages to one or many people at once,
including to system distribution lists. For details on accessing
distribution lists, see “ Sending Messages to Distribution Lists” in
Chapter 7.

»  Change your passcode, default fax delivery number, and pager
number.

» Record telephone greetings and your name.

Post Office Resiliency

OnePoint Messenger 2.0 has afeature called Post Office Resiliency
that provides an extra degree of fault tolerance for telephone mes-
sages. If callers attempt to leave a message for you when Microsoft
Exchange is not working, the OnePoint Messenger Telephony Server
will store the message until your Inbox is available on Exchange.
This helps to ensure both that the caller has the ability to leave the
message and that you receive it.

Exchange must come back online for you to receive the message from
any client. To access the message from atelephone, both the
Exchange Server and Telephony Server must be operational and com-
municating. The time stamp for the message will be the time that it
reached your Inbox.

NOTE: Thisfeatureis not yet fully operational.

Using Voice Profile for Internet Mail (VPIM)

OnePoint Messenger now provides the ahility to exchange messages
with users of voicemail systems that support the \Voice Profile for
Internet Mail (VPIM) RFC 2421 standard. The VPIM standard
allows compliant telephone voice mail systemsto exchange messages
over the Internet. OnePoint Messenger complies with the standard
with one exception: it does not support sensitivity attributes (Confi-
dential/Not Confidential) sent by other voicemail systems.

M essage attributes required by the VPIM standard that OnePoint
Messenger supports include sender name, VPIM address, importance
(OnePoint Messenger uses Urgent/Not Urgent), return recei pts, non-
delivery notices for components or recipients, and recipient name and
address. If the message is generated from an e-mail client, a subject
lineisalso available.
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Communicating with Users of Other Voice Malil
Systems

If your recipient uses a voice mail system that conforms to the VPIM
standard, you can address messages to that system by using a special
“VPIM” addressing format. On the PC, using Outlook or Web Client,
you have three ways to enter the address:

*  Enter the complete address as defined by your recipient’s mail
server. The VPIM addressisin thisform:

[ VPI M <user address>@l nternet domai n nane>]

Typically, the part occupied by “<user address>" istheuser’s
mailbox number, which is usually the user’s telephone extension.

* You can have the person send you a message, so that you can
reply to it and captureit to your Contactslist. Record the address
in the form shown above. For example, if the addressis
1234@myco.com, enter it as:

[ VPI M 1234@ryco. coni

If you already have an entry for your recipient’s e-mail address,
you might add the full VPIM address as an alternate e-mail
address or you might create a separate contact with a name that
better identifies the address asa VPIM address. When you
address a VPIM message to your recipient, enter his or her alias,
click Check Names, then choose the VPIM address from the list
of alternatives when the list appears.

* Your Exchange administrator can create Custom Recipient
accounts, which make the addresses of users of other mail sys-
tems available to all of your Exchange users from the system
address book. If your VPIM recipient is someone who would
receive messages via VPIM from other members of your organi-
zation, ask your Exchange administrator to enter the VPIM
address in a Custom Recipient account for that person.

Because many voice mail systems only accept voice and fax mes-
sages, it can be helpful for the Exchange administrator to indicate
that the Custom Recipient mailbox has that limitation by adding
something like “voice only” to the Custom Recipient name. You
would see that note in the address list and know not to send text
or non-voice/fax attachments to that address.

To address amessageto aVPIM recipient from atelephone, you have
the second two options listed above. You can reply to amessage
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from the VPIM user or access the Custom Recipient address through
the Dial by Name (DBN) feature (see “Dial by Name” on page 168 in
Chapter 7). Asabove, if your Exchange administrator appends
“voice only” to the Custom Recipient name, you would enter enough
of the user’s last name for OnePoint Messenger to identify ashort list
of possible recipients, and you would then be able to recognize the
VPIM account because the TUI would speak the VPIM user’s name
followed by “voice only” (or “VPIM” or whatever the Exchange
administrator appends to the user name).

Communicating with Remote OnePoint Messenger
Users

When the Microsoft Exchange administrator sets up an Exchange Site
Connector connection with other Exchange Servers, the connector
copies those remote addresses to your system directory. If OnePoint
Messenger isinstalled on that remote Exchange Server, unified mes-
sages that you send to those users will be handled as unified messages
by that remote Exchange Server. When one of those remote users
sends anew unified message to you or in reply to your message, your
client applications will treat the message as a unified message, giving
you the extra OnePoint M essenger controls.

With VPIM, you now have another way to address messages. When
aremote Exchange Server is not connected to your Exchange Server
with a Site Connector, using a VPIM address to send a unified mes-
sage to another OnePoint Messenger user at that site isthe best way to
address the message. The problem with using a standard e-mail
addressisthat some unified message coding islost in transmission so
some functionality with that message islost to the recipient (and to
you if your recipient replies). The VPIM protocol preserves the uni-
fied message coding.

Distribution Lists

You can address messages to system distribution lists that consist of
combinations of addressee types. Some reci pients can be OnePoint
Messenger users at the local Exchange Site, OnePoint Messenger
users at remote Exchange Sites, and recipients at other e-mail and
VPIM-compliant voice mail systems. The only problem will be the
inability of some VPIM voice mail systems to receive some attach-
ments. You will receive a non-delivery notice for those undelivered
components. To counter that possibility, it is best for the Exchange
administrator to separate the VPIM addresses into a separate distribu-
tion list.
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How OnePoint Messenger Works

& — 0O—

On your Windows PC, OnePoint Messenger adds tel ephone controls
to Microsoft Outlook. OnePoint Messenger provides a Web Client,
so that you can use the Internet to access your mailbox on the
Exchange Server. The Web Client automatically downloads to your
PC when you log in to Exchange through a Web browser. See Chap-
ter 4 for details.

OnePoint Messenger is part of the communications system shown in
Figure 1-1 below. The OnePoint Messenger server software runs on
two Windows NT Server 4.0 computers. One is the Telephony
Server, which has telephony linecards that connect to the telephone
network, typically through a PBX, as shown below. The Telephony
Server connects to the OnePoint M essenger-enhanced Microsoft
Exchange mail server through your local area network (LAN).

Figure 1-1 OnePoint Messenger Unified M essaging Network.
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When you access OnePoint Messenger through a telephone, the call
goes through the PBX to the Telephony Server, which connects you
to OnePoint Messenger mailboxes—yours and others' —on the
Microsoft Exchange Server.

If someone callsyou and you do not answer, the call is routed by your
PBX to the Telephony Server, which plays your greeting, then
records and sends the caller’s message to your mailbox on Exchange.
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When you use Outlook on your office PC to access your mailbox on
Exchange, all of the traffic between your computer and Exchange are
through your office network. For example, when you make changes
to your telephone greeting using your PC, that greeting goes over the
network to Exchange. It then is copied to the Telephony Server,
which keeps a cache of such user information so that there are few
datatransfers between serversto delay the messaging session.

Using OnePoint Messenger on Windows with Outlook

OnePoint Messenger clients run only on Windows 95, Windows 98,
or Windows NT. See “OnePoint Messenger I nstallation Require-
ments” on page 43 in Chapter 2 for details on hardware and software
prerequisites and setup.

Chapter 3 (page 61) covers the use of OnePoint Messenger on Out-
look, providing general information on the Outlook Inbox. Online
help for OnePoint Messenger is available from the Outlook Help
menu under OnePoint M essenger Help. Training cards arein the
OnePoint Messenger program group.

For ease of use, OnePoint Messenger uses the full graphical
functionality of Windows and the conventiona controls, so, if you are
familiar with using Windows, you will be able to use OnePoint
Messenger with very little training. The OnePoint M essenger menus,
dialog boxes, and windows are integrated into Outlook, which uses
standard Windows controls. For information on Windows controls,
see Appendix B, “ Standard Windows Controls” on page 209, your
Windows manual, Outlook manual, and Outlook online help.

Using OnePoint Messenger with a Web Browser

The OnePoint Messenger Web Client works on Windows 95/98/NT
with Internet Explorer (IE) 4.01 or later or Netscape 4.0 or later.
Microsoft provides Outlook Web Access, aWeb interface designed to
look like the Outlook interface. OnePoint Messenger adds Web Cli-
ent to Outlook Web Access to provide unified messaging. Web Cli-
ent requires a site license.

You do not need to install anything on your PC except a supported
Web browser before accessing your Exchange website. When you
use Netscape for the first time to access your mail, a Netscape plug-in
downloads. This givesyou the ability to connect to your mailbox
quickly from any Windows PC with Internet access. See Chapter 4
(page 103), for details on using Web Client.
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Using the Telephone User Interface (TUI)

The Telephone User Interface (TUI) isdetailed in Chapter 7. You are
probably familiar with using voice mail menus for accessing and cre-
ating and messages. The TUI lists your optionsin a particular con-
text, then you choose one by pressing the appropriate key on the
telephone keypad. In some cases, you must traverse several menusto
reach your desired option. In some of those cases, OnePoint Messen-
ger is set up to enable you to skip the menus by typing ahead.
OnePoint Messenger also makes the key commands easy to remem-
ber by associating them with the first letter of the command.

Advanced voice messaging features include:

e Fax on Demand and Automated Attendant, two services that you
can dial directly or access through the Message Center

» Multiple conditional greetings, which you can record and invoke
for difference situations, such as when you are on vacation.

» Message-notification on your telephone and through your pager

* You can create and send a message from the TUI to multiple
recipients, including preset system distribution lists. You can
enter the addresses directly or by using the Dia by Name service
(see“Dial by Name” on page 168 in Chapter 7). You can edit the
list after you create the message.

The TUI supports unified messaging in various ways:

*  Whenyoulogin, the TUI tells you the number of unread mes-
sages of each type (voice, fax, and e-mail) that are waiting in your
Inbox. You can set which type of message playsfirst or if it plays
atal.

* You can preset what parts of messages play, and you can override
those presets. For example, you can set the TUI to play only the
subject of text messages, but then if you hear the subject of one
that you want to play, the Text-to-Speech engine will read the
text to you.

* You canroute afax or text message to any fax machine, and you
can select your online fax number, a preset default number, or
enter another fax number.
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Setting OnePoint Messenger User Options

OnePoint Messenger adds unified messaging to Microsoft Exchange.
If you have an Exchange mailbox, your Exchange Administrator can
set up one of three general levels of OnePoint Messenger feature lev-
elsfor you:

e Full Unified Messaging: Thisfeature level providesyou the
right to install OnePoint Messenger on your desktop, giving you
unified messaging through Outlook and the ability to create faxes
using the Unified Fax Printer. If your organization has purchased
the Web Client license, you can create unified messages through
the Web Client. From any telephone, you can access and manage
all of your messages, including e-mail.

» Voiceand Fax Mail: With this feature level, you can access
voice and fax messages through any telephone, but you cannot
access other content types within e-mail messages from the tele-
phone. You may not install the OnePoint M essenger Desktop
Client components, but you can receive unified messages through
Outlook as standard e-mail messages with voice and fax attach-
ments, then play voice content through standard “.wav” format
players, and view faxes through your default “.tif” format viewer.
However, the additional playback controls that OnePoint Messen-
ger adds are not available.

* None Exchange users with this OnePoint Messenger setting on
their mailbox profiles do not have any telephone access to their
Exchange mailboxes, no Web Client access to unified messages,
and no right to install OnePoint Messenger on the desktop. An
Outlook user with this setting could still receive and play unified
messages, as described for Voice and Fax Mail, above.

Your systems administrator can set arange of privileges for both Full
Unified Messaging and Voice and Fax Mail users, including accessto
messages through pagers, limits on Call-Me sessions, use of fax, use
of Text-to-Speech from the telephone, use of VPIM messaging
(described in “Using Voice Profile for Internet Mail (VPIM)” on
page 28) and other features. Get alist of your privileges from your
systems administrator. Some settingsthat your systems administrator
must enter that are not so much limits on service as they are your
preferences include:

»  Whether to play the TUI tutorial when you first log in to your
mailbox from atelephone
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* Your pager type and number and the whether al unified mes-
sages or only urgent messages generate a page to you

» Thelanguage used for your mailbox prompts and the language
used for the system prompts outside your mailbox

In addition to being able to set how Outlook handles your unified
messages, you can use Outlook to set these telephone user interface
(TUI) preferences:

» Record your name and mailbox greetings, and enable greetings
played to callers for various conditions

» Mailbox log-in passcode that you enter from atelephone

You can log in to your mailbox from atelephone, then set the tele-
phone user interface (TUI) preferences above and:

» Enable or disable your pager and set the level of paging to urgent
messages only or all unified messages

» Change your default personal fax number

*  Set the amount of message detail played (headers only or headers
and message body—A ctually, with the setting “Headers Only”,
you can still play the message body by pressing P again after the
header plays.)

For details on setting preferences in Outlook, see Chapter 6
(page 153). For details on setting preferences using a telephone, see
Chapter 7 (“ Setting Telephone User Interface Options’ on page 196).

Terms and Components

This chapter has introduced many terms and OnePoint M essenger
features. This section summarizes the terms that have been intro-
duced and adds a few more definitions of terms relevant to OnePoint
Messenger clients. For additional definitions, seethe glossary in
OnePoint Messenger Administrator Guide, described in the section
“Other Documentation” on page 16 in this guide.

The previous section introduced the basic license levels, Full Unified
Messaging (“Full UM™), Voice and Fax Mail (“Voice & Fax”, and
None. Within Full UM and Voice & Fax, system administrators
assign you a Class of Service (“COS") that sets further limits on
access to services such as Text-to-Speech reading of e-mail over the
telephone, Call-Me (see Chapter 3), and VPIM messaging (see
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“Communicating with Users of Other Voice Mail Systems” on
page 29).

Software Components

The software components in the OnePoint M essenger client are:

The OnePoint Messenger Outlook Extension and the OnePoint
Messenger Exchange Extension bring unified messaging to
Exchange, Outlook, any touchtone tel ephone, and supported Web
browsers. OnePoint Messenger adds telephone controls, sound,
fax features, and document viewing features.

QuickPick opens awindow in Outlook to show details about uni-
fied messages (see “ QuickPick and the Unified Read M essage
Form” on page 83).

Unified Fax Printer creates fax images from any program with a
Print menu.

Unified Message Player, usualy called the “ player,” plays sound
attachments in unified messages. It presents a control bar so you
can control volume and what part of the message to play.

Web Client is the unified messaging extension to Outlook Web
Access to download a simulation of your Outlook Inbox in sup-
ported Web browsersto provide an Internet interface to your
Inbox on Exchange.

The software components provided by other vendors that support
OnePoint Messenger unified messaging are:

Internet Explorer (IE) and Netscape are Web browsers for
accessing the World Wide Web on the Internet.

Microsoft Exchange runs on a Windows NT Server to provide
your mailbox, address books, and other functions.

Microsoft Outlook is a persona information management appli-
cation that provides a desktop client interface to the Microsoft
Exchange mail server.

Outlook Web Access is the Microsoft Web interface to Exchange.
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Outlook Interface

Theterms used in this guide to describe elements that appear in
Microsoft Outlook are:

e Inbox: Thefolder that contains your incoming mail. The Inbox
list isthe mail summary that appears on the Inbox main screen.

» Header: The message description fields, including message type
icons, Subject, Sender, and date received. It appearsasalinein
the Inbox list. You can choose what fields display there.

* New Unified Message form: The message-creation form that
OnePoint Messenger adds to Outlook. Its distinguishing feature
isthat it has arecorder toolbar on it so that you can easily record
voice attachments. Otherwise, it isanormal form to which you
can add any content type. The Unified Read Message formisthe
full OnePoint Messenger incoming message form. It containsthe
components of the standard Outlook Read Message form, plus a
list of icons representing the message components, and the Uni-
fied Message Player toolbar. Instead of an Options tab, it con-
tains an Options button.

* Outlook Bar: Optional column of buttons on the left side of the
Outlook interface that provides easy access to folders.

*  Outlook toolbar: The standard toolbar that appearsin every Out-
look folder. OnePoint Messenger adds Unified Messaging but-
tons to the right end of that toolbar, including buttons for
QuickPlay, Call-Me/Meet-Me, and for accessing unified messag-
ing forms. Chapter 3 details those buttons and functions.

Address Books and Distribution Lists

You can maintain address books on your own disk drive for use with
Outlook. Your Exchange administrator can maintain one or more
address books on the Exchange Server for group access.

To address aunified message in Outlook, you have the same accessto
system and personal address book that you have for standard e-mail
messages. When using a Web browser, you have access only to the
address books on Exchange. Using atelephone, you have access only
to addresses stored on Exchange of OnePoint Messenger users.

A distribution list contains the e-mail addresses of one or more peo-
ple or other distribution lists. You can send e-mail to all of the lists
members by selecting the distribution list name from the address
book. System distribution lists (those maintained on Exchange by
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your Exchange administrator) are availableto all desktop client users.
Only those distribution lists to which the Exchange administrator
assigns the OnePoint Messenger Voice and Fax Mail setting are
avail able to OnePoint Messenger telephone users. Thisisto ensure
that everyone on such alist has a voice-enabled mailbox.

Using Outlook, you can create distribution listsfor your private usein
your Personal Address Book, stored on your local drive. Only Out-
look can use them to address mail; you cannot access them with Web
Client or atelephone.

Dial by Name (DBN) is a feature that enables you to call other users
or address messages to them by pressing the keys on the telephone
keypad that spell enough of your recipient’s name that the TUI can
reduce the possible recipients to ashort list. You can also do thisto
select adistribution list. When the system recognizes your intended
recipient or ashort list of posshles, the TUI asks you to press the key
that matches your recipient. See “Dial by Name” on page 168.

Personal M essage Folders

A personal message folder is one that only you can see unlessyou
give permission to others. Your Inbox is a personal message folder,
and you can create others on your PC or network server. You can
create and name as many persona message folders as you want to
help you organize your messages.

M essages, Compound M essages, and Sibling M essages

OnePoint Messenger allows you to exchange all combinations of e-
mail, voice, and fax messages with other users through a combined
telephone voice mail and e-mail system. Thistendsto complicatethe
description of terms used for message types.

Unified message here means a message created by OnePoint M essen-
ger, either using the telephone or unified message form on the desk-
top. Within the unified message, there may be a voice attachment. A
message attachment is afile that can be detached and stored sepa-
rately from the message. The message indicates the presence of the
attachment with an icon.

\oice mail (or voicemail) traditionally describes messages recorded
from atelephone, while e-mail describes text messages created on a
PC. Intheworld of unified messaging, the terms still indicate the
source, but the content of the message is not necessarily voice only or
text only. Thisiswhy the term unified message is used here instead
for OnePoint Messenger messages. For example, with OnePoint
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Messenger, you might use a telephone to forward an e-mail text mes-
sage to someone. With no voice content, that is certainly not avoice
message. This guide uses voice message for a message containing
only voice.

An antecedent message is the message that you are forwarding, or to
which you are replying. You may receive a message from someone
that is composed of a series of comments from different authors, each
one commenting on what was in the earlier (antecedent) message.

Sound files (or audio files) are created by many programs, including
OnePoint Messenger. While you can attach all kinds of sound filesto
aunified message, the Unified Message Player plays only the WAV
(.wav extension) and OKI (.cvv extension) formats. To help differen-
tiate between supported and unsupported sound files, this book refers
to those supported sound files as voice attachments. You can use the
OnePoint Messenger recorder to record sounds other than voice.

A compound message contains a combination of message component
types—typicaly text in the body of the message and an attached file.
One kind of attachment can be an antecedent message. In Outlook,
an antecedent message included as an attachment is represented by an
envelopeicon on the body of the current message. By default, a uni-
fied message form sent asareply or forward is set to include the ante-
cedent message as an attachment. The antecedent attachment iconsin
the unified message depend on the content of the antecedent message.

% For more on unified message attachment icons, see “ QuickPick and
Read Message Form Toolbar” on page 88.

You can choose to have the antecedent message included as inline
text (below your text on the message body) or as an attachment. Since
forwarding a voice message as inline text is not possible, the
OnePoint Messenger unified message buttons open forms that have
the antecedent message attached.

An intentional message is a voice message that you send directly to
another mailbox instead of calling the person.

File Formats

WAV and .CVV: The OnePoint Messenger recorder now saves
voice attachments with a“.wav” extension, which playsin your
default .wav player aswell as the Unified Message Player installed
with OnePoint Messenger 2.0. OnePoint Messenger 1.1 uses the
“.cvv” extension, which Unified Message Player can aso play. If you
forward a“.cvv” attachment to someone, you may want to send the
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Unified Message Player (“ribbit.exe” on your disk drive) to be sure
your recipient can play the attachment.

.TIF: Unified Fax Printer creates faxes using the multi-page version
of the TIFF format (.TIF file extension), acommon format that many
graphics programs can interpret.

Text file formats: Outlook gives you the option of saving e-mail as
text (.txt), as Rich Text (.rtf), as an Outlook template (.oft), or in
native Outlook message format (.msg). RTF includes some format-
ting (bold, italics, etc.). Most word processing programs can interpret
RTFs. An MSG fileretainsall the formatting, but is not availablein a
word processing program.

Where to Go from Here

To install OnePoint Messenger on your PC, see Chapter 2,
“Installing OnePoint Messenger Client Components’ on page 43.

To use OnePoint Messenger to send and receive voice messages
and other mail through Outlook, see Chapter 3, “Using OnePoint
Messenger with Outlook” on page 61.

To use OnePoint Messenger on the World Wide Web with
Internet Explorer™ and Netscape™ to receive and send voice
messages, see Chapter 4, “Web Access to Exchange” on

page 103.

To use OnePoint Messenger to view, annotate, create, and send
faxes viatelephone or e-mail, see Chapter 5, “Using OnePoint
Messenger Fax Features’ on page 125.

To use your PC to configure or modify the telephone user
interface, such as recording your name and greeting announced
on the telephone, see Chapter 6, “ Setting Preferences’ on

page 153.

To learn how to use the Telephone User Interface (TUI), see
Chapter 7, “Using OnePoint Messenger from a Telephone” on
page 165.

To learn how to test your multimedia controls, see Appendix A,
“Tuning Your Multimedia Setup” on page 205.

To learn about standard Windows controls, which are used with
Outlook, see Appendix B, “ Standard Windows Controls” on
page 209.
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To find a desired topic, see the Table of Contents or the index of
this book.

Where to Go from Here
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2. Installing OnePoint Messenger
Client Components

This chapter lists requirements for the system and tells you how to
install OnePoint Messenger on your PC. It contains these sections:

Section Page
OnePoint Messenger | nstallation Requirements 43
Preparing Your PC for OnePoint M essenger 45
e |nstalling Desktop Multimedia 45
e Installing Outlook 45
e Setting Network Access 46
e Creating an Exchange Transport Profile 48
* Modifying your Exchange Transport Profile 51
Installing the OnePoint M essenger Client 52
Removing OnePoint Messenger from Your PC 57
Testing Your PC Sound Setup and Volume L evels 58
Whereto Go from Here 58

NOTE: If your system administrator has already installed OnePoint
Messenger on your PC, skip this chapter and proceed to Chapter 3 for

instructions on how to use OnePoint Messenger with Outlook.

OnePoint Messenger Installation Requirements

Before installing the OnePoint Messenger for Outlook client, a mail-
box configured for OnePoint Messenger must be created for you on
the Microsoft Exchange Server. There must be aL AN connection to
the Exchange Server, and there must also be one to the Telephony
Server if you plan to install the Outlook client from there. To provide
telephone functionality, the complete communi cations system must
be running, as described in “How OnePoint Messenger Works” on

page 31.
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The following sections list what you need on your PC to run Outlook
and the OnePoint Messenger Outlook client, then guide you through
installing the components. You do not need to run the OnePoint Mes-
senger client installation program in order to provide access to your
mailbox from a Web browser or from atelephone. For details on
using a Web browser to access your mailbox, see Chapter 4, “Web
Access to Exchange” on page 103. For details on using atelephone
to access your mailbox, see “Using OnePoint Messenger from a Tele-
phone” on page 165.

What Comes with OnePoint Messenger

In addition to its documentation, the OnePoint Messenger client
installation includes two options:

e Unified Fax Printer: Installed in your printer folder, it creates
faxes from any application. For details on OnePoint M essenger
fax features, see Chapter 5 (page 125).

e OnePoint Messenger Outlook Client: Software components
include:

« Unified Messaging Extensions to Outlook, including the
recorder, New Unified Message form, and the Unified Mes-
sage Read Message form

» Unified Message Player, the sound player
e QuickPick, for viewing unified message components

For details on using the client on Outlook, see Chapters 3
(page 61) and 6 (page 153).

What You Need on Your PC

You must have the following hardware and software to run the
OnePoint Messenger Outlook client on a PC.

e Microsoft Windows 95, Windows 98, or Windows NT 4.0
* Microsoft Outlook 2000 or Outlook 98

e Atleast 20 MB of disk storage, including 3 MB for OnePoint
Messenger. Outlook alonerequires 17 MB. However, if you
install Outlook as part of Microsoft Office, you must have
enough disk storage for Office, which requires about 100 MB,
depending on options.
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e Outlook typically utilizesup to 14 MB of RAM, if theresourceis
available.

»  For network access to your Exchange Server, you need either a
network card for LAN access or amodem for remote access.

» To play and record voice messages using your PC multimedia
hardware, you need a sound card, speakers, and a microphone.
For details, see “ Tuning Your Multimedia Setup” on page 205.
Asan dternative to using desktop multimedia, OnePoint M essen-
ger provides Call-Me and Meet-Me, two ways to create a com-
bined computer-tel ephone session. For details, see “Choosing
between Telephone and Desktop Audio” on page 76 in Chapter 3.

Preparing Your PC for OnePoint Messenger

Before you can make full use of OnePoint Messenger features, you
must prepare your PC. You need to set up:

» Desktop multimedia

*  Outlook 98 or Outlook 2000

*  Network access (page 46)

» Exchange transport profile (page 48)

This section discusses the procedures for providing those elements.

Installing Desktop Multimedia

In order to use desktop multimedia—microphone and speakers—
install the multimedia elements from your Windows CD-ROM.

1 Load the Windows CD-ROM.

2 Sdlect Multimedia from the Add/Remove dialog in the installa-
tion wizard.

Installing Outlook

Before you can install OnePoint Messenger on your PC, Outlook
2000 or Outlook 98 must be installed. Install the full version of Out-
look, which you can do from its own CD-ROM or as part of
Microsoft Office.

1 Seect Full Installation (not the default Standard installation).
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2 Select Corporate or Workgroup as the e-mail service (do not
select Internet).

3 After Outlook ingtalls, you must reboot, which is necessary to do
before you install the OnePoint Messenger client.

If you have Outlook already installed, but are not sureif theversionis
supported, check the version number in the Outlook Help menu.

To ensurethat the Exchange transport profileiscorrectly cre-
ated, and that you have selected Corporate or Workgroup asthe
e-mail service:

1 Click the Windows Start button, then choose Settings, then Con-
trol Panel, then Control Panel.

2 On Windows 98, double-click Mail, or, on Windows 95 and NT,
double-click Mail and Fax.

3 If Microsoft Exchangeisnot inthelist onthe Servicestab, close
Mail, then open the Add/Remove Programs applet in Control
Panel.

Select Outlook, then click Add/Remove.

When the dialog asks if you want to remove Outlook or add com-
ponents, select Add Components.

6 Thediaog will ask for the source CD-ROM or drive. Load the
source, then select Cor por ate connection from the options list.

To check your Outlook version number:
1 Start Outlook.
2 Choose About Microsoft Outlook from the Help menu.

Setting Network Access

In order for OnePoint Messenger to run, network communication
must be established. To do thison aWindows 95 or 98 PC, you must
set the proper network access control and security level.

On Windows 95 and Windows 98, set the networ k access control:

1 Right click the Network Neighborhood icon on the desktop and
choose Properties.

Select the Access Control tab.

Select “ User-level access control.”

46

Chapter 2. Installing OnePoint Messenger Client Components



4  Typeyour LAN Domain name in the edit box.
5 Click OK.

Setting the Security Level

For Windows 95 and Windows 98 clients, you must set the DCOM
security level in order to use Call-Me in Outlook (for more on the
Cal-Me and Meet-Me features of OnePoint Messenger, see “ Choos-
ing between Call-Me and Meet-M€” on page 78 in Chapter 3.)

You can download DCOM for a Windows 95 or Windows 98 system
from this URL:

http://www.mi crosoft.com/com/resources/downl oads.asp

Download both the administrative application and DCOM itself. For
both Windows 95 and Windows 98, dcom95cfg.exe is the administra-
tive application. Put both in atemporary directory, and double-click
each to install them.

To set the security level:

1 InWindows Explorer, navigate to and double-click dcomc-
nfg.exe in the \system subdirectory of the \Windows directory.
A dialog with three tabs appears, as shown in Figure 2-1.

Figure 2-1 DCOM Dialog

Digtributed COM Configuration Properties

Applications I Default Properties  Default Security |

— Default Access Permizsion:

‘Y'ou may edit who iz allowed to access applications that do not
provide their own zettings

— Default Launch Permisgion:

“r'ou may edit who iz qllowed to launch applications that do not

provide their own settings.
Edit Defaul... |

— Default Configuration Permission:

‘Y'ou may edit the list of uzers that are allowed ta modify OLE class
configuration information.  This includes installing new OLE servers
and adjusting the configuration of existing OLE servers.

Edit Default... |

ak. | Cancel I Lol |

2 If you see“Before you can use DCOM, your system must be con-
figured for ‘User-level’ security”, use the Network icon in the
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Windows Control Panel to set directory access for “User-level”
security before running the DCOM configuration utility. That
means you must change file-sharing to identified usersrather than
general password access:

a. InControl Panel, double-click the Network applet.
b. Inthe Network dialog, select the Access Controal tab.

c. Select User-level accesscontrol. Changing file sharing from
file to user level removes all existing shares. You must
reboot for the changes in sharing to take effect.

4  When user-level sharing is set up, select the Default Security tab
of the dcomenfg dialog.

5 Under Default Access Permissions, click Edit Default.

If “The World” does not appear in the Access Permissions list,
click Add.

7 Select“TheWorld” from thelist on theright (if no list appears,
select you workgroup list from the “Obtain list from” drop-
down list, then click Grant Access, so that The World appearsin
the access list on theright.

8 Click OK.
Reboot.

Creating an Exchange Transport Profile

To establish communication between Outlook and the Exchange
Server, you must create a mail transport profile. If you have already
created a profile, you may need to modify it.

If you already have a mail transport profile, check the settings:

1 Click the Windows Start button, then choose Settings, and Con-
trol Panel. Double-click the Mail applet.

2 If the Servicestab contains an “Internet E-mail” profile, you
may need to delete or modify it if Outlook and OnePoint Messen-
ger do not run correctly.

3 A preemptive approach is to record the properties listed in the
Internet E-mail profile, then click Remove to delete it; set up
Outlook and OnePoint Messenger; create an Exchange mail
transport profile, then set up the Internet E-mail profile again if
you still want it.
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To set up the Exchange mail transport profile:

1 Whenyou start Outlook for the first time, the Exchange Setup
Wizard (called Inbox Setup Wizard in Outlook 98) appears, asin
Figure 2-2, to help you create the transport profile.

NOTE: If the Wizard does not run and you have not established a
connection with your mailbox on Exchange, see the next section.

Figure 2-2 First Screen of Exchange Setup Wizard

Microzoft Exchange Setup Wizard

Select the information zervice(z] that you want to uze
with Microzoft Exchange.

= |se the following information services

v Microsoft Exchange Server ;l
™ Microsoft Mail
I intemet E-mail

€ Manually configure information services

< Back I Mext > I Cancel |

2 Under “Usethefollowing information services,” select
Microsoft Exchange Server, as shown in Figure 2-2.

3 Click Next. The next screen of the wizard appears, as shown in
Figure 2-3.

Figure 2-3 Second Screen of Exchange Setup Wizard

Inbox Setup Wizard

Microzoft Exchange Server

Pleasze enter your Microzoft Exchange server and
Mailbox name.

Microsoft Exchange server:

|saiex0]

Mailbos:
|Wi|| Turrer

< Back I Mext > I Cancel
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4 Under Microsoft Exchange server, enter the name of your

server. Under Mailbox, you can accept the suggested profile
name or enter any name that you prefer. Click OK. The third
wizard window appears, asin Figure 2-4.

Figure 2-4 Third Screen of Exchange Setup Wizard

Inbox Setup Wizard

Microzoft Exchange Server

Do you travel with this computer?

If you choose Yes you will be able to read and compose
mail while not connected o a netwark.

If pou chooze Mo wou will only be able to read and
compoze mail when connected to the Microsoft Exchange
Server via a network or modam.

< Back I MNext > I Cancel |

If you want to be able to work offline, click Yes under the prompt
“Do you travel with this computer?’

Click Next. The next screen helps you locate your Personal
Address Book on your local drive. Thiswindow lists the default
address book that isinstalled with Exchange. You can accept
this, or click Browse to select another address book.

Figure 2-5 Setup Wizard, Personal Address Book Path

Microzoft Exchange Setup Wizard

Personal Address Book

Enter the path to your personal address book. If pou do
not have a personal address book, click Mext, and one
will be created for you in the following location.

Browse... |

< Back I Mext > I Cancel
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7 Click Next. In Outlook 98, a screen appears offering you the
option of having Outlook start when you boot Windows. Choose
your preference, then click Next.

8 Click Finish. You can view and modify the properties of your
transport profilein the Mail and Fax applet in Control Panel, as
described next.

Modifying your Exchange Transport Profile

If you need to modify your Exchange transport profile, for example,
to add a connection to a Lotus Notes mailbox in addition to Outl ook,
or if you need to set up anew transport profile, you can do so from the
Services applet in Control Panel or from Outlook.

To add an Exchange transport profile from Outlook:

1 From the Tools menu of the Inbox, choose Services.
The Services dialog opens, as shown in Figure 2-6.

Figure 2-6 Services Dialog
Services EHE

Services I nﬁliu’ﬁlyl Ardreszing I

The Following information services are set up in this profile:

Outlook Address Book
Personal Folders

ak I Cancel | Saply | Hep |

2 Click Add. The Add Sericeto Profile dialog opens, as shown in
Figure 2-7.
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Figure 2-7 Add Sericeto Profile Dialog
Add Service to Profile
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3 Sdlect Microsoft Exchange Server, as shown above, then click
OK. A dialog with four tabs appears.

4 Onthe General tab, enter the computer name of your Exchange
Server in the Microsoft Exchange server text box, and enter
your own namein the Mailbox text area, as shown in Figure 2-8.

Figure 2-8 Microsoft Exchange Server, General Tab

Microsoft Exchange Server

General |Ar|vanr:er|| Nial I Natwarking | Femcte bl |

Micrasoft Exchange server:
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’75" EonEk it Ehe netark

{5 Whiark afFline A R siA 0T rErwErk

| 30 Seconds Unbl Server Zonnection Timeout

(al' I Cancel | Lpply | Hep |

5 Click Check Names. If you have entered both names correctly
and you have agood network connection to the Exchange Server,
the names become underlined.

6 Click OK to accept changes and close the dialog.
7 Reboot.

Installing the OnePoint Messenger Client

After installing Outlook, and setting up network access and your
Microsoft Exchange transport profile, install the OnePoint M essenger

52 Chapter 2. Installing OnePoint Messenger Client Components



client components. The installation program gives you the option of
installing the Unified Fax Printer and/or the Outlook components.

You can run the installation from the OnePoint Messenger CD-ROM
or from the Telephony Server over the LAN. In order to install the
software over the network to a Windows NT computer, the account
on which you are logged in must have local administrator rights.

NOTE: When upgrading OnePoint Messenger client software, you
must remove the older version first. See “Removing OnePoint Mes-
senger from Your PC” on page 57. If you start the installation pro-
gram before uninstalling, a reminder message appears that stops you
from proceeding.
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Toinstall the OnePoint M essenger client componentson a PC:

1

From your system administrator, get your mailbox address and
personal Exchange ID (“alias’). If installing the client from the
network, get the location of theinstallation directory. The default
directory is\UMInstall on the Telephony Server.

Start Windows on your PC. Close all applications.
Click the Windows Start button, and choose Run.

In the Run dialog, enter the Telephony Server install path or the
drive letter of the CD-ROM that contains the OnePoint M essen-
ger client components.

The path to the Telephony Server includes the name of the server,
“UMClient” (the name of the shared client directory), and “ setup”
(the client setup file), in thisform:

\\< server>\<directory>\set up

For example, in this path:

\\ Typhoon\ UMCl i ent \ set up

“Typhoon” is the name of the server.

“UMClient” isthe directory that contains the client software.
“Setup” isthe setup.exefile.

Click Next.

Click Next or Yesto accept the defaults for these screens:

*  Welcome

» Software License—please read the license before accepting
* Information—Iists the components that can be installed

e Choose Destination—target directory

From the Select Components dialog, select one or both of the
two options, then click Next:

* Outlook Client: Installs OnePoint Messenger additions to
Outlook—Unified Message Player, Recorder, menu items,
buttons, forms, and QuickPick

* FAX Client: Installs the Unified Fax Printer to create faxes
from applications with Print menus, ImageViewer fax
viewer, fax cover page generator
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8 Onthe Select Program Folder screen, to accept the default
folder name, click Next.

9 A progress screen appears while the OnePoint Messenger client
components areinstalled. A DOS window appears on top of the
progress screen, then disappears. If a Readme text file appears
with last-minute information about OnePoint Messenger, read the
file, then click Continue.

10 Onthe Setup Complete screen, choose either:
* Yes, | want to restart my computer now.
* No, | will restart my computer later.

The computer must restart in order for the OnePoint Messenger
installation to take effect.

Testing the OnePoint Messenger Client

After installing the client, inspect the Outlook interface to verify that
the OnePoint Messenger components have been added. For example,
note the new unified messaging buttons at the right end of the Out-
ook toolbar and the new menu items in the Tools menu. For details,
see Chapter 3. If you do not see these elements, use Version Reader,
as described in the section “Version Reader” below to check for Out-
lookExt.dll.

If you installed the Unified Fax Printer, you should see it listed in the
printer list in any print menu.

Installation detailsarein CVinstall.log, alog file placed in your \temp
directory by the OnePoint Messenger Desktop Client installation pro-
gram. Thelog notes the filesinstalled, the registry keys read and
modified, and installation errors.

If theinstallation failed, remove any vestiges of the client before rein-
stalling. See “Removing OnePoint Messenger from Your PC” on
page 57, below.

To make surethat everything works, run thistest sequence:

1 Create avoice messagein aNew Unified Message form, as
explained in “ Creating Unified Messages’ on page 91 in
Chapter 3. If you cannot access the form, see the section “Ver-

sion Reader” below to check for the existence on your system of
cvMail.dll, cvCommon.dll, and cvExten.dIl.

2 Send the message to yourself.
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3 When the message returns from the Exchange Server, it should
appear with atelephoneiconin the Inbox list. Double-click the
message. QuickPick should open awindow and Auto-play
should play the voice attachment component.

4 If QuickPick does not display, see the section “Version Reader”
below to check for QuickPickControl.dll.

5 If the voice message does not play, check for cvSound.dll and rib-
bit.exe. Also, check the Unified Message Player status window
for “No Li cense”.

6 If you selected the Unified Fax Printer installation option when
you installed OnePoint Messenger, create and send afax mes-
sage, as explained in Chapter 5 (page 125).

Version Reader

Version Reader is a handy OnePoint Messenger utility that is
installed on your system. It displays version information for the
OnePoint Messenger programs currently installed.

To verify theinstallation using Version Reader:

1 From the Windows Start button, choose Programs, then
OnePoint Messenger, and Version Reader. Version Reader
appears, as shown in Figure 2-9. If the OnePoint M essenger
group does not exist, the program is either not installed, or you
assigned it another program group name.

Figure 2-9 Version Reader

® Version Reader

Directory to search:

C:Program Files\B aypaint |nnovationsyOnePaint Messen: Browse |

Fille | Fileversion |
cvMailLib.dl 20Build 137.0

cvComman. dl 20Build 137.0

OutlookE <t.dl 20Build137.0

cvE sten.dll 20Build137.0

cySound.di 2.0Buid137.0
cvOEMBrand.di 20

cvBrand.dl 20Build137.0
QuickPickContral.dll 20Build 137.0

ribbit. exe 20Build137.0

oy ersionReader. exe 2.0Build137.0 |

Export To File | Close |

2 Check the presence and build number of thefiles listed above in
thelist.

56 Chapter 2. Installing OnePoint Messenger Client Components



3 Click Close.

NOTE: Notethe Export to Filebutton, which you can useto create a
list of currently installed components. With this and the Browse but-
ton, you can use Version Reader to examine component versions of
other installed programs.

NOTE: The OnePoint Messenger program group consists of only
Help and Version Reader, because the OnePoint Messenger client
runs as a part of Outlook and the Unified Fax Printer runs within the
print menus of all applications, so you do not need to start either sep-
arately.

TheHelp listed in the group is a set of “training cards’ for the most
common tasks. Also, thelast item in thelist of cardsisalink to the
general OnePoint Messenger help.

Removing OnePoint Messenger from Your PC

If you decide to quit in the middle of installing or setting up OnePoint
Messenger on your PC, or to remove OnePoint Messenger from your
PC after it isinstalled (such as before installing an updated version),
follow these steps:

1 Click Start, then Settings, then Control Panel.

On the Control Pandl, click Add/Remove Programs.
Highlight the OnePoint Messenger program in the list.
Click Add/Remove.

Click OK.

6 Closethe Control Panel.

a b~ W N

If you remove Outlook from your PC, OnePoint Messenger will still
be on the system but will be unavailable. Follow the steps aboveto
removeit.

Setting Up Web Access to Exchange

You can use Internet Explorer or Netscape to connect to your mailbox
on your Exchange Server over the Internet. When you use your Web
browser to connect to your mailbox, the Exchange Server presents
you a Web page that simulates the Outlook interface. Microsoft calls
thisinterface Outlook Web Access. OnePoint Messenger installs an
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extension on the Exchange Server to add unified messaging features
to the Outlook Web Accessinterface. Outlook Web Access and Web
Client download automatically to your system when you use Internet
Explorer. When logging in for the first time with Netscape, you are
prompted to install the Web Client plug-in.

To set up Web browser accessto your mailbox:

1 Install and launch Internet Explorer 4.0 or later or Netscape 4.0 or
later.

2 Configure your dial-up or LAN settings for TCP/IP access.

3 Inyour browser, enter the URL or network address of your
Exchange Server, as described in “ Connecting to Your Mailbox
through the Web” on page 105.

For details on the use of Web Client, see “ Introduction to the Web
Interface” on page 108.

Testing Your PC Sound Setup and Volume Levels

To use your PC to listen to or record voice messages, make sure your
sound card and volume controls are set up properly. Refer to your
desktop multimedia documentation for instructions about how to set
and test the multimedia components.

Also, use the Microsoft utilities included with Windows, such as
Windows Media Player and Volume Control, to test and set your
audio output levels. For details on using those applications, see your
Windows documentation and “Tuning Your Multimedia Setup” on
page 205 in Appendix A.

Where to Go from Here

»  To use OnePoint Messenger to send and receive voice messages
and other mail through Outlook, see Chapter 3, “Using OnePoint
Messenger with Outlook” on page 61.

e To use OnePoint Messenger on the World Wide Web with
Internet Explorer™ and Netscape™ to receive and send voice
messages, see Chapter 4, “Web Access to Exchange” on
page 103.

» To use OnePoint Messenger to view, annotate, create, and send
faxes viatelephone or e-mail, see Chapter 5, “Using OnePoint
Messenger Fax Features’ on page 125.
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To use your PC to configure or modify the telephone user
interface, such as recording your name and greeting announced
on the telephone, see Chapter 6, “ Setting Preferences’ on

page 153.

To learn how to use the Telephone User Interface (TUI), see
Chapter 7, “Using OnePoint Messenger from a Telephone”’ on
page 165.

To learn how to test your multimedia controls, see Appendix A,
“Tuning Your Multimedia Setup” on page 205.

To learn about standard Windows controls, which are used with
Outlook, see Appendix B, “ Standard Windows Controls’ on
page 209.

To find a desired topic, see the Table of Contents or the index of
this book.

Where to Go from Here
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3. Using OnePoint Messenger
with Outlook

This chapter explains how to use Outlook with OnePoint M essenger
to play and create unified messages. This chapter contains the fol-
lowing sections:

Section Page
Starting Outlook and Connecting to Your Mailbox 62
Getting Online Help 62
Overview of OnePoint M essenger Elementsin Outlook | 63
Working with Unified M essagesin the Inbox List 67
Playing Voice M essages 74
QuickPlay 75
Choosing between Telephone and Desktop Audio 76
Choosing between Call-Me and Meet-Me 78
Using Call-Me and Meet-Me 79
QuickPick and the Unified Read M essage Form 83
Creating Unified M essages 91
Addressing and Sending Unified M essages 98
Saving and Deleting Unified M essages 99
Printing M essages 100
Whereto Go from Here 101

NOTE: To use your Outlook to configure or modify the telephone
user interface, such as recording your name and greetings that are
announced to telephone callers, see Chapter 6, “ Setting Preferences’
on page 153.
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If you are familiar with Outlook, skip to the section “OnePoint Mes-
senger Buttons Added to the Outlook Toolbar” on page 65. If you are
unfamiliar with Windows, read Appendix B first.

Starting Outlook and Connecting to Your Mailbox

To use OnePoint Messenger with Outlook, first perform the installa-
tion and configuration procedures in Chapter 2, then start Outlook.
When Outlook starts for the first time, you are presented with a wiz-
ard to help you create a transport profile to Exchange. For details, see
“Creating an Exchange Transport Profile” on page 48.

Depending on how you set your Outlook login preferences, you may
be connected directly to Exchange as soon as you start Outlook, or
you may be presented with a choice of user profiles, a password
screen, or ascreen asking if you want to connect to the server.

NOTE: If you see a password screen on your first use of Outlook, get
your password from your system administrator. You can change your
password and startup screen later. See Outlook help for details.

Logging into Your Exchange Mailbox from a Different PC

You can use OnePoint Messenger with Outlook to log into your
Exchange Server from any PC that has both Outlook and OnePoint
Messenger installed and which has network access to your Exchange
Server. When you log in to Exchange from another PC, any personal
folders on your own PC will not be available.

NOT E: OnePoint Messenger works only with Outlook, not other
Exchange clients. Exchange Client is not Outlook.

Getting Online Help

OnePoint Messenger adds online help to Outlook as Tool Tips,
“What's This” help, and as a comprehensive topical help system, in
paralel to the help offered by Outlook:

e ToolTips: If you hold the mouse over Outlook and OnePoint
Messenger buttons, Tool Tips appear.

*  What's Thishelp: From the Help menu, choose What's This?,
then click a button or other interface element to get a popup with
more information on its function.
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e Help Topics: You can access topics on tasks and forms from
either the Outlook help or OnePoint Messenger help, which are
both available from the Outlook Help menu.

To access online help for OnePoint M essenger on Outlook:
e Choose Unified Messaging Help from any Outlook Help menu.

» For helpon the Unified M essaging tab, click itsHelp button. To
get to the general help contents for OnePoint Messenger from the
tab’s help dialog, click Help Topics.

Training Cards: The OnePoint Messenger Training Cards are expla-
nations of how to perform major tasks using OnePoint Messenger on
Outlook and Unified Fax Printer. The main window of the training

card help isthelist of tasks, such as creating afax or avoice message.

To usethetraining cards:

1 Click the Windows Start button, then choose Programs, then
OnePoint Messenger, then Help.

2 Click atask to see the associated procedure.

Also, alink to the comprehensive OnePoint M essenger topic help
isthe last item in thetask list. You can have both help systems
open and keep them in the background behind Outlook.

3 Toclosethetraining card task list, click the Close box = inthe
top right corner of the help system.

Overview of OnePoint Messenger Elements in Outlook

This section describes the OnePoint Messenger functions added to
Outlook. For afull discussion of Outlook features, see your Outlook
documentation. If you are an experienced Outlook user, you can
probably skim this section. The interface controls are all common to
Windows applications. For more on using the standard Windows
controls used in Outlook, see “ Standard Windows Controls’ on

page 209, or see your Windows documentation.

When you start Outlook, the Outlook main screen appears, showing
the Inbox folder, as shown in Figure 3-1. You can change the default
startup folder. See your Outlook documentation for details.

When you use Outlook with Microsoft Exchange, you can select
whether to leave your mail on the mail server, copy it to your local
drive, or remove it from Exchange to your computer. To be ableto
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access your mail from atelephone, keep your mail on the server. You
can, however, copy your mail to afolder on your computer—for
example, to alaptop that you will use off-line—and still have access
to it on Exchange. For details, see your Outlook online help.

With OnePoint Messenger, the Inbox contains your incoming mes-
sages from both your telephone and e-mail system. Figure 3-1 shows
OnePoint Messenger added to the Outlook Inbox folder, next to the
Outlook Folder View and Outlook Bar.

Figure3-1 Outlook Main Screen, Folder View
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Unified Message type icons in Message Summary

For details on OnePoint Messenger interface elements, see:

“OnePoint Messenger Commands on Main Screen Menus’, next

“OnePoint Messenger Buttons Added to the Outlook Toolbar” on
page 65

“Inbox Message Summary (Inbox List)” and “Unified Message
Iconsin the Inbox List” on page 66

“Folders’ on page 67
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OnePoint Messenger Commands on Main Screen Menus

The menu options on the Outlook menu bar change between folders,
but the same OnePoint Messenger commands appear in each folder:

e Help menu: Unified Messaging Help
e Onthe Tools menu:
* New Unified Message
» Play Unified
e Reply Unified
* Reply All Unified
» Forward Unified
* Initiate Call-Me/Meet-Me
e Terminate Call-Me/Meet-Me
* The Unified Messaging tab within the Options command

With the exception of OnePoint Messenger controlsin the Uni-
fied Messaging tab (available from Tools > Options), each of the
commands in the Tools menu has an equivalent toolbar button.

OnePoint Messenger Buttons Added to the Outlook Toolbar

OnePoint Messenger adds new buttons to the right end of the standard
Outlook toolbar of the Inbox and other Outlook folders, as shown in
Figure 3-1. All of the buttons in the Outlook toolbar have equivalent
commands in the Tools menu of the Inbox. For details on the unified
message buttons, see the section “ OnePoint Messenger Buttons
Added to the Outlook Toolbar” on page 65.

NOTE: Your OnePoint Messenger system administrator configures
user access to certain OnePoint M essenger features, so some features
described here may not appear on your system

@ am@ Four OnePoint Messenger buttons—New Unified, Reply Unified,
Reply All Unified, and Forward Unified—have the same general
function of opening the New Unified Message form. The difference
in that form from the standard Outlook message form is that the New
Unified Message form has a recorder toolbar on it to make it easy to
record a voice attachment. You can use the New Unified Message
form to include every kind of content that you can with the standard
Outlook form. For details, see “ Creating Unified Messages’ on

page 91.
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The OnePoint Messenger buttons on the Outlook toolbar are:

New Unified M essage—Opens am empty New Unified M essage
form (no preset addresses or file attachments.

Play Unified—L aunches the Player toolbar and plays the first voice
attachment in the selected unified message using desktop audio. If
thereis no voice attachment, nothing happens. The Play button does
not trigger the display of afax message.

Reply Unified—Opens a New Unified Message form in reply to the
selected message. This form includes the name of the sender of the
original messagein the To field. The original message is attached.

Reply All Unified—Opens a New Unified Message form with the
names of al “To” recipients of the original message in the To field
and “Cc” recipients in the Cc field. The origina message is attached.

Forward Unified—Opens a New Unified Message form with the
sel ected message attached.

Initiate Call-M e/M eet-M e—Initiatesa Call-Me or Meet-Me session,
depending on the telephone connection method that you have speci-
fied in the Unified Messaging tab. For details, see “Choosing
between Call-Me and Meet-Me” on page 78.

Ter minate Call-M e/M eet-M e—Terminates the active Call-Me or
Meet-M e session.

Inbox M essage Summary (Inbox List)

The Inbox Message Summary (Inbox list) shows your incoming mes-
sages, both opened and unopened. Unopened messages appear in
bold. By default, the Inbox list displays these fields about each mes-
sage: Priority, M essage Status, Flag, Attachment, From, Subject,
and Received Date/Time. You can change which fields appear and
their order. For details, see Outlook help.

Unified Message I consin the Inbox List

A unified message is one created on a Unified Message form or from
atelephone. Theiconsthat appear next to the message on the Inbox
list indicate the primary content.

A telephoneicon in the Inbox list indicates atelephone call or that the
sender created the message using a Unified M essage form.

A fax icon appears when the message is generated by the Unified Fax
Printer or when atelephone user sendsafax. A voice message to
which afax is attached displays a telephone icon.
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The standard Outlook paperclip icon appearsin the attachment field
l|1| of all unified messages that contain voice or fax attachments.

See the Inbox symbols topic in Outlook help for details on standard
Outlook symbols.

Folders

Folders are a standard feature of Outlook. Foldersinclude message
subfolders, public folders, and application folders (Contacts, Notes,
Journal, Calendar, and Tasks). OnePoint Messenger lets you create
unified messages from any folder. The unified messaging buttons
that OnePoint Messenger adds appear in the Outlook toolbar in each
folder, as do the unified messaging commands in the Tools menu and
the Unified Messaging Help command in the Help menu.

Messages you send are stored, by default, in the Sent |tems folder.
Messages you mark for deletion are stored in the Deleted Items
folder. You can create message subfolders for your own needs. You
can move or copy any message to any folder, either manually or by
using the Inbox Assistant (see Chapter 6 “ Creating a Telephone Mes-
sage Alert” on page 161, or see your Outlook documentation.)

Working with Unified Messages in the Inbox List

This section discusses selecting, opening, closing, and managing uni-
fied messages in the Inbox.

Modifying Long Outlook Toolbars

If you shrink the right side of the Outlook window, buttons on that
side of the Outlook toolbar may not be visible. Since OnePoint Mes-
senger adds buttons to the right end of the Outlook standard toolbar,
those buttons will be the first to disappear.

In Outlook 98 and 2000, to help make these buttons visible, you can
create a new toolbar below the standard one, then move some stan-
dard Outlook buttons to it, leaving the OnePoint Messenger buttons
more to the |eft and visible in the Outlook toolbar. You can create
custom toolbarsin al windows.

To create a new toolbar:

1 From the View menu, choose Toolbars, then Customize.... The
Customize dialog appears.

2 Click New. The New Toolbar dialog appears.
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3 Enter aname for the new toolbar.
4 Click Close.

5 With the Customize dialog open, drag standard Outlook buttons
from the Outlook toolbar to the new toolbar.

6 Click Close.

Selecting Unified Messages

Working with unified messages in the Inbox is the same as working
with standard Outlook messages, which is similar to working with
filesin the Windows File Manager. You can select one or more mes-
sages to open, move to another folder, delete, flag, mark as read or
unread, and other options.

To select a message:

Click its message header onceinthe Inbox. Thishighlightsit without
opening it, so that you can choose what to do with it.

To select several messages:

Press [Shift] while clicking the top and bottom message of ablock of
messages.

or

Press [Ctrl] while clicking nonadjacent messages.

You can perform afunction on the selected messages at the same
time, such as saving their combined contents to a single file, moving
them to another folder, marking them asread or unread, deleting
them, or printing them.

Opening Unified Messages

To open a unified message:

Open a unified message just as you do a standard e-mail message:

» Double-click the message.

» Alternatively, select the message, then press [Enter].

To open more than one message, select each, then press [Enter].
Each message opensin its own window. Unified messages openin
one of two types of windows:

» A Unified Read Message form, just as standard e-mail messages
open in astandard Read Message form. The Unified Read Mes-

68

Chapter 3. Using OnePoint Messenger with Outlook



sage form differs from the standard form in several ways, as
described in“ QuickPick and the Unified Read Message Form” on

page 83.

*  QuickPick, a OnePoint Messenger application that opens the
message in a small window showing the message components
displayed asicons. At installation, QuickPick is set asthe
default.

Use the Unified Messaging tab to set which form you want to
open automatically. For details, see “QuickPick and the Unified
Read Message Form” on page 83.

Two other options determine how voice messages play:

e Cal-Me/Meet-Me: Call-Me and Meet-Me are two waysto
establish acombined computer-telephone session, so that you can
listen to and record messages using the telephone handset.

« Auto-play: At instalation, auto-play is set as the default. With
auto-play set, the first voice attachment in a unified message
plays automatically when you open the message.

Using M essage Preview Options

QuickPlay: Theterm QuickPlay represents functionality added to the
Play button on the Outlook toolbar. It givesyou quick accessto
voice attachments from the Inbox list. For details, see “ QuickPlay”
on page 75.

AutoPreview: From the View menu, choose AutoPreview to display
the first three lines of each unread message. You can use thisto
determine if a unified message containstext. Telephone messages
generally have no body text, so nothing appearsin the preview.

Preview: In addition to the three-line autopreview, Outlook 98 and
Outlook 2000 also have a preview pane (View > Preview) that you
can use for the same purpose.

When you see a message with atelephone icon, the subject “ Unified
Message” and no body text, you probably have a voice message that
you can play from the Inbox list without opening. See “Playing
Voice Messages’ on page 74.

Using the Preview Pane

In addition to the “ M essages with AutoPreview” list option,
Outlook 98 and Outlook 2000 provide a preview pane that enables
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you to see much more of a selected message without opening it. Lim-
itations include:

A typical telephone message contains only avoice attachment, so
its preview pane displays only an attachment icon.

»  For messages created in a New Unified Message form in Out-
look, the preview pane displays“I t ens wi t h enbedded
script cannot be displayed in the preview pane.”

*  When you have the preview pane open and Call-Me/Meet-Me set
as the default, selecting a unified message created from atele-
phone launches a Call-M e/M eet-M e connection.

To stop the Call-M e/M eet-M e connection process whilein pre-
view mode:

Click Cancd in the connection dialog.
or

You can change your audio preferences in the Unified Messaging tab
to Desktop Multimedia (or Call-Me, without specifying a phone num-
ber). For details, see: “ Choosing between Call-Me and Meet-Me” on

page 78.
To access a voice attachment when the preview paneis open:

Besides the standard methods of playing the voice attachment sel ect-

ing the message in the Inbox list, then clicking Play or by double-

clicking the message, you can access the voice file from the Preview
[ .. paneif the message was created from a telephone:

Man 11/06/. .. 3KE

Click the left mouse button on the attachment button above the top
right corner of the Preview pane, then click the attachment icon that

= appears.

Mon 11/06/... s |T the phone message contains more than one attachment or an ante-
Moniifoel..  2ke  cedent message, icons appear for each. “Msg.wav” isthe most recent

Msg.wav [122 KB]

voice attachment. Clicking an antecedent icon opens the antecedent
Msg.wav (33 KE] —in QuickPick or the Unified Read Message form, depending on your
) Search engines [129 KE) sat preference.

Closing Messages

You have several ways to close a message in QuickPick or the Uni-
fied Read Message form:

* Press[Esc].
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e Use standard Windows controls (Control Menu button, Close
Box button, or the Close command from the File menu)

= Click the Outlook Delete button in the QuickPick or Unified
Read Message form toolbar. This moves the message to the
Deleted Items folder and opens the next message.

e Click the Unified Message Delete button. This moves the mes-
&
sage to the Deleted Items folder and opens the next unified mes-

sage.

* Click the Outlook Next or Previous buttons to open the next or
previous message.

» -~ e Click the Unified Message Next or Previous buttons to open the
next or previous unified message.

Managing Messages from the Inbox

M essages that appear in your Inbox that come from telephone callers
generaly do not display as much information in their headers about
the caller and subject as do messages sent as e-mail. In the Inbox
message summary, a call made from atelephone displays:

e “Unified Message” asadefault Subject, unlessthe call isa
response to an e-mail, because callers cannot enter a subject.

e “Qutside Caller”intheFrom field, unlessthe PBX sends
information about the caler (calling telephone number, possibly
also the caller name associated with that number) to the Tele-
phony Server. If the call isfrom an extension in the OnePoint
Messenger domain, the PBX is more able to send the name of the
caller along with the calling phone number.

You can make notes about telephone messages that you save in the
Inbox in several ways.

»  Edit the Subject fields of calls.

*  Openthe message. Enter notes on the message body. Close the
message, then mark the message as Unread. |If you select Auto-
Preview view option, you can see your notes in the preview.

» UseaNew Unified Message form to forward the unified message
to yourself, adding notes about it.

To makethe Subject field editable:

1 InOutlook 98 and Outlook 2000, choose Current View from the
View menu on the Outlook main screen, then Define Views.
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2 Inthe Define Viewsfor “Inbox” dialog, select the view(s) in
which you want to edit the Subject field.

3 Sdlect Other Settings.
2 Sdect Allow in-cell editing.
3 Click OK to accept changes.
NOTE: The Allow in-cell editing setting will persist until you
change it, or you change views without saving this view, or you
install a new version of OnePoint M essenger.
To annotate the incoming message summary:
1 Listen to the message.
2 Press[Egt] to close the message.
3 Edit the Subject field of the message:
a.  Select the message.
b. Press[Tab] to select the Subject field.
c. Enter your notes about the caller and subject.
d. Select another message to accept the changes.

Figure 3-2 shows several messages. Thetop line shows acall from
“Outside Caller.” The Subject is being edited to note the information
inthecall. The Subject fieldinthethir