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Introduction

The Unify Xpressions Web Assistant is a user-friendly, Web-based application for the individual
configuration of your Voicemail mailbox. With the clearly laid out web pages, you will be able to easily
customize your personal settings for messages, greetings, etc. that will meet your own needs. Using the
Web Assistantyou can:

1

=A =4 =4 4 4 =4

Note:

Check your voicemail box by using the Mail Client

Check your User Dataand add additional information.

Customize your Voice mail settings

Configure customized Forwardingfunctions.

Activate incoming message Notifications

Configure daily and weekly Time Profileor telephone greetings.
Recorchnd administer telephone announcements and greeting texts.

Before accessing your mailbox via the Web Assistant, you must first access your mailbox through

the telephone. Here you will change your voicemail pin from the default and record your name.

Accessing the Web Assistant

The following explains how to access the Web Assistantvebsite.

1. Inaninternet browser, go to http://voicemail.kennesaw.edu.

2. Inthe User Login field, enter your phone extension #.

Web Assistant - The configuration and mall interface

uniFy ca |

Login

IUser ( or mailbox/ID number ) | I ‘—

Password ( or PIN )

Remember me on this computer

Login Cancel

Figurel ¢ UserLogin
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http://voicemail.kennesaw.edu/

3. Inthe Password or Pifield, enter your mailbox pin number.

Weab Assistant - The configuration and mall Interface
uniFy ‘

Login

User ( or mailbox/ID number ): 3232

IPassword(orPiN)» | }I

Login

| Remember me on this computer.

Cancel

Help

4. Click the Login Button.

Figure2 - Enter your Mailbox Pin

mix of upper and lower case letters as well as special characters.

Change default password

I New password sssnenaens I
Confirm new password
Change Password Cancel

Figure3- Create New Password

You will be taken to a page that will allow you to change your Xpression¥Veb Assistanpassword.
This password will be used to log into the Expressions Web Assistantbsite.

Enter a New Password for the New Password fieldThe password must contain 8 characters with a
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7. Re-enter the password you just created into the Confirm new passworfield.

Web Assistant - The configuration and mail interface

"~ PT z =7 v
A 3 % —

=

Change default password

New password =~ |ssssseseees

I Confirm new password |ssssesseses I

| Change Password | | Cancel |

Figure4 - Confirm New Password

8. Click the Change Password button.

I Change Password I | Cancel |

Figure5 - Change Password

9. You will be taken into the OpenScape Xpressiohgb Assistanpage.

User mode|

> Address book
> Mail Client

User data

Voice mail system
Forward Access
Iotification
Groups

Fax forms

Time profiles
Recordings

Web Assistant - The configuration and mail interface

uniFy

Williams Kyle
Data of user KWILL368

Bookmark this page

Change password of messaging system (PC access| Change

Simplified web access

Default output devices

Iail tracking

Language selection (for voice mail system and web interface) |English (US) v

Please enter international numbers with s leading + character.
{*) Normalized number

Name

Williams Kyle
User Group KSU_USER v
Mailbox redirection
Business phone
Vaoice Mall 3232 (3232)
Business fax G3
SMS Number
E-mail kwill368@kennesaw.edu

Figure6 - OpenScape Xpressions Page

10. To access your Voicemail, click on the Mail Clienttab.
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User mode

P _Address book

User data

Voice mail system
Forward Access
Notification

Groups

Fax forms

Time profiles
Recordings

Default output devices
Mail tracking

uniFy

Web Assistant - The configuration and mail interface

Mail Client ‘_mmams Kyle
¥ Personal settings
L

Data of user KWILL368

Bookmark this page

Change password of messaging system (PC access)

Simplified web access

Language selection (for voice mail system and web interface)

Help)

Logout

Change

English (US) *

Figure? - Mail Client

11. You will be taken to the Mail Client. The Mail Clientallows you to check voicemail messages, view
messages sent, and compose a message. Options include:

» Address book

Williams Kyle
® Inbox (1]
® Sent items Bookmark this page
® Compose message Message:

" Enguiry

Page:
¥ Personal settings

Refresh:

Delete

Read

Logout Help

1-1 (count: 1)

Save journal settings

Type From

(eount: 1), 27w page
off ¥
Unread | | Flag for follow-up | | Clear Flag
Subject Date Size  Action
(] 2634, Darrow Casey Voice mail: 4 sec. 7/11/2014 9:01 AM 90 kB

Top Prev Next Bottom
) E-mail @ Fax 0 sms

& voice mail

Unread

Figure8 - Mail Client

9 Selecting message by priority, date/time, caller ID, etc.
1  Saving voicemail to your Computer’s hard drive.

Playing back your Voicemail

The following explains how to playback your voicemail messages.

1. Inthe Mail Clientwindow, click on the Subject Line of the Voicemail you wish to playback.

Williams Kyle
Boakmark this page
Messaga: 11 (count: 1)
Page: 1
Rafrash off v
Delete | | Read | | Unread

Type From
{1 2634, Darrow Casey

Top | [ Prev Bottom

Next

E-mail

(count: 1), (30 v | Messages/page.

Logout Help

Save joumal saitings

Flag for follow-up | | Clear Flag

& Fax

Subject

Voice mail: 4 sec.

Date ¢
' 7/11/2014 5:01 AM

B sms & voice mail

Size  Action

90 kB

Unread

Figure9 - Clicking on your messag

2. The Message Windowvill open. To hear your message via the computer, click on the Play button.
The message will be downloaded to your computer.
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Back to Inbox

I Delete H Unread H Flag for follow-up ]

<% Play on phone

I Reply with original message J { Reply H Forward J { Forward with new voice mail
From: 2634, Darrow Casey

To: 3232, williams Kyle

Date: 7/11/2014 9:01 AM

Subject: Vaoice mail: 4 sec.

Type: & voice mail

This message contains audio data. You can listen to this data or save it by clicking on the icon below.

@ ey J—

Figurel0- The Play Button

3. You may also open the message by clicking on the .wavfile, located under the Attachmentssection.

Back to Inbox

{ Delete H Unread H Flag for follow-up I

{ Reply with ariginal

I { Reply J I Forward I I Forward with new voice mail

From:
To:
Date:
Subject:
Type:

& p1ay

Attachments

Attachment name:

4% Play on phone

2634, Darrow Casey
3232, williams Kyle
7/11/2014 9:01 AM
Voice mail: 4 sec.

@ voice mail

This message contains audio data. You can listen to this data or save it by clicking on the icon below.

I 14323300041.0f34 1wav (56 kB) I‘—

[ Reply with original message | [ Reply | [ Foward | [ Forward with new voice mail |

{ Delete H Unread H Flag for follow-up I

Back io Inbox

Personal Settings

Figurell - Attachments

The User Data page displays certain information on your Xpressions user account. You can modify some
of the settings, depending on the configuration of the Web Assistant. You can modify or supplement
your user data such as company, department, phone number, etc. This information is not required for
voicemail. To access the User Data page:

1. Click on the Personal Settings link.

» Address book

= |nbox
= Sent items

® Compose message
B _Fnguiny

Personal settings

Williams Kyle

Logout Help

Bookmark this page

Message:
Page:

Refresh:

1- 2 (count: 2)
1 - (esumt: 13 5g

off =

Save journal settings

. Massagas/pags.

Figurel2 - Personal Settings

2.  You will be taken to the Personal Settings page. To view User Dataclick on the User Data link.
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> Address book
» Mail Client
rsonal settings

Voice mail system
Forward Access
MNatification

Groups

Fax forms

Time profiles
Recordings

Default output devices
ail tracking
Figurel3- User data

3. The User Data page will open. Here, you will be able to set your Mailbox Redirectiofwhich allows
other users to accept voicemail messages for you), your Business Phone Numbegour Email
Addressand other User related information

Web Assistant - The configuration and mail interface

uniFy

» Address book -
» Mail Client Williams Kyle Logout Help

® User data Data of user KWILL368

Voice mail system
Forward Access Bookmark this page

Notificat
G?uluC: =L Change password of messaging system (PC access)
Fax forms

Iime profiles Simplified web access |
Recordings

Default output devices
Mail tracking

Language selection (for voice mail system and web interface) English (US) ~

Please enter intemational numbers with a lesding + character
{*) Mormalized number

Name Williams Kyle
User Group KSU_USER
Mailbox redirection D

Business phone

Voice Mail 3232 (3232)
Figurel4- User Data Page

Changing Your Start Page

If you wish to change your start page after log in and be taken to the Mail Clienteach time you access
the Web Assistant, you may do so through the User Datgpage. The following explains how to change
the Start Pagefter logging into the Web Assistant.

1. Access the UserDatapage, located under the Personal Settinggab in the Web Asistant
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> Address book

P Mail Client
rsonal setti

Voice mail system

Forward Access

Motification

Groups

Fax forms

Time profiles

Recordings

Default gutput devices

Iail tracking

Figurel5- Accessing User Data

2. Click the Start page after login dropdown menu.

Please entes international numbers with 8 leading + character.
{*) Mormalized number

Mame Williams Kyle

User Group KSU_USER

Mailbox redirection E
Business phone

Voice Mail 3232 (3232)
Business fax G3

SMS Number

E-mail lwill368@kennesaw.edu

Company

Department

Address 1

Address 2

Zip Code

Location

State

Country

Private number

Private Fax

Mobile Phone

ISlart page after login Defaultvalue = I‘—
[(save

Figurel6 - Start Page after login dropdown

3. Select the Inbox option. This change will automatically take you to the Mail Clienteach time you log

into Web Assistant

Inbox

Default value
I Web Assistant

Start page after login Defaultvalue ||

Figurel7- Inbox

4. Click on the Save button.
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Start page after login Inbox -

Figurel8- Save Button

Voice Mail System Settings

To access the Voice Mail System Settings, click on the Voice mail system link, located under the Personal
SettingsTab.

» Address book
* Mail Client

B ser data

® Forward Access
Motification
Groups

Fax forms

Time profiles
Recordings

Default output devices
Mail tracking

Figurel9- Voice mail system

You will be taken to the Voice Mail Settingsage. With the Voice Mail Sysim Settinggage, you will
have access to:

[Williams Kyle Logout Help

Voice mail system settings

Change PIN Change

Voice Mail System
Active voice mail system: PHONEMAIL ~

Referral extension

Extension number:

Mailbox options
User prompts: Standard -
Playback volume (default=5): 5 ~+

Caller options
[7] Callers can leave urgent messages

Figure20- Voice Mail System Page

Change Pin — Change the telephoneapsword

Programmable Shortcuts — User can define multiple functions in one touch on keyhoard

Referral extension — Destination callers are transferred to wh@# is selected

Mailbox Option ¢ Select standard or abbreviated voicemail prompts & playback volume

Caller Options — Allows callers to mark their message as urgent. For example, if a caller marks a
message BGENT, it will be placed in front of all other incoming messages. The system will play
the URGENT messages before playing regular messages.

= =4 =4 -4 =4

Page 11 of 23



Additional Features of the Voice Mail System

In the Voicenail systenpage, you also have access to additional features. These features include:

Voice mail query without user identification
If calls are made from the following phones

Extension number 1:
Extension number 2:

Extension number 3:

Simplified greeting configuration
#luse the simplified greeting configuration

Mobility number
@ Disabled

~ Enabled
Phone number:

Reachable with key(s): <undefined> Change key(s)

Figure21 - Additional Features

i Voice mail query without identification — Allowsyouto setup trusted number access.
Automatically plays messages whgou dialXpressions callback number from any of the
numbers defined in field. (Great for checking messages from home or cell phone!)

9 Simplified greeting configuration — If uncheckedyouwill be in the Enhance@reeting Mode
This allowsyouto record up to ningreetings and assign to appropriate Greeting Types.

1 Mobility number - If enabled, callers can transfer directly to a remote number by pressing a
predetermined number on the dial pad. 8ptin the Forward Access menwaller can transfer
to your cell pone or home phone while listening to your voicemail greeting without knowing
your personal numbers.

Personal Filters

Personal Filtersllow you to select the type of messages that should be played via your Xpressions
mailbox To set Personal Filters:

1. Click on the Edit Personal Filter Button.

Edit messages via telephone
Set filter for messages

Enable personal filter

Edit personal filter

Figure22- Edit Personal Filter
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2. Select your preferred filter settings. These messages should be played via your Xpressions mailbox.

Personal filters

Play messages from the following 'inbox’ folders

Inbox

Which messages are to be considered?
Message type
Voice mails ) Mo messages
7 unread messages only
@ All messages

Fax messages ) No messages
i@ unread messages only
i) All messages

[ Save ] [ Back ]

Figure23- Filter Settings

3. Click on the Save button to save your settings.

Personal filters

Play messages from the following 'inbox’ folders

Inbox

Which messages are to be considered?

Message type

Voice mails ) Mo messages
) unread messages only
@ All messages

Fax messages ) Mo messages
i@ unread messages only
i All messages

—

Figure24 - Save Button

Forward Access Menu

The Forward Access Menu allows users to specify different actions that the numeric dial pad will
perform for callers when keys are pressed while listening to your greeting. The following explains how
to use the Forward Access Menu.
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3.

In Personal Settingslick on the Forward Accesink.

You will be taken to the Forward Accessindow. Here, determine the type of calls that should have
the ability to use the Forward Access Merhy clicking on the Access menu dropdown. For example:
Internal Calls, External Calls, Busy Conditions, After-hours or alternate greeting. Note that this

selection should match the greeting chosen to answer your telephone.

Phone key: Actll External callers

Access menu for| Internal callers -

Internal callers.

alternate greeting

‘— Mumber to dial:

@ Skfwhen busy
After-hours greeting
@ [not assigned -
@ [not assigned] -
E [not assigned] -
@ [not assigned] -
@ [not assigned] -
[not assigned] -
[not assigned] -
@ [not assigned] -
@ [not assigned] -
@ [not assigned] -
@ [not assigned] -
[ Save ] [ Default menu ]

Figure25- Access Menu Dropdown

For each phone ley, use the Dropdown arrows to determine the forwarding action to be performed

when those keys are pressed.

(4 [0) o] (=) (N (o) () (] (] () (-]

Phone key: Action:

Mumber to dial:

Skip greeting B3

Hang up

Callback access

Direct access

Guestaccess

Mobility number <_
Operator

Page the user

Referral extension

[not assigned] -
[not assigned] -
[not assigned] -
[not assigned] -
[not assigned] -
[not assigned] -

Figure26 - Selectilg your actions
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Notifications

The Notification page allows additional methods of notification for new messages. You can select the
message type and the method of notification. The system will then inform you of new incoming
messages in the desired manner. The following explains how to access the Notificationpage and create

a new Notification.

1. Click on the Notification link, located under the Personal Settings

2. Inthe Notificationswindow, click on the Create notification button.

» Address book
* Mail Client

B |lser data
B ‘oice mail system
® Forward Access

Groups
Fax forms
Time profiles

Recordings
Default output devices

® Mail tracking

¥ Personal settings

Figure27 - Accessing Notifications

List of notifications

Active message types for MWI LED
[ Fax
Voice mails

Global notification settings
Notifications: @ Disabled

Enabled

Notification options
Min. notification interval (in minutes): 5 -

Notification list (disabled)

No notifications available. Please create a new one.

Create notification h

Figure28 - Create Notification
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3. Set your desired notifications in the window that appears.

Notifications

Notification: 1

Message type Only
[ Al messages [
[ Fax [l
Woice mails (]

E-mail

[ Add additional dsvice |

Time dependency

from 12:00am

’ Add additional time range ]

Time ranges (hour : minutes)

to 12:00am

Name of notification: Voicemail

Notification of new incoming messages

if urgent

Notification to the following devices

- Numberfaddress: kwill368@kennesaw.edu If fails

Days

[T mon 2 Tue ) Wed [l Thu [) Fri [ Sat [C] Sun
Weekdays (Mon-Fri) [ Ewvery day (Mon-Sun)

4. Click Save.

Time Profiles

Figure29 - Setting Notifications

Time profiles allow you to define when and with which voice greetings your mailbox should react to
incoming calls. (Greetings must first be created in Recordings OR via the telephone using the Mailbox

Options)

There are two (2) Greeting Menus available to users, Simplified and Enhanced. The choices on the Time
Profilescreen vary slightly depending on the menu activated.
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Below is an example of Time Profilesising the Simplified Greeting Menu:

)l
)l

Time profiles

Message recording not allowed

Greeting cannot be interrupted

Alternate greeting none » (Ovemdes all greetings below)
Internal none -
External nong -
Busy nong -
After-hours none -

Mon Tue Wed  Thu | Fri | Sat | Sun
Business days | [V J v v 7

Business hours
= from 08:00am
- to 05:01pm

Use default system settings

Message recording not allowed — When checked, callers cannot leave a message in your
mailbox.

Greeting cannot be interrupted — When checked, callers cannot bypass the greeting. This will
override the setting in the Forward Access Menu.

Business days — Select the Business Days that the hours will apply.

Selects the Business Hours — Selects the Business Hours of your Workday.

If you wish to use the Enhanced Greeting Menu, note that you must enable the Enhanced Greeting
Menu view.To do so:

1. Click on the User Datdink, located under Peisonal Settings

2. Remove the check from the Simplifiedweb acces€heck Box.

Bookmark this page
Change password of messaging system (PC access) Change

Simplified web access —

Language selection (for voice mail system and web interface) English (US) -
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3. Click on the Save button.

Please enter intemational numbers with & lesding + character
{7} Mormalized number

Name Williams Kyle

User Group KSU_USER

Mailbox redirection D
Business phone

Voice Mail 3232 (3232)
Business fax G3

SMS Number

E-mail lowilI 36

nnesaw.edu
Company
Department
Address 1
Address 2

Zip Code
Location

State

Country
Private number
Private Fax
Mobile Phone

Start page after login Inbox -

‘—
Figure30- Click Save

4. In the confirmation window, click on the Continue button.

Below is an example of Time Profilesising the Enhanced Greeting Menu:

Time profiles
Mon Tue Wed Thu Fri Sat Sun
Message recording not allowed
« Internal callers ] ] sl ] 0 0 )]
= External callers = = =} =]} & & =]
« alternate greeting ] ] sl ] 0 0 ]
= when busy = = =] =] =] =] =]
= out of business hours = = =] =] & & =]
Greeting cannot be interrupted
« Internal callers = = =] O O O O
« External callers 0o 0o ] a O O g
= alternate greeting = = E =} ] ] ]
- when busy = = =] [ & & &)
Greetings
« Internal callers none - none - none - none - none ~ none ~ none -
= External callers none - none - none - none - none - none - none -
- alternate greeting none - none - none - none - none v none v none -
= when busy none - none - none - none - none - none - none -
After-hours greeting none - none - none - none - none - none - none ¥
Business hours
= from 08:00am | 08:00am 08:00am 08:00am 08:00am 08:00am 058:00am
= to 05:01pm | 05:01pm 05:01pm 05:01pm 05:01pm 05:01pm 05:01pm
Business hours 2
= from
= to
7] Use Monday settings for whole week
[7] Use default system settings

Figure31- Enhanced Greeting Menu
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The Enhanced Greeting Menu allows users to create up to 9 separate voicemail greetings. Once
created, users can assign different greetings to play on individual days by assigning recording numbers
to the greeting type. They can also customize their business hours per day instead of per week. This
menu allows flexibility to users who have unique business needs.

Recordings Menu

The Recordings menailows you to record several greetings, create a personal name recording, as well
as create a name recording for a distribution list.

Note: The Recordings Menu also allows you to delete recordings. Deleting a greeting via the Web
Assistantwill erase the recording that you have already created on your phone.

The following explains how to create a Personal Name Recording.
1. Click on the Recordings link, located under Personal Settings

2. To create a new recording, click on the Create button.

Recordings

List of recordings
Display name: Type of recording: Edit/Delete Additional Name
_ Personal name recording  Personal name recording

Delete recording I I Download recording

Create a new recording:

b

Figure32- The Create Button

3. To record a Personal Name Recordinghder the Type of Recording sectiam)ect the Personal
Name Recording option. Note: This option will not be available if you have already recorded a
Personal Name recording on your phone.

Select a type of recording.
Type of recording Recording
I @ Personal name recurding I
FPersonal greeting 1 -
Private group Training Team -

Figure33 ¢ Personal Name Recording
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4. To create a recording from your phone, select the Record via telephone now option under the

5.

Selecta Methodsection.

i"?' Record via telephone now I

) Upload recording:

Mo file selected.

Figure34 - Select a method

Enter the phone number that you wish to be called on in order to record your greeting and click OK.

On which phone number do you want to be called?

|‘1234 I

[ OK ][ Cancel ]

Figure35 - Enter the Extension

6. The phone you specified will ring. Upon answering, you will be taken to the Recordingcreen. To
begin recording, click on the Record button.

Edit recording : Personal name recording

Refresh automatically.

Playback is paused

The maximum allowed length is 10 seconds.

Length of recording: Seconds
Current position in recording:  Seconds

= Play || Fause

Go to position: Seconds

Exit

Figure36 - Click Record

7. Upon clicking on the record button, say your name into the phone.
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8. When you have completed your Personal Name Greetingick on the Pause button.

Refresh automatically.

Playback is paused
The maximum allowed length is 10 seconds.

Length of recording: 3.0 Seconds
Current position in recording: 3.0 Seconds
Positioning bar: [ +]
[ * Hecord l ’ > Play ] || Pause

Go to position: | | Seconds \

Exit

Figure37 - Click Pause

9. When you are satisfied with your recording, click Exit. You may also hang up your phone.
10. Click on the Save button to apply your changes.

Apply changes: ‘—

Discard changes: ’ Discard / Delete l

Figure38- Click Save

Uploading a Recording

Alternatively, you may upload a greeting that you have created on your computer. The following
explains how to upload a greeting to the Voicemail System.

1. Inthe Recordingsvindow, located under Personal Settingslick Create.

Recordings

List of recordings

Display name: Type of recording: Edit/Delete Additional Name

(") Personal name recording Personal name recording

Delete recording ] [ Download recording

Create a new recording:

b

Figure39- Click Create
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2. Select the Greeting Number that you wish to record in the Personal GreetinQropdown.

Type of recording Recording
‘@ Personal greeting

" Private group ing Team -

<=

Select a method:
@ Record via telephone n

) Upload recording:

Browse_ | Mo file se

[ Create ] [ Back ]

0O =] N = La RS

Figure40 ¢ Personal Greeting Dropdown

3. Select the Personal Greetingadio button.

Type of recording Recording

I:é} Personal greetingj '||L]
" Private group _ing Team -

Select a method:
@ Record via telephane nc

) Upload recording:

Browse_ | Mo file sel

[ Create ] [ Back ]

(A== R s & g SR A L

Figure41- Personal Greeting Button

4. Under the Select a methoeection, select Upload Recording.

Select a method:
©) Record via telephone now

I @ Upload recording: I

Browse_ | Mofile selected.

Figure42 - Upload recording
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5. Click Browse.

o

N

Select a method:
©) Record via telephone now

@ Upload recording:
Mo file selected.

Figure43- Click Browse

Navigate to and select the greeting file that you created. Note: it is recommended that your

greeting files be recorded as a .wav file.

Click Open.

All Files

”]

Open Cancel

]

Figure44 - Click Open

In the Create a new recordingreen, click Create.

Figure45- Click Create

Your new recording will be created. To set your greeting to be played to specific callers or on

specific days, you may do so via the Time Profiles page.

¥ Personal settings

® |Jser data

Voice mail system
Forward Access

Motification
Groups
Fax forms

B Hecordings
B Default output devices
= Mail tracking

Figure46 - Time Profiles
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