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Notice

While reasonable efforts have been made to ensure that the
information in this document is complete and accurate at the time of
printing, Avaya assumes no liability for any errors. Avaya reserves the
right to make changes and corrections to the information in this
document without the obligation to notify any person or organization of
such changes.

Documentation disclaimer

“Documentation” means information published by Avaya in varying
mediums which may include product information, operating instructions
and performance specifications that Avaya generally makes available
to users of its products. Documentation does not include marketing
materials. Avaya shall not be responsible for any modifications,
additions, or deletions to the original published version of
documentation unless such modifications, additions, or deletions were
performed by Avaya. End User agrees to indemnify and hold harmless
Avaya, Avaya's agents, servants and employees against all claims,
lawsuits, demands and judgments arising out of, or in connection with,
subsequent modifications, additions or deletions to this documentation,
to the extent made by End User.

Link disclaimer

Avaya is not responsible for the contents or reliability of any linked Web
sites referenced within this site or documentation provided by Avaya.
Avaya is not responsible for the accuracy of any information, statement
or content provided on these sites and does not necessarily endorse
the products, services, or information described or offered within them.
Avaya does not guarantee that these links will work all the time and has
no control over the availability of the linked pages.

Warranty

Avaya provides a limited warranty on its Hardware and Software
(“Product(s)”). Refer to your sales agreement to establish the terms of
the limited warranty. In addition, Avaya’s standard warranty language,
as well as information regarding support for this Product while under
warranty is available to Avaya customers and other parties through the
Avaya Support Web site: http://support.avaya.com. Please note that if
you acquired the Product(s) from an authorized Avaya reseller outside
of the United States and Canada, the warranty is provided to you by
said Avaya reseller and not by Avaya.

Licenses

THE SOFTWARE LICENSE TERMS AVAILABLE ON THE AVAYA
WEBSITE, HTTP://SUPPORT.AVAYA.COM/LICENSEINFO/ ARE
APPLICABLE TO ANYONE WHO DOWNLOADS, USES AND/OR
INSTALLS AVAYA SOFTWARE, PURCHASED FROM AVAYA INC.,
ANY AVAYA AFFILIATE, OR AN AUTHORIZED AVAYA RESELLER
(AS APPLICABLE) UNDER A COMMERCIAL AGREEMENT WITH
AVAYA OR AN AUTHORIZED AVAYA RESELLER. UNLESS
OTHERWISE AGREED TO BY AVAYA IN WRITING, AVAYA DOES
NOT EXTEND THIS LICENSE IF THE SOFTWARE WAS OBTAINED
FROMANYONE OTHER THAN AVAYA, AN AVAYAAFFILIATE OR AN
AVAYA AUTHORIZED RESELLER; AVAYA RESERVES THE RIGHT
TO TAKE LEGAL ACTION AGAINST YOU AND ANYONE ELSE
USING OR SELLING THE SOFTWARE WITHOUT A LICENSE. BY
INSTALLING, DOWNLOADING OR USING THE SOFTWARE, OR
AUTHORIZING OTHERS TO DO SO, YOU, ON BEHALF OF
YOURSELF AND THE ENTITY FOR WHOM YOU ARE INSTALLING,
DOWNLOADING OR USING THE SOFTWARE (HEREINAFTER
REFERRED TO INTERCHANGEABLY AS “YOU” AND “END USER?”),
AGREE TO THESE TERMS AND CONDITIONS AND CREATE A
BINDING CONTRACT BETWEEN YOU AND AVAYA INC. OR THE
APPLICABLE AVAYA AFFILIATE (“AVAYA”).
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Copyright

Except where expressly stated otherwise, no use should be made of
materials on this site, the Documentation, Software, or Hardware
provided by Avaya. All content on this site, the documentation and the
Product provided by Avaya including the selection, arrangement and
design of the content is owned either by Avaya or its licensors and is
protected by copyright and other intellectual property laws including the
sui generis rights relating to the protection of databases. You may not
modify, copy, reproduce, republish, upload, post, transmit or distribute
in any way any content, in whole or in part, including any code and
software unless expressly authorized by Avaya. Unauthorized
reproduction, transmission, dissemination, storage, and or use without
the express written consent of Avaya can be a criminal, as well as a
civil offense under the applicable law.

Third-party components

Certain software programs or portions thereof included in the Product
may contain software distributed under third party agreements (“Third
Party Components”), which may contain terms that expand or limit
rights to use certain portions of the Product (“Third Party Terms”).
Information regarding distributed Linux OS source code (for those
Products that have distributed the Linux OS source code), and
identifying the copyright holders of the Third Party Components and the
Third Party Terms that apply to them is available on the Avaya Support
Web site: http://support.avaya.com/Copyright.

Trademarks

The trademarks, logos and service marks (“Marks”) displayed in this
site, the Documentation and Product(s) provided by Avaya are the
registered or unregistered Marks of Avaya, its affiliates, or other third
parties. Users are not permitted to use such Marks without prior written
consent from Avaya or such third party which may own the Mark.
Nothing contained in this site, the Documentation and Product(s)
should be construed as granting, by implication, estoppel, or otherwise,
any license or right in and to the Marks without the express written
permission of Avaya or the applicable third party.

Avaya is a registered trademark of Avaya Inc.

All non-Avaya trademarks are the property of their respective owners,
and “Linux” is a registered trademark of Linus Torvalds.

Downloading Documentation

For the most current versions of Documentation, see the Avaya
Support Web site: http://support.avaya.com.

Contact Avaya Support

Avaya provides a telephone number for you to use to report problems
or to ask questions about your Product. The support telephone number
is 1-800-242-2121 in the United States. For additional support

telephone numbers, see the Avaya Web site: http://support.avaya.com.
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Chapter 1. Customer service

Visit the Avaya Web site to access the complete range of services and support that Avaya provides. Go
to www.avaya.com or go to one of the pages listed in the following sections.

Navigation

« Getting technical documentation on page 5

« Getting product training on page 5

« Getting help from a distributor or reseller on page 5

« Getting technical support from the Avaya Web site on page 6

Getting technical documentation

To download and print selected technical publications and release notes directly from the
Internet, go to www.avaya.com/support.

Getting product training

Ongoing product training is available. For more information or to register, you can access the
Web site at www.avaya.com/support. From this Web site, you can locate the Training contacts
link on the left-hand navigation pane.

Getting help from a distributor or reseller

If you purchased a service contract for your Avaya product from a distributor or authorized
reseller, contact the technical support staff for that distributor or reseller for assistance.
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Customer service

Getting technical support from the Avaya Web site

The easiest and most effective way to get technical support for Avaya products is from the
Avaya Technical Support Web site at www.avaya.com/support.
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Chapter 2: Using CallPilot Desktop
Messaging for Internet clients

Avaya CallPilot® from Avaya is an advanced business communications system that offers exceptional
flexibility for managing your messaging needs.

You can work with Avaya CallPilot from your telephone or your computer. Desktop Messaging gives you
access to your CallPilot mailbox through your Internet e-mail client. Here are some of the many ways you
can use CallPilot with your e-mail:

« Listen to voice messages.

* View and print fax messages.

* Record and send voice messages.

* Create and send fax messages, including batch faxes.
« Forward and reply to voice and fax messages.

* Contact the sender of a message.

« Add message options such as urgent and private.

« Add voice, fax, or text file attachments to messages.

« Create personal distribution lists.

« Change your CallPilot password.

» Access web-based My CallPilot to view user information and change your feature settings.

Some features mentioned in this guide may not be available for your CallPilot mailbox. For details, refer
to the Feature availability topic in the Desktop Messaging online Help, or ask your administrator.

Getting started

About this guide

This user guide is an overview of how to use CallPilot with your Internet e-mail.
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Using CallPilot Desktop Messaging for Internet clients

The instructions and screen images shown in this guide provide general information for using
CallPilot with your e-mail. Specific details may vary for each e-mail application.

The CallPilot Player also includes online Help, available through the Help menu.

What you need

Before you start to use CallPilot, your administrator ensures that your e-mail account is
correctly configured for CallPilot. Your computer must be set up according to the following
requirements:

« CallPilot Player to play and record voice messages
» Avaya Fax Driver to create faxes

» Outlook Express 6.0, Outlook 2002 (XP) (Internet Mail Mode), Outlook 2003 (Internet Mail
mode), Outlook 2007 (Internet Mail Mode), or Vista Windows Mail

» Windows 2000 Professional, Windows XP Professional, or Windows Vista
* Monitor with 256-color 800 x 600 capability

» 15 Mbytes of free disk space to install software

» Sound card and speakers for playing voice messages on your computer

» Microphone connected to your computer, or a telephone situated near your computer, for
recording voice messages

* LAN (Ethernet), ISDN, ADSL, or dial-up modem connection to the CallPilot server for
accessing CallPilot messages

* For My CallPilot access:
- For Windows: Internet Explorer 6.0, 7.0, 8.0 and 9.0, Firefox 2.0 for Windows.
- For Macintosh: Safari 1.3.2 for Macintosh OS X

- For Linux: Mozilla 1.7.x, Firefox 2.0

For updates on the latest supported versions, contact your CallPilot administrator.

Note:
Turn on Compatibility View for My CallPilot to display pages correctly in Internet
Explorer 9.0. To turn on compatibility view:

i. Open Internet Explorer by clicking the Start button. In the Search box,
type Internet Explorer, and then, in the list of results, click Internet
Explorer.

ii. Click the Compatibility View button on the Address batr.
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Logging on to CallPilot

Logging on to CallPilot

When you log on to your e-mail, you can log on to CallPilot at the same time.
1. Open your Internet e-mail.
Alog on dialog box appears.
2. If required, type your VPIM network shortcut and mailbox number.
3. In the Password box, type your CallPilot password.
4. Click OK.

¥ Note:
Do not leave the Remember password box checked on a shared computer.

To change your password the first time you log on

Your administrator can give you a password and tell you to change the password, before you
log on through your Internet e-mail. To do this, log on to CallPilot from the telephone or log on
to My CallPilot on your computer.

After the first time you log on, you can change your password from the CallPilot Player. See
To change your CallPilot password on page 33.

To log off

When you exit your e-mail application, you automatically log off from the CallPilot Desktop
Messaging client as well.

Remote login

You can log on to your mailbox from any computer that has CallPilot installed and configured
in the same way as your office computer. For example, you can use a computer set up for
guest access, or your home computer with a dial-up connection to the server.
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Using CallPilot Desktop Messaging for Internet clients

Working with your CallPilot messages

When you open your e-mail with CallPilot installed, your CallPilot messages appear in your
inbox. You can open, move, copy, delete, forward, and reply to CallPilot messages, and
compose new CallPilot messages, in the same way as your e-mail messages.

To open a message

To open a CallPilot message, double-click anywhere on the message line, and then double-
click the voice or fax icon to open the attachment. See Playing voice messages on
page 11, and Viewing fax messages on page 12.

To delete a message

Delete CallPilot messages the same way as your e-mail messages. You can delete a CallPilot
message in your inbox or in an open message.

To mark CallPilot messages as read or unread

In your inbox, unread messages appear in bold text and read messages appear in plain text.
You can change whether a message is marked as read or unread using a shortcut menu. These
changes also affect your Message Waiting Indicator. For example, if you have no unread
messages, and you then mark one as unread, your Message Waiting Indicator turns back
on.

1. Inyour inbox, select one or more messages (hold down the Ctrl key to select more
than one).

2. Right-click the selected message, and then click either Mark as Unread or Mark as
Read.

These options are also available from the Edit menu.

Note:
The wording of these options could differ on your Internet client.
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Playing voice messages

Playing voice messages

You can choose to play your voice messages from your telephone or your computer.

To select your telephone or computer to play voice
messages

To change the setting, or to change the telephone number that CallPilot dials, see Changing
audio settings on page 35. You can also click the Telephone or Computer icon on the CallPilot
Player to change the setting (see the following illustration of the CallPilot Player).

To play a voice message

1. Double-click the message in your inbox, and then double-click the Voice icon in the
open message, as shown here:

|I

The CallPilot Player appears.

i_hoose either Zontact the
telephone or sender of a
compuier to ¥ CallPilot Player M| messace

record/play

messages — | be Yew Actions Help |_-Disconnect

the telephone

Play
Adjust volume

Stop// /J]J {{ Adjust playback
/ speed
Record Goto Sk|p Sklp Go to

beginning hack forward  end of
of message message

2. If you selected the telephone for playback, answer your telephone when it rings.

3. Use the buttons on the CallPilot Player to play or stop the message, and to go
backward and forward. You can call the sender from your telephone.
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Using CallPilot Desktop Messaging for Internet clients

4. You can print, delete, save, forward, and reply, as you would with an e-mail
message.

5. When you are finished, hang up the telephone if you used it, close the CallPilot
Player, and close the open message.

To save a voice message as a file to use later

1. In an open message, right-click the Voice icon, and then click Save as.

2. In the File name box, type a name for the file, select a folder to keep the file in, and
then click Save.

Viewing fax messages

To view faxes, you can use the fax viewing software included with the Windows operating
system, or install your own software.

In order to receive faxes, your CallPilot administrator must enable fax capability for
your mailbox.

To view a fax message

1. Double-click a fax message in your inbox, and then double-click the fax
attachment.

2. While viewing the fax, you can enlarge or reduce the image, rotate or move it, print,
delete, save, forward, and reply to the fax.

3. When you are finished, close the message.

Composing voice messages

To compose and send a CallPilot voice message, you record a message, save it as a file, and
then attach the file to a new message and send it. You can also save the file to send later.

12 Avaya CallPilot® Desktop Messaging User Guide for Internet Clients October 2011
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To record a voice message and save the message as a file

To record a voice message and save the message as a file

1. From the Windows Start menu, click Programs > Avaya > CallPilot Desktop
Messaging > Audio Player.

The CallPilot Player appears.

Zhoose either iZontact the
telephone or sender of a

Computer to Ec . — message
allPilot Player =
recordiplay J [F)=X)
File Yiew Actions Help |_Disconnect

messages — |
T 2— the telephone

Play ——————— & | 1| @ | prow
—J - Adjust volume
Stop /J]J {K Adjust playback
/ / \ speed
Record Goto Skip Skip Goto

beginning back forward  end of
of message message

2. Choose how you want to record the voice message: On the CallPilot Player panel,
click either the telephone or computer icon.

3. To start recording, click the red Record button.
4. Do one of the following:

« If you are recording from the computer, record your message into the
microphone. Click Stop to end the recording. Click Play to review it. To add to
the recording, click Record, speak again, and then click Stop.

« If you are recording from the telephone, answer when the telephone rings. At
the tone, record your message. Click Stop to end the recording. Click Play to

review it.

When you are finished, hang up the telephone.

5. On the CallPilot Player File menu, click Save As, and type a name for the file. Save
the file as a VBK file.

6. Click Save.
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Using CallPilot Desktop Messaging for Internet clients

To send a voice message

1. From your e-mail inbox, open a new message form.

2. Add the voice file you recorded as an attachment. You can also add text to the
message.

3. Address and send the message the same way as an e-mail.

Note:

Ensure that plain text format is selected in your e-mail client. If rich text format
(RTF) is selected, the message delivery may fail.

Composing fax and text messages

To create a fax, your CallPilot mailbox must have fax capability, and your computer must have
Desktop Messaging installed. CallPilot recipients of your fax must also have fax capability to
view the fax on their computer. E-mail recipients do not require specific fax capability. If your
recipients access their messages from their telephone, they can view the fax only by printing
it. You can also send your fax to a fax machine.

To create and save a fax file

1. Start the application you want to use to create the fax, for example, Microsoft Word.
The document you open or create must be no wider than 8.5 in. (21.5 cm).

Multiple page documents are allowed.

2. When the document is ready, from the File menu, select Print, or whichever option
opens the dialog box to allow you to select a printer.

3. From the list of printers, select Avaya Fax,

4. Click OK or Print, or whichever option sends the file to the printer you selected.

The Compose Fax dialog box appears.
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To send a single fax or text message

File name —

Send fax —"|
options

Cover page —|
option selection

Save to send
later

View before

liem Pages

1

Miceozoft Word - Fax test doc

Totdlpages: 2
Send opbors
Send wsng

=

Fax machine(s} [

[Fa maching [soparate each lax number vath a ]

Wiew/Edt

1 Bemove w\
|

Move Em\*\

Subjoct |
™ Regeive a confimation of delvery
I¥ Femember changes

[ Cover page
Use fox cover poge: [T |
H"‘q._

Save As | Ext

=]

Browyre
Mogky

Help ]

sending

Delete before
sending

\Change order
of files to be
faxed (if there is
more than one
file)

If you want to include a cover page with the fax, choose one from the Use fax cover

page list, or click the Browse button to navigate to a different one.

For more information, see Using fax cover pages on page 22

. Click Save As.

Type a hame for the file and browse to select a folder to save the file in. Save the

file as a TIF file.

8. Click OK.

9. To close the Compose Fax dialog box, click Exit.

To send a single fax or text message

1. From your e-mail inbox, open a new message form.

2. Add a fax file as an attachment, or type text. Fax files must be in TIF format.

3. Address and send the message the same way as an e-mail.

Creating and sending fax batch messages

To send customized CallPilot fax messages to multiple recipients you can use Microsoft Word
Mail Merge, and send your print job to the Avaya Fax Batch printer. You must be familiar with
Microsoft Word Mail Merge functionality to use this feature. Consult your Microsoft Word

documentation. Note that the CallPilot Fax Batch feature is only available to CallPilot Desktop
and Web users who install the Avaya Fax Batch Print Driver.

Avaya CallPilot® Desktop Messaging User Guide for Internet Clients
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Using CallPilot Desktop Messaging for Internet clients

To use Mail Merge with CallPilot, you need your main document (the file you want to send to
your recipients) and a data source document that contains recipient information such as names
and fax numbers.

Your CallPilot Desktop Messaging installation includes a sample Microsoft Word data source
named Data.doc and a sample Microsoft Word main document named Sample.doc.

Accessing and modifying the sample Data source
document

16

The Data.doc file consists of a Microsoft Word table, organized in columns, with one row for
each recipient. The following column headers exist in the sample: ToFax, ToName, DelReceipt,
DelType, ToCompany, and ToPhone. These column headers can be modified and deleted and
new columns can be added. The column header names serve as tags, which can be inserted
into the main document, to customize the fax for each recipient, or to direct CallPilot how to
handle the fax.

1. Go to \Program Files\Avaya\CallPilot\fax directory and open the Data.doc file.

Il
Ble  Edt  View Jreert  Format  Jock Table  Window Heb tien ¥ X
DEESN ERY DRI QHFE > -0 Tige?
Find Showng Markp = Show~ &y &3 U - X3~ (3~ = @,

L T T—— R T R O R R T ' _j
ToFaxe ToNumes | Delfeceips:  DelTypes ToCompany ToFhaes o
08324261 a Biljsme lo a Pena.un Copyo a a
£2324% e Ardyt la E] LA Westo £l a
1 o
=
1= £
o
_' ¥

s af@]s « il
pawr |3 |mgoshopese N\ W CJOERE 4 S RIM - Z-A-ETS0m.
Page 1 Sec 1 11 At 14" Lnd4  Coi I EXT Engsh(us GX 4

2. Add new columns or subtract existing ones, as required. For new columns, chose
a meaningful column header name.

3. Add the required data under each column header. The data source can be created
by any means available to populate a Microsoft Word table, including importing
information from existing files.

If you edit the recipient list using the Mail Merge utility (that is, click Edit in the Data
source section of the Microsoft Mail Merge Helper), the Data Form window opens
and lists all the entries from the data source table. You can add, delete, modify and
search for records in this window. Any column headers that you added or modified
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Accessing and modifying the sample Data source document

in the data source file automatically appear in this window. Note that the ToFax text
box is the only mandatory field for CallPilot.

The following parameters and characters are supported in the ToFax text box:

» Maximum supported length for the fax phone number is 120 characters.
* Numbers 0 through 9 are supported.

» Uppercase and lowercase P and the comma is used when a pause is
necessary.

» The Pound sign (#) is supported.

« Common phone number symbols, such as left and right parentheses and the
dash, are supported.

* Spaces are supported.

* When placed before a CallPilot mailbox number, to designate the mailbox
address, the M is not case-sensitive.

The other fields are optional and are used to customize the fax or to direct CallPilot
how to handle it. Three specific CallPilot fields and their parameters are:

» ToName: This is the fax recipient's name and can be up to 256 characters in
length.

* DelReceipt: You can use this tag to receive a Delivery Receipt in the form of
a CallPilot message in your CallPilot mailbox, when the fax is delivered to the
recipient. If the DelReceipt text box is set to 1, then a delivery receipt is
generated. If DelReceipt is set to 0, a delivery receipt is not generated for that
recipient. If the DelReceipt text box is empty, or the field is not in Data.doc,
then no delivery receipt is generated.

DelType: This text box is used to set a delivery priority for each recipient. If the
DelType text box is setto 0 or is left empty (or if DelType Text Box is not present
in your Data.doc), the message is tagged for Normal delivery. If DelType is set
to 1, then the message is tagged for Economy delivery. If DelType is set to 2,
then the message is tagged for Urgent delivery. Messages sent to non-CallPilot
recipients with the Delivery Type set to Economy is delivered on a schedule

defined by the CallPilot server for Economy delivery. Note that messages sent
to CallPilot mailboxes is not affected by the Economy designation and is sent
as Normal messages. Transmission of messages tagged as Normal or Urgent
is gin immediately. Urgent messages display the Urgent icon when displayed
from My CallPilot or a Desktop Messaging client and a voice prompt identifies
the message as Urgent from the CallPilot telephone interface. Messages sent
Urgent are treated as Normal when they are sent to non-CallPilot addresses.
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4. When you have updated the table, save all changes. You normally supply a unique
name for your data file; however, for the remainder of these procedures, the name
Data.doc is used.

5. Close the document. The Data.doc file can now be used as a data source by
Microsoft Mail Merge.

Accessing and modifying the sample Main document

The Sample.doc file is an example of a Microsoft Word main document.

From the \Program Files\Avaya\CallPilot\fax directory, open Sample.doc in Microsoft
Word.
This document contains tagged fields corresponding to those in the example Data.doc file. You
can use this as a template for your own fax or for practice purposes. If you modify the column
header names in Data.doc, you must modify them in your main document as well.

First page

The first page of the main document is a special page and does not become part of the final
fax. Sample.doc is installed with the first page set up correctly.
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The purpose of this page is to provide a location to map information in the data source to each
customized fax document. To signal CallPilot that this as a Fax Batch file, and to prevent this
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First page

page from becoming part of the fax, two special control codes must be present on the first

page:
$S0J$ Start of Job, signals the fax driver to start processing, and can be placed
anywhere on the first page.
/zz Start this page, prevents the first page from becoming part of the fax

message, and can be placed anywhere on the first page.

The CallPilot Desktop software retrieves the Fax Number from the first page of the document.
Additionally, CallPilot Desktop software retrieves the Recipient Name, the Delivery Receipt,
and the Delivery Type, if they exist on the first page.

Itp Fax Number, is used to address the message. This text box is required.

/dr Delivery Receipt, is turned on or off for each recipient. This text box is
optional.

Itn Name of Recipient, is used to identify the record in the Avaya Fax Batch
Status dialog if the fax number is either missing or invalid. This text box
is optional.

/dt Delivery Type, is used to mark messages for Normal, Economy or Urgent

delivery. This text box is optional.

To complete the page, the Fax Number column header (that is, <<ToFax>) must be inserted
after the /tp control using the Mail Merge insert function. Also, the Delivery Receipt column
header (that is, <<DelReceipt>>) can be inserted after the /dr control, the Name of Recipient
text box (that is, <<ToName>>) can be inserted after the /tn control, and the Delivery Type text
box (that is, <<DelType>>) can be inserted after the /dt control.

Note:
All fax batch controls are case sensitive.

As an advanced fax addressing feature, you can also modify all data in a single column, without
actually modifying the data source file. For example, if an existing data source table contains
fax numbers for a large number of recipients, but the external access number 9 is missing, this
number can be added to all fax numbers by modifying the control on the first page of the
document as follows:

Example
ltp9<<ToFax>>

In this example, a 9 is added to the beginning of each phone number during fax batch
processing. The data source remains unchanged, and can be used from a different location
that does not require a 9 for external access.
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Second page

Once the data source document and the first page of the main document are created, you can
begin to customize your fax.

Note:
The page must be equal to, or less than 8.5 inches in width.

You can use all of the data source column header tags to customize the document. The
following is an example using the Sample.doc file:
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In this example, the document is customized for each recipient. Data source column headers
are inserted into the document using the Microsoft Word Mail Merge utility Insert function. After
the main document is customized, the document is ready to be merged with the information in
the Data.doc file. Consult your Microsoft Word Mail Merge help for more details on inserting
data source text boxes into the document.

Merging data from the data source into the main document

When you are ready to merge data from the data source file into your main document:

1. Start Mail Merge from the Microsoft Word Tools menu. Depending on which version
of Microsoft Word you are using, Mail Merge is under different menu headings.
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Merging data from the data source into the main document

a. In Office XP, select Tools > Letters and Mailings > Mail Merge Wizard.
b. In Office 2000, select Tools > Mail Merge.

c. Inthe Office 2007, select Mailings > Start Mail Merge > Step by Step Mail
Merge Wizard.

2. Verify that Sample.doc is currently selected as the main document, and that
Data.doc is currently selected as the data source.

3. Select Merge to Printer, and then select the Avaya Fax Batch driver from the Print
dialog box that appears.

Note:
Ensure that Microsoft Word is not set up to print pages in reverse order.

4. Click OK in the Print dialog box to initiate the batch fax process.

When the document is merged, data values from the data source file are merged into the main
document at the appropriate tag positions and a separate fax TIF file for each recipient is
created. CallPilot Desktop software addresses and transfers the fax files to the server. The
CallPilot server sends the fax to the recipients.

After the process starts, the Print Status dialog box appears. The page number increases
incrementally as each page is converted to a TIF file. Since the first page is skipped, this page
is notincluded in the count. For example, if a three-page fax is sent to ten recipients, the dialog
box displays Printing page 1, Printing page 2, and continues up to Printing page 20. Only 20
pages are printed, because the first page of each document is skipped.

Problems that occur while creating the fax images, or with the fax addresses, are displayed in
a separate Avaya Fax Batch Status dialog box:

Problems, such as a missing fax address or an unsupported fax address format, are checked.
However, problems such as a wrong fax number is not identified, provided the number is in a
valid format. A wrong fax number, however, results in the sending of a non-delivery receipt to
the user's CallPilot mailbox by the CallPilot server.

When you click OK, the batch process ends, and no faxes are sent. You must fix the fax
addresses, and resubmit the job.

If all faxes and addresses are created properly, a dialog box appears while the faxes are being
addressed and transferred to the CallPilot Server. The Avaya Fax Batch Status dialog box
indicates the status of the batch job. If you press Cancel in this dialog box before the job is
completed, another dialog box appears, asking you to confirm the cancellation. If you select
Yes, all temporary files are deleted, and the process ends. However, all faxes that are already
transferred to the CallPilot server are sent.

If a problem occurs while transferring the fax, a dialog box similar to the following appears:
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: Calirilot Desktop Messaging x|

( 2 Faled to send the Fax addressedta 7 m7461
Would you lie to Retry? Choose Yes to Retry, No to Skip or Cancel to end the Fax Batch process.

Mo [ Cancel I

If you select Yes, an attempt is made to resend the fax to the server. If you select No, the current
fax is skipped, and processing begins on the next fax in the list. The skipped fax is not sent. If
you select Cancel, another dialog box appears, asking you to confirm the cancellation. If you
choose Yes, all temporary files are deleted, and the process ends. Any faxes already
transferred to the CallPilot server are sent. If you choose No, the failure dialog box shown
above appears again, allowing you to make a different choice.

A confirmation dialog box appears once all faxes have been submitted to the server.

Using fax cover pages

You can choose to include a cover page with your faxes. The server administrator typically
designs and manages these cover pages, but you can choose the desired style of cover page
(if more than one is available).

Cover pages created with these tools include the following information:

From Information: Title Name Department Company
Phone number Fax number

To Information: Title Name Department Company
Phone number Fax number

Number of Pages
Sent Date & Time

A Cover Sheet Memo section

Avaya Fax printer driver form

You can select a cover page in the Compose Fax dialog box when you are using the Avaya
Fax printer driver to create a fax (for step-by-step procedures, see To create and save a fax
file on page 14).
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Modifying and previewing fax cover pages
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If you choose to send your fax to a specific destination (for example, a fax machine), you can
then select a cover page from the Use fax cover page list. You can then modify the cover page
contents (see the following section). If you do not want a cover page, select No cover page
from the list.

Modifying and previewing fax cover pages

You can preview the current cover page and maodify its contents by clicking the Modify button
in the Avaya Fax Printer driver window.
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B Modify Cover Page
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Click on Preview to view the current state of the cover page.
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Cover Page Preview
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Modifying and previewing fax cover pages

You can make changes to the cover page fields; however, the Fax text box is always read-only.
CallPilot populates the Fax text box using address information from the Fax driver forms. The
Memo section displays information from the Modify cover page form.

9 Note:

The maximum length of the Memo text box is 2500 characters. The maximum length of the

other cover page text boxes is 30 characters.
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Addressing messages

To address a message from an address book

You can address a CallPilot message from the CallPilot Address Book on the server, or from
the e-mail address book on your computer or on the server. Address CallPilot messages the
same way as your e-mail messages.

» The CallPilot Address Book on the server is maintained by your organization, and contains
the addresses of the CallPilot users and distribution lists that you are allowed to use. You
cannot edit this list.

« If you maintain a personal address book of e-mail addresses, you can add CallPilot
addresses to this list.

To add CallPilot addresses to your personal address book

If you have an e-mail personal address book on your computer, you can add CallPilot
addresses and distribution lists to it. Add CallPilot addresses the same way as e-mail
addresses. You may want to distinguish between CallPilot and e-mail addresses by adding
CallPilot after the recipient's name.

To address a message manually

You can type an address directly into the To text box of a new message. If you choose to do
this, use the following format guidelines:

Required format for a CallPilot e-mail address
XXXXYYYY@ZZZZ

XXXX = VPIM network shortcut
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Setting up message forwarding

YYYY = CallPilot mailbox number

727277 = CallPilot server FQDN (server and domain)

Example of a CallPilot address entered manually

If a CallPilot server nal2345 in the domain us.avaya.com with VPIM network shortcut 1905555
contains mailbox 1212, the CallPilot address for that mailbox would be:

[19055551212@nal2345.us.avaya.com]

Setting up message forwarding

You can forward your CallPilot messages to another CallPilot mailbox or to an external e-mail
address. To do this, you must create and enable a message forwarding rule, which is a set of
criteria defining which messages to forward and where to forward them.

Either you or your CallPilot administrator can create a message forwarding rule. To create it
yourself, you must use My CallPilot; however, you can enable and disable it using either My
CallPilot or the telephone (option 8-5-1).

For information about configuring and enabling a message forwarding rule, see the Desktop
Messaging User Guide for My CallPilot (NN44200-109).

IMAP clients

You can access your IMAP client from a Windows, Macintosh or Linux computer. You can
access CallPilot messages directly by connecting to a CallPilot server or to a third party e-mail
server. Windows and Macintosh users have the option of installing the CallPilot player and
receiving their messages in VBK format. Forwarded CallPilot messages appear in the standard
e-mail form for the e-mail client, and they display with standard e-mail icons.

Using the Message Waiting Indicator

Desktop Messaging includes a Message Waiting Indicator (MWI) that appears as a telephone
handset icon in the lower-right corner of your screen, in the Windows taskbar or system tray.
The Message Waiting Indicator notifies you if you have new messages and provides you with
quick access to your inbox.

A red telephone handset icon indicates that you have new messages:
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The appearance of the Message Waiting Indicator icon changes to give you additional
information about your connection to the server as follows:

You are not lagged on to CallPilot
. You are logged on, but yvou have no new messages

. There is a communication problem with the server

Note:

When using a Geographic Redundant pair of servers, your server information is visible by
holding your mouse over the Message Waiting Indicator icon. This tells you if you are

connected to the main or alternative server, and provides the IP address of the current
server.

To configure the Message Waiting Indicator

Use the CallPilot MWI Configuration dialog box to:
* show or hide the Message Waiting Indicator
« enable and disable its pop-up balloon text
« control how long the balloon text stays on the screen
1. In the Windows taskbar, right-click the Message Waiting Indicator icon.

2. Click CallPilot MWI Configuration.

The CallPilot MWI Configuration dialog box appears.
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To configure the Message Waiting Indicator

CallPilot MW Configuration [g
General ]
Server. |CallFilot 234 |
WPIM network shortcut; |1508 j
Mailbes: 4723 |
Pazsword: |

™ Remember passward

LChange password... | Advanced...

My CallPilat URL: |http: Airpzerver/MyCallPilat
v Matiby e of My CallPilat URL changes

Ml lzon
v Show MW lcon on taskbar

[v Dizplay pop-up balloon for |5 zeconds

ok | Cancel Apply
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x
General I
Stabuz
Setver Im ﬂ 'EIJ'
Altemative Server J1521682133 -
YFIM netwerk thoricut: [543 =
Mailbox; IE[IEID _'_]
[T Remember pazswvord
Change passwaord. I Advanced .
My CalPilot URL: [hitp:#marmy-calpilod
¥ Moty me of My CalPiat UAL changes
ke lcon
W Showe WM lcon on taskbar
W Display popup balloon for [5 seegnds
] 4 Cancel Anply

9 Note:

The first four boxes (Server, Alternative Server, VPIM network shortcut, and
Mailbox) are for information only and they appear dimmed,; if you want to change
information in these boxes, you can access them on the General tab at Tools >
CallPilot Desktop Messaging > Configuration.

9 Note:

The green circle containing a check mark indicates which server is currently
active. If neither server is available, then the minus sign appears next to each
server. The client automatically restores connection to the appropriate server
when connectivity becomes available.
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To use the Message Waiting Indicator

Note:

If an alternative server is configured while you are logged in to CallPilot, your
alternative server information will only be visible after you have logged out and
logged in again.

3. If you want to open My CallPilot and play your latest message by double-clicking
the icon, ensure that the My CallPilot URL box contains the correct URL. You must
be connected to a CallPilot 5.0 or later server for this to work.

Ask your CallPilot administrator for the correct URL. Typically, the URL appears in
one of the following formats:

« http://prefix.hostname.com/mycallpilot/
« http://IP address/mycallpilot/

4. To show or hide the Message Waiting Indicator icon, select or clear the Show MWI
Icon on taskbar check box.

Note:

If you hide the icon and then decide you want to show it again, from the Windows
Start menu, choose Programs > Avaya > CallPilot MWI Icon. The icon reappears
in the taskbar.

5. To enable or disable the balloon text, select or clear the Display pop-up balloon for
x seconds check box. You can also change the number of seconds the balloon text
appears on the screen.

6. To save your changes, click OK.

To use the Message Waiting Indicator

Here are some helpful tips for using the Message Waiting Indicator:

« To display your mailbox number, the address of the server, and the number of messages
waiting in your inbox, position the pointer over the icon.

* Right-click the icon to display a shortcut menu with options to:

- open My CallPilot (if a URL for My CallPilot is defined in the configuration settings
for the Message Waiting Indicator)

- configure the Message Waiting Indicator
- log on to or off from your CallPilot mailbox

- exit from the Message Waiting Indicator so it no longer appears
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« To open your latest CallPilot message in My CallPilot, double-click the Message Waiting
Indicator icon.

Note:

If this does not work, ensure that the My CallPilot URL box contains the correct URL
in the CallPilot MWI Configuration dialog box. To open it, right-click the Message
Waiting Indicator icon, and then click CallPilot MWI Configuration.

Note:

If you are using Internet Explorer 6, a new browser session might start each time you
double-click the Message Waiting Indicator to read a new message. You can change
this behavior as follows: From the Internet Explorer Tools menu, click Internet Options.
Click the Advanced tab, and then in the Browsing options, ensure the Reuse windows
for launching shortcuts option is selected.

Changing your mailbox settings

Note:

You can change a forgotten mailbox password by e-mail or secret question. Contact your
administrator for the required link. See Password change service on page 34.

Your administrator enters the default CallPilot access information for you. You can change
these settings if required.

To view or change your CallPilot access settings

1. Open the CallPilot Player: From the Windows Start menu, click Programs > Avaya
> CallPilot Desktop Messaging > Audio Player.

2. On the CallPilot Player, select View > Configuration.

3. Click the General tab to display your current access settings.
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To change your CallPilot password

CallPilot Desktop Messaging Configuration @

General ] Audio |

Server. [CaﬂPiLoH 234 ﬂ
YPIM network shortcut; i1508 j
Mailbox: [4723 -]

Password: |
™ Remember password

Change password... | Advanced...

My CallPilot URL: Ehltpt #mpserver/MyCallPilot

I¥ :Natify me of My CallPilot URL changes

| 0K | Cancel 1 Apply | Help ‘

4. Make any changes required.

For information about the fields on this tab, click the Help button.

9 Note:

To change the IMAP port or specify SSL, click Advanced.
5. When you are finished, click OK.

To change your CallPilot password

Your CallPilot password is the same password that you use from the telephone.

1. Repeat steps 1 to 3 in the previous procedure to open the General tab.
Click Change Password.

In the Old password box, type your current password.

In the New password box, type your new password.

In the Retype new box, type your new password again.

Click OK to save the change.

N o g kM D

Click OK to exit the General settings.
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Password change service

The password change service is available for changing your password or changing forgotten
passwords.

Connecting to the password change service web page

1. Access the Password Change Service home page using the link provided by your
administrator (https://<Web server host name or IP address>/cppwdchange/
default.asp)..

2. Select a CallPilot server name from the predefined list and enter your mailbox
number.

3. Click Next. . The Password Change Service home page appeatrs.
Modifying password change service settings
1. From the Password Change Service home page, select Modify Password Settings.
The Password Change Service login page appears.

2. Enter your mailbox password and click Login. The Password Change Service page
appears.

From the Password Change Service you can perform the following actions:

Field Description

Change Password Use this section to immediately change your password. See
Changing a password on page 34.

Email Enter the E-mail address you want Password Change Service
to use when sending change password E-mails.
Click Save Email settings to save your E-mail address.

Questions and Answers | Enter your secret questions and associated answers. These
guestions must be answered when changing your password
using the Secret Question feature.

Click Save Q & A Settings to save your questions and
answers.

Changing a password
1. Fromthe Password Change Service page, enter a New Password and Confirm New
Password.
2. Click Change Password.
Changing a password by email

This procedure is only available if the Change Password Via Email function has been enabled
by your administrator. Use this procedure if you have forgotten your password.
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Changing audio settings

1. Access the Password Change Service home page.

2. Click Change Password Via Email. A message appears informing you that an email
has been sent to your assigned E-mail address. The link within the E-mail will remain
valid for one hour.

3. Click Close.

4. When you receive the E-mail, click the link provided in the body of the E-mail. The
Mailbox Password Change page opens.

5. Enter a New Password and Confirm New Password.
6. Click Save. Your password has been changed.
Changing a password by secret question

This procedure is only available if the Change Password Via Secret Questions function has
been enabled by your administrator. Use this procedure if you have forgotten your
password.

1. Access the Password Change Service home page.

2. Click Change Password Via Secret Questions. A page opens showing your
previously defined questions.

3. Answer both questions and enter a New Password and Confirm New Password.

4. Click Save. If both answers are correct, a pop-up message informs you that your
password has been successfully changed.

Changing audio settings

You can choose either your telephone or your computer for playing and recording messages,
and you can adjust volume settings.

To change the audio device and volume

You can play and record your messages from your telephone or your computer.

1. Open the CallPilot Player: From the Windows Start menu, click Programs > Avaya
> CallPilot Desktop Messaging > Audio Player.

2. On the CallPilot Player, select View > Configuration.

3. Click the Audio tab to display the current Audio settings.
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CallPilot Desktop Messaging Configuration g|

General Audio l

Device
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Wolume

<B’: W ze systern speaker volume
= |
/

|
¢

ﬁ’: v lze systern microphone level

I Confirm setings before playing

™ Download file before playing

ak | Cancel | Apply | Help |

4. In the Device settings, click Telephone if you want to play and record your voice
messages from your telephone. Make sure the correct telephone number appears.
Or, click Computer if you want to play and record your voice messages through your
computer speakers and microphone.

Note:
You can also change your audio device on the CallPilot Player.

5. In the Volume settings, check the two check boxes if you want to coordinate your
CallPilot volume settings with your computer speaker and microphone volumes.

6. If you want a reminder to check these settings before playing or recording voice
messages, check Confirm settings before playing.

Note:

The option to Download file before playing does not affect Desktop Messaging
for Internet Clients because all messages are automatically downloaded before

playing.
7. Click OK.

Using My CallPilot

If the Web-based resources of My CallPilot are available for your mailbox, your administrator
provides you with the URL. For more information about My CallPilot, see the Desktop
Messaging User Guide for My CallPilot (NN44200-109).
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To view or change your CallPilot feature settings

To view or change your CallPilot feature settings

1. In My CallPilot, click the CallPilot Features tab.

2. Select any feature, and make changes to your setup, as required. Any changes you
make to a feature take effect immediately, whether you use CallPilot from your
computer or from your telephone.

To view user information

In My CallPilot, click the Useful Information tab to view online user information specific
to your mailbox.

[ CallPilot Messagesl[CaIIPilut Featuresl[ Useful Infurmatiunl

Your Mailbox Status

1. %our mailbox can store approximately 15 minutes of audio.

2. Woice messages are deleted 7 days after listening to them.

3. Readfaxes are deleted after 7 davs.

4. Wyhen your mailbox is full, your call answering is not blocked.

5. Messages thatyou send are not saved inyour mailbox

B. The maximum length of an outgoing message is 10 minutes.
T.Anincoming message can be no longer than & minutes.

8. Your password was last changed thursday 02 november 2006 at 13:24:57.
9. Last logan to this mailbox was friday 22 december 2006 at 01:33:32.

10. Murnber of failed logon attempts 0 .

CallPilot Access Numbers

1. Woice Messaging: 4300
2. Express Voice Messaging: nfa
3. Speech Activated Messaging: nia
4. Mame Dialing: (Mot Availahle)
5. Default Fax Mumber: nia
B. Fax Messaging: nia
T.Express Fax Messaging: nia
4. Dial Prefix: 9

9. Area Code: a06
10. Exchange: nia
11. ESM Access Code: B

12. EEM Exchange:

Need More Help?

Mo CallPilot support information has been defined.

CallPilot User Documentation
PDF User Guides and Reference Cards

Avaya CallPilot® Desktop Messaging User Guide for Internet Clients
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