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Telephone Functions

AltiServ enables you to do much more than simply place and answer calls,
regardless of what type of telephone your organization uses. Picking up
callsringing at another extension, overhead paging and establishing con-
ference calls are but afew of the many features available to you as a user.

Note: Inaddition to the standard hook-flash, some telephones may
provide a separate L INK, TAP or FLASH button.

Making Calls

« Tomakeaninternal call to another extension, lift the handset off-hook,
wait for dial tone and dia the extension number.

e Tomake an external call, lift the handset off-hook, wait for dia tone,
dial the designated outside line access digit (provided by your
administrator) and dial the phone number.

Answering Calls

When the phone rings, lift the handset off-hook and speak into the
receiver. When Distinctive Ringing is enabled (by the System Adminis-
trator), three different ringing cadences are used to distinguish between 1)
internal calls, 2) external calls and 3) calls to the Operator.

e Internal Call = short doublerings
e Externa Call = long single rings between long pauses

e Operator Call = long single rings between short pauses

Putting a Call on Hold

While connected to acall, you may either

1. Pressthe FLASH button to play music on hold (the system must be
set up to play music on hold), and DO NOT HANG UP (hanging up
will disconnect the call), or

2. Pressthe HOLD button (if your phone has one). Nothing is heard
while placed on hold thisway. Hanging up here will not disconnect
the call. To reconnect to the call, press the HOL D button again.

3. Pressthe FLASH or HOL D button again to re-connect to the call.
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Transferring Calls

While connected to acall:
1. Pressthe FLASH button.

2. Atthedial tone, dia the third party’s extension number (or if permit-
ted, atrunk-line access prefix and an external phone number).

3.  Wait for the third party to answer and announce the call or simply
hang up. (When hanging up, use the Release button if available or
keep the hook-flash down for a couple of secondsto make sure the
call istransferred. To abort the transfer and reconnect to the original
caller, pressFLASH again.)

Transferring Calls into AltiMalil

Anyone in the office is able to send an outside user into the AltiMail sys-
tem by pressing FLASH #4 0.

Transferring Calls to an Auto Attendant

While connected to the call, pressFLASH # 1 5 and the two digit Auto
Attendant number (i.e. 01 for Auto Attendant 1).

Transferring Calls Directly Into a User’s Voice Mall

Transfer acall directly into any user’s voice mail without having to set the
user’s station on Do-Not-Disturb or wait for the phone to finish ringing.
To transfer acall directly into a user’s voice mail, press FLASH # # and
the user’s extension number.

Conference Calls

Conference caling is supported for up to six (6) parties. Users can speak
privately to each party before adding them to the conference call. Any
interna user is ableto add partiesto the conference call. The quality of the
conference call, however, depends on the quality of service available with
the local telephone company.

To initiate a conference call, while connected to the first party:
1. PressFLASH.
2. Atthedial tone, dia the next party’s phone number.
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Wait for the third party to answer and announce the conference call.

Press#to put al three parties on the conference bridge (user-initiated
conference call).

During conferencing, any interna conference participant may press
FLASH, dial the next party’s number and press # to bring the next
party into the conferencing session. Repeat to include up to six par-
ties.

Note: Thefollowing restrictions apply for conference calls:

On every Quantum board, the extensions assigned to the board can
beinvolved in a maximum of three (3) different conferences.

For example, Sation A and Sation B are involved in Conference
#1, Sation C and Sation D are involved in Conference #2 and
Sation E isinvolved in Conference #3.

Of these three conferences, the system allows atotal of four (4)
extensions from any of other boards, in any combination, at any
onetime.

For example, Conference #1 can include four (4) extensions from
other boards, while Conference #2 and #3 cannot have any. Or
Conference #2 can include two (2) extensions from other boards,
while Conference #1 and #3 can include one (1) extension each
from other boards.

There are no restrictions for conferencing extensions from the
same board. If these limits are reached, the system will reject
attempts to conference additional parties to the call.

Consultation

Use this feature to speak with someone at another extension while the
caller is“on hold”. While connected to the call:

1. PressFLASH and dia the extension number of the person you wish
to speak with.

2. When you are finished, press FL ASH again to disconnect with the
consulted party and return to the original caller.

Call Park

Cadlsmay be parked at a station to be picked up from another station.
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While connected to the call
1. To park the cal at the extension where the call was answered, press

FLASH # 3 1 and hang up. To park the call at another extension,
press FLASH # 3 1 and the extension number.

2. To pickup the parked call, press # 3 1 and the extension number of the
station where the call is parked.

Calls parked at an extension will ring that extension upon time-out at two
(2) minutes. See “Answering Calls’ on page 10 for more information on
the Call Park features.

Call Waiting

During acal, you may hear atone indicating that you have another call

waiting. (The system will beep up to threetimes over a 24 second period

before the call goesinto voice mail.) To answer the cal,

1. PressFLASH. Thiswill put the first call on hold and simultaneously
connect you to the waiting call.

2. When you are finished, press FL ASH again to return to the first call.
(Continue to press FL ASH to go back and forth from call to call.)

Note: Call Waiting must be enabled before it can be used. It can be
enabled by the system administrator or by the user on the Call
M anagements Setup screen of AltiReach. See“Call
Management Setup” on page 46 for more information.

Distinctive Call Waiting Tone

Thisfeature allows three different call waiting tone cadences to distin-
guish between internal, external, and operator calls. Distinctive Call Wait-
ing Toneis very similar to Distinctive Ringing described under
“Answering Calls’ on page 1. The tone cadences for Distinctive Call
Waiting are as follows:

¢ Internal Call = two tones
+ External Call = onetone
e Operator Call = three tones

Note: Distinctive Call Waiting Tone must be enabled by the system
administrator before it can be used.
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Multiple Call Waiting

Thisfeature enables a“persona” queuethat allowsyou to handle multiple
incoming calls by letting callers wait in queue until you answer the call.
This alows you to transfer or park calls before answering the next call in
gueue.

Note: Multiple Call Waiting must be enabled for your extension by the
system administrator before it can be used.

e Duringacall, youwill hear an alert tone (audio beep) for each new call
that is added to the queue.

« If you hang up, the phone will ring with the next caller in queue.

e If thecaller hangs up, you will hear afast busy dial tone which
indicatesthat thereisacall in queue. To pickup the call, pressthe Link
or Flash key.

e Topark or transfer acall before answering the next call:
1. PressthelLink or Flash key and
a) Totransfer thecall, enter the extension or phone number and hang
up.
b) To park the call using Personal Call Park, press#31, enter an

extension number only if you want to park the call at an extension
other than your own, and then hang up.

¢) To park the call using System Call Park, press #41, note the
parked call “location” number, and then hang up.

2. Answer the next call in queue which will ring after you disconnect
with the previous call.

* Thecaller hears an Initial Greeting before being placed in queue.

* Whilein queue, the caller hears a Subsequent Greeting every 30
seconds.

« Thelnitial and Subsegquent Greetings can be changed or customized
in AltiMail at the Per sonal Options menu. See“ Recording Greetings”
on page 26 for more instructions on personalizing these greetings.

*  When recording your customized greetings, remind your callers that
they may press pound (#) at any timeto exit the queue and leave avoice
mail message or (if your organization has an operator) press 0 for the
operator.
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Centrex Transfer

Centrex Transfer isaused to transfer an external call to an outside number
without having to “tie up” two trunk lines. Once the transfer is complete,
the external caller’'slineis directly connected to the outside number and
interna trunk lines are dropped since there are no longer any connections
to internal users. This frees up system trunk line resources for other calls.

While connected to the first party,
1. PressFLASH, then*.

2. Dial the second party’s phone number (no need to dial the prefix for
trunk-line access such as 9) and either hang up or announce the call.

3. Once you place the handset back on-hook, the trunk line also drops
and Centrex completes the transfer.

Note: You must have a Centrex line to use this feature.

System Callback

You can have AltiServ call you at aremote location. Thisis useful for
traveling users who don’t want to accrue expensive toll charges while
traveling, especialy from international locations where thereis no access
to toll-free numbers.

Note: Inorder toaccessthisfeature, System Callback must be configured
in the Auto Attendant by the system administrator.

To use the System Callback feature from aremote location,

1. Cadl the AltiServ system.

2. Atthe Auto Attendant, select the System Callback option.

3. When prompted, enter your extension number and password.
4

Enter the number where AltiServ should call you back and press# at
the end of the number. Enter a1 and the areacode if it isalong dis-
tance number or 011and the country codeif it isan international num-
ber. Y ou do not need to enter an outside line access digit (e.g. 9).

5. Hang up. AltiServ will call you back at the number you’ ve specified
above.

6. When prompted, enter your password. At successful login, you are
connected to the Auto Attendant.
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Using Feature Codes

The following sections describe additional telephone features used for call
handling and management. To use any of these features,

1. Lift the handset off-hook and wait for the dial tone.
2. Dia the keysindicated inthe “DIAL” column.
3. Follow theinstructionsin the “INSTRUCTIONS” column.

AltiMail Quick Features

The following voice messaging features are accessible in the same way as
telephone features, without having to login to AltiMail. Using these feature
codes will take you directly to the feature menu.

FEATURE DIAL INSTRUCTION
Greeting Menu #11 Enter password. Follow the system
prompts to change your greeting.
Password Menu #28 Follow the system prompts to
change your password.
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Making Calls

FEATURE

DIAL

INSTRUCTION

Dial by Name

#34

Enter letters of the name beginning
with last name followed by the first
nameand#. Use1lforQand Z. The
system will search until aunique
nameisfound and will call the
extension associated with the name.

Station Privilege
Override

#35

From any phone set, enter your
extension and password. Y ou now
have your own calling privileges at
that phone set for the next call. This
featureis useful when you are at a
phone set other than your own (i.e.
in a conference room) that has
limited calling privileges (toll
restrictions), where you may be
unable to make outside or long
distance calls. Using Station
Privilege Override will enable you
to use your caling privilegesat the
local phone set for one call only.
After your call, the phone set
automatically returnsto the original
tall restrictions.

Dial Last Caller

#69

Allowsyouto dia thelast caller by
pressing #69.

Station Speed Dial

#17

Enter a 2-digit Station Speed Dia
number and the system will dial the
pre-programmed number for you.
Refer to “ Station Speed Dial Setup”
on page 17 to program speed dial
numbers.
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System Speed Dial

#88

Enter a 2-digit System Speed Diad
number and the system will dial the
preprogrammed number for you.
System Speed Did numbers are
preprogrammed and provided by the
System Administrator.

Last Number Redial

Thesystem savesand redia sthelast
number dialed.

Note: If you are unable to make calls within certain area codes, check
with your System Administrator for any toll restrictions placed on
your extension which restricts your accessto long distance area

codes and dialing prefixes.
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Answering Calls

FEATURE

DIAL

INSTRUCTION

Individual Call
Pickup
(specific
ringing phone)

#29
<ext>

Enter extension number of the
ringing phone. The call will be
connected to thelocal set.

System Call Pickup
(any ringing phone)

#30

Systemwill connect the call of any
ringing phone to the local set.

Personal Call Park

FLASH#31

Calls may be parked at astation to
be picked up from another station.
While connected to the call, press
FLASH

#31 and hang up. You may also
park the call at another station by
pressing FLASH #31 and the
extension number of the other
station. Y ou may have up to 50
calls parked per station
simultaneoudly. Calls parked at an
extension will ring that extension
upon time-out after two (2)
minutes.

Personal Call Park
Pickup

#31
<ext>

A personal-parked call can be
picked up at any station on the
system by pressing # 3 1 and the
extension number of the station
where the call is parked.

System Call Park

FLASH#41

Allowsyou to park acall a a
public “location” by entering
FLASH #41. The system
announceswhere thecal is parked
(alocation number). Cdls parked
by a user will ring that user’s
extension upon time-out after two
(2) minutes.
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System Call Park #41 A system-parked call can be picked
Pickup <loc.> up at another station by pressing
#41 and the “location” number
wherethe cal is parked.

Silence System Call #73 Thisfeature is used to disable
Park the system from announcing
the “location” of acall when
using the System Call Park
feature. This announcement is
not necessary and sometimes
confusing when using third
party applications (e.g.
AltiConsole) that allow you to
park and pickup callsusing the
graphical user interface rather
than using thetelephone. It also
eliminates having to wait for
the location number to be
announced before moving onto
the next task.

Hands Free Mode #81 Allows you to receive internal
calls through the intercom without
having to pickup the handset to
answer. Press# 8 1 to activate the
Hands Free Mode. Thisisatoggle
feature; press# 8 1 again to
deactivate the feature. Y ou must
use aspeaker phonewhich must be
turned on to usethisfeature. If you
receive a call from an outside
caler, you will hear aringing tone
from the speakers. Press FLASH
to answer the cal. If the speaker
phoneis not turned on while this
featureis activated, the phone will
still ring on an incoming call but
you must pickup the handset to
answer the call.
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Call Management

INSTRUCTION

Enter your password. Y our
extension is now
deactivated. Thisfeatureis
useful when you want to
“shut of f” your extension
while you are away for an
extended period of time.
All callswill beforwarded
tovoice mail. Thisfeature
isalso used to physicaly
and compl etely move your
extension fromyour phone
set to another phone set in
the office.

FEATURE DIAL
Station L og Out #26
Station Log In #27

To reactivate your
extension, at your original
phone set or at adifferent
phone set, enter your
extension number and
password. Toactivateyour
extension at a different
phone set, that set must be
deactivated of any other
extension associated with
it.

This feature can aso be
used to hear the extension
number that is currently
activated at the phone set.
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Account Code
(before calling)

#32

Enter account code (10
digitsmaximum) followed
by #. Makethe call when
you hear the dial tone.
Thisfeatureis used for
client billing purposes.
The System Administrator
should assign all account
codesin order to prevent
duplication of codes by
different users.

Account Code
(during acall)

#32
<acct>

While connected with the
called party, press
FLASH and wait for dial
tone. Enter # 3 2 and the
account code (10 digits
maximum) followed by #.
You will then be
reconnected to the call.
The System Administrator
should assign all account
codesin order to prevent
duplication of codes by
different users.

Do Not Disturb

#33

Pressing #33 turns the Do
Not Disturb feature on.
Dial #33 againto
deactivate. Thisisatoggle
featurethat activateswhen
in deactivated mode and
deactivateswhen in
activated mode. While
activated, dl callswill be
forwarded to voice mail.
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Call Forwarding | #36

At your phone set, enter
your password. Enter the
forward destination
number (internal extension
or external phone number)
followed by #. Your calls
will now be forwarded to
the destination number
you have specified. Thisis
atoggle feature; you may
deactivateit by pressing
#36 again. You may also
activate this feature from
within AltiMail. See“Call
Forwarding” on page 29
for more information.

Use thisfeature from your
phone set to redirect calls
to another phone (i.e. your
home or cellular phone).
M ultiple users may route
calsto the same
destination number but
thereisa“2-hop” limit to
forwarding. For example,
you have your calls
forwarded to another
extension which has calls
forwarded to athird
extension. If that third
extension also has calls
forwarded, your call will
go into your voice mail.
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Remote Call
Forwarding

#37

At a phone set other than
your own, enter the
extension number of the
source phone set (your
extension). Also enter
your password when
prompted. Y our calls will
now be forwarded to the

local phone set where you
are. Use thisfeature from

the phone set you wish to
redirect your callsto.
Multiple users may route
callsto the same

extension. Thisisatoggle

feature; you may
deactivate it by pressing

#37 again from the remote

phone set.

Workgroup Features

FEATURE DIAL INSTRUCTION
Workgroup #29 | Calsto aspecific
Call Pickup <wkgp | workgroup may be picked
ext> |up by pressing
# 2 9 and the workgroup

pilot or extension number.

This alows workgroup
members to pickup calls
coming into the specified
workgroup only rather
than al callsinto the
system.
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Workgroup #54
Logln <wkgp
ext>

Workgroup members can
login to aworkgroup by
pressing #54 and the
workgroup pilot/
extension number. Y ou
must be a member of the
workgroup to login.

Workgroup #56
L og Out <wkgp
ext>

Workgroup members can
log out of aworkgroup by
pressing #56 and the
workgroup pilot/
extension number. This
allows workgroup
members to block only
workgroup cdls but
continue to receive other
callsdirectly to their
extension.
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Other Features

FEATURE

DIAL

INSTRUCTION

Feature Status
Check

#22

System will announce
any telephone features
that are currently
activated. Inaddition, the
dial tonewill change
also when the following
features are activated:
Do Not Disturb, Call
Forwarding, Remote
Call Forwarding, Hands-
Free Mode, Dia Tone
Mute Mode, Outside
Call Blocking (System
Administrator only) and
Operator Off-line
(Operator only).

Station Speed
Dial Setup

#25

Y ou may program up to
20 speed dia numbers.
Enter a2-digit speed dial
number (00-19). Enter
the speed dial phone
number up to 20 digits.
Include all necessary
digits such as outside
line access digit, 1 for
out of area numbers and
the area code. When you
have finished, press #.
System will play “ Speed
dial number saved. To
set up another speed did
number, press#”. Simply
hang up when finished or
press # to continue.

AltiServ User Guide 17



Over head #44
Paging

The phone set will be
connected to the
overhead broadcast
device. Speak into the
handset and hang up
when finished. The
internal public address
m in pl
in order to use overhead
paging.

FeatureTips #55

Plays helpful tips and
reminders for optimal
use of AltiServ. You can
listento just onetip at a
timeor listen to al the
tipsat once. There are
eleventipstotal and a
different oneis played
each time you access
Feature Tips. See
“Feature Tips” on page
30 for more information.

Silent System #73
Call Park

This feature is used to
disable the system from
announcing the
“location” of acall when
using the System Call
Park feature. This
announcement is not
necessary and sometimes
confusing when using
third party applications
that allow you to park
and pickup callsusing
the graphical user
interface rather than
using the telephone. It
aso eliminates having to
wait for the location
number to be announced
before moving on to the
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Dial ToneMute #82 Allows third party (e.g.
Mode TAPI or AltiConsole)
application userstoleave
handset of f-hook without
having to listen to the
dial tone. Press #82 to
enable Dia Tone Mute
Mode. Thisisatoggle
feature; to disableit,
press #82 again. You
must use a speakerphone
which must be turned on
to use thisfeature. If the
speakerphoneis not
turned on while this
featureis activated, the
phonewill still ringonan
incoming call but you
must pickup the handset

Operator Features

This section is provided specifically for the designated Operator. Depend-
ing on your organization, this may be a single person or a number of peo-
ple. See your System Administrator to understand the customized call
processing procedures for your organization.

Auto Attendant

If your system is setup with Auto Attendant(s), the system will handle
incoming calls much like areceptionist. After it answersacall and playsa
greeting recorded by the System Administrator, it will give further instruc-
tions to the caller depending on the Auto Attendant configuration.

Call Handling with Auto Attendant

Most of the incoming callswill never get to the Operator since the Auto
Attendant can answer and transfer callsto extensions or to voice mail. The
call will ring at the Operator’s desk if the caller dials 0 while listening to
options given by the Auto Attendant. Follow instructions in the Basics
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section of this Guide to answer, hold and transfer cals.
Call Handling without Auto Attendant

If Auto Attendant is not configured to answer incoming calls, all callswill
ring at the Operator’s desk. Follow instructionsin the Basics section of
this Guide to answer, hold and transfer calls.

General Mailbox

The System Administrator may set up a General Mailbox where callers
may leave amessage in case they do not know who to speak with or when
the Operator is unavailable. This mailbox works like any other voice mail-
box and has an extension number and password. Be sure to check this
mailbox frequently and forward messages to the appropriate person as
soon as possible.

Calls on Hold

To place acall on hold, you may either

1. Pressthe FLASH button to play music on hold, or

2. Pressthe HOL D button. Nothing is heard while placed on hold this
way.

If acal is placed on hold at the Operator’s desk, all subsequent calls to the

Operator will be routed to the next extension in queue (if aworkgroup is

setup) or sent into voice mail (the General Mailbox). Be sureto fully
understand your organization’s customized call processing procedures.

Operator Off-line

When the Operator Off-linefeatureisactivated, al calls are directed to the
Auto Attendant. To activate this feature,

1. Press#30.
2. Todeactivate, press# 3 9.
When callers dial 0, the system transfers the call to the next extension in

the workgroup if oneis configured or informs the caller that the Operator
is not available and to leave a message in the Operator’s mailbox.
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Outside Call Blocking

When activated, accessto all outside linesistemporarily disallowed for all
Users.

1. Press#38.

2. Press# 3 8todeactivate.
(When deactivated, accessto outside lines is restored.)

AltiMail Voice Messaging

This section covers the voice messaging functions of AltiServ, fromasim-
ple first time login to sophisticated Dynamic Messaging™.

AltiMail voice prompts will guide you through step-by-step instructions
for any function you want to use. From any menu, press 0 to repeat your
options and * to return to the previous menu. The following pages will
also explain in detail how to use every feature and function available in
AltiMail.

The flowchart at the end of this Guide will help you better understand
where you are at each step.

Feature Tips

Each time you login to AltiMail, you will hear aFeature Tip, helpful tips
and reminders of the most useful features for optimal use of AltiServ. See
“Feature Tips” on page 30 for more information on this feature aswell as
instructions on how to enable/disable this feature.

Accessing AltiMall

For first time access (from your station), press

. ##

e initial password (your extension number)

Note: Your default password is the same number as your extension
number. To change your password, see “ Changing Password” on

page 27. For maximum security, be sure to change your initial
password as soon as possible.
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For station login (from your station), press
. ##
e your 2-12 digit password

To login from another station and for virtual extensions, press
. ##

e #(tologin as your extension)

e your extension

e your 2-12 digit password

Remote Login

For remote login from outside of the office, dial your company phone
number and during the Auto Attendant greeting, press

. #
e your 3 digit extension
e your 2-12 digit password

For standard remote login, Auto Attendant must be configured. If Auto
Attendant is not used in your office, someone in the office (such as the
operator) must transfer you into AltiMail. Please see“ Transfer to AltiMail
Feature” on page 22.

Transfer to AltiMail Feature

If the Auto Attendant is not activated when you call in to login to voice
mail, you must have the operator (or any other internal user) transfer you
into AltiMail. There are two ways to transfer usersinto AltiMail:

1. Anyoneinthe officeisable to send an outside user into AltiMail by
pressing FL ASH #40 while connected to the user.

2. You can also loginto AltiMail by pressing * during the voice mail
greeting of any extension. (This method of logging into voice mail is
necessary if the operator or user isusing TAPI or any third party
application that does not support FL ASH and therefore cannot use
FLASH #40 to transfer you into voice mail.) After pressing *, you are
prompted to enter your password or to press # to enter your extension
(if you are at the voice mail greeting of an extension other than your
own).
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Returning to Auto Attendant from AltiMail

After aremotelogin, AltiMail provides an extraoption. Dialing 9 from the
Main Menu will return you to the Auto Attendant, provided the Auto
Attendant is configured and activated. This allows you to access voice
mail and speak with co-workersin the office with just one phone call. (Use
the Transfer to AltiMail feature above to return to voice mail after speak-
ing with someone in the office.)

After you have successfully logged in, you will be at the Main Menu, the
first menu in AltiMail.

AltiMail Main Menu Options

Onceyou’ ve successfully logged into AltiMail, you are presented with the
following options at the Main Menu:

1. Listento New Messages

Review Saved Messages

Send a Message

Access Personal Options

Access Private Messaging Options

Phrase Management (available for system manager extension only)

Review Mixed-Media M essages

© © o gk~ WD

Transfer Out of Voice Mail (available only when
accessing AltiMail remotely)

#. MakeaCall

Listening to Messages

If there are new messages in your voice mail box, the dial tone changes
from a constant tone to a broken tone.

At the Main Menu, AltiMail will announce al new and saved messages.
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To check voice mail messages, press
e 1for new messages
« 2for saved messages

To listen to Mixed-Media messages, press 8 and then
e 1for new messages
e 2for saved messages

Note: Options1, 2 and 8 inthe Main Menu will not bevoiced if thereare
no new or saved messages.

After or while listening to a new or saved message, press

e 1todeete

e 2toreplay

e 3tosave

« 4toforward acopy of the message with an introduction

e 5tocall the sender. Thisisthe Zoomerang feature. Press*** to dis-
connect from the call and return to AltiMail. (See “Zoomerang” on
page 31 for more information on the Zoomerang feature.)

Note: Thesender’scaler ID informationisautomatically captured by the
AltiServ if the caller isaninternal user or an outside caller who has
either apublicly listed number or has entered their callback
number in the delivery options menu after leaving the message. In
thiscase, AltiServ dia sthis number when you use Zoomerang. But
evenif thecaller ID is not available, you can manually enter the
number to dial so that you can still use the Zoomerang feature.

e 6toreply to the message

e 7torewind (during message playback)

e 9tofast forward (during message playback)

e #toskip

e (Tolistento a skipped message, press 1 again at the Main Menu.)

Note: Seeyour System Administrator to activate or deactivate the time
stamp which records and states the time and date of each message

before playback. The time stamp portion of the message may be
skipped by pressing 9 during playback.

24 AltiServ User Guide



Sending Messages

At the Main Menu, press
e 3
¢ Record message and press # when finished

e Enter destination extension or
- #1to enter destination by name
(Enter last name followed by the first name and press # when finished.
Uselfor“Q” and“Z".)
- 9to broadcast the message to all users
- * tore-record the message

Then press
e #tosend

e 1for delivery options
- 1for urgent delivery
- 2for future delivery

* 2tore-enter destination extension.

Note: Be precise and brief when leaving messages, speaking clearly.
Mark messages urgent only when necessary. Urgent messages are
placed at the beginning of the line, so they will be heard before
other non-urgent messages.

Making a Call from AltiMail

You can make a call, either to another user’s extension number or to an
external phone number, without having to leave AltiMail. Thisis espe-
cially useful whiletraveling where you can respond to messages and make
other calls not associated with a message, all with one call into AltiMail.
Since businesses usually receive better rates and with the use of Least Cost
Routing, this can result in significant savings.

Note: The use of this privilege is configurable on a per-user basis so
check with your AltiServ system administrator to ensure that you
have this privilege before using this feature.

To make acal from within AltiMail
1. Press# at the Main Menu

2. Dial the extension or external phone number to cal. If itisan external
number, be sure to dial the outside line access digit and any long dis-
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tance prefix digits such as 1 and area code.
3.  Press*** todisconnect from the call and return to AltiMail.

Personal Options

Personalize your AltiMail by creating unique greetings and customizing
the system to notify you of important calls or remind you of meetings and
action items.

At the Main Menu, press 4 for the following Persona Options:
e Personal Gresetings

e Password

e Message Notification

¢ Reminder Call

e Call Forwarding

e FeatureTips

Recording Greetings

At the Per sonal Options menu, press 1 to record greetings and then press:
» 1torecord your Personal Greeting.

— Record your greeting and press# when finished. Example: “Hi, this
is Mary Smith. | am unable to answer your call at thistime. Please
leave a detailed message and | will return your call promptly.”

e 2torecord your Directory Name.
— Record your full name and press # when finished. Example: “Mary
Smith”.
» 3toselect which greeting to use (personal or system greeting).

— Even if you have recorded your personal greeting, the default
system greeting is used until you select (and in effect activate) your
persona greeting. This aso appliesto the I nitial and Subsequent
greetings described below.

e 4torecordthe I nitial Greeting

— Cadllerswill hear the I nitial Greeting when placed in your personal
queue. Example: “Hi, thisis Mary Smith. I'm on the other line at
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the moment. If you would like to hold, please stay on theline. To
|leave amessage, press pound (#) at any time. Press O for the
operator.”

— The system default I nitial Greetingis*<directory name>isonthe
phone and will be with you as soon as possible. Y ou may hold or
pressthe # key to leave a message’.

« 5torecord the Subsequent Greeting

— Cadllersin your personal queue will hear the Subsequent Greeting
every 30 seconds. Example: “Hi, I'm still on the other line. Please
continue to hold or press pound (#) to leave amessage. Press O for
the operator.”

— The system default Subsequent Greeting is* <directory name> is
till on the phone. Y ou may continue holding or press # to leave a
message’ .

Note: Options4 and 5 are available only when M ultiple Call Waitingis
enabled for your extension. Also, the default Initial and
Subsequent Greetings are used until you record and activate your
customized greetings. See “Multiple Call Waiting” on page 5 for
more details on this feature.

Changing Password

At the Personal Options Menu, press 2 and
e 1to changethe password
(The password must be 2 to 12 digitslong.)

Note: Tomaximizesecurity, memorizeyour password. Do not writeyour
password on this guide. Be sure to change your password if you
suspect that someone else knows your password.

Message Notification

Message Notification is designed to alert you of messages when you are
away from your desk. When a caller leaves a message on your extension,
AltiMail will notify you by calling the extension, phone number or pager
that you designate (delivery phone number). AltiMail will prompt you for
your password and place you at the Main Menu after a successful login.

At the Personal Options Menu, press 3 and
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e 1toenablenotification for ur gent messages only
e 2toenable notification for all messages
e 3todisable message notification

e 4tochange notification phone number, pager number or exten-
sion.When designating this delivery phone number, AltiMail will ask
you to enter the digits (up to amaximum of 80 digits) and identify the
type of number...specifically whether it is an extension, a phone num-
ber or a pager number. You must enter a 1 for out of area phone num-
bers.

Note: Message Notification cannot be sent to virtual or workgroup
pilot extensions. For example, you cannot configure Message
Notification to notify you of new messages by calling avirtual
or workgroup pilot extension, although you could configure it
to call aworkgroup member sinceit isa physical extension.

e 5to set notification schedule. After pressing 5 to schedule notifica
tion, press

— 1to activate notification at all times
— 2 to activate notification during off hours

— 3to setup your own notification schedule. When customizing the
notification schedule, AltiMail will prompt you for the activate and
deactivate times. If the hour digitis“1” in the case of one 0’ clock
for example, press # after the entry. Always enter two digitsfor
minutes. AltiMail will only accept 10 minute intervals such as
10:10 or 10:20 and not 10:15.

Note: If the system is unableto reach you for Message Notification or
Reminder Calls, it will play “ Attempts to reach you earlier were
unsuccessful” the next timeyouloginto AltiMail. Also, the system
will not be able to reach you at an outside location if there are no
trunk lines available when the system attempts to make the call.

Outcall to Cellular or PCS Phone Numbers

When an outcall is made by the system (for One-Number-Access, Mes-
sage Noatification, Zoomerang, Call Forwarding, etc.), to acellular or PCS
phone, it may ring the phone once but not necessarily present the call and
make a connection. Thiswill happen if the ringback tone played by the
cellular service provider does not confirm to standard ringback tones. To
work around this problem, instruct usersto append afew commas (,) to the
outcall (cellular) number when entering it. One comma provides a one
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second pause.

Reminder Calls

Remind yourself of important meetings, things to do or people to call by
setting up a Reminder Call. AltiMail not only acts as an alarm clock, but
can also play back your pre-recorded message at a specified time and date,
to a specified delivery phone number. For example, you can have AltiMail
call you at home tonight to remind you to bring a file to work the next
morning!

At the Personal Options menu, press 4 and
e 2
e set the future time and date of the call
(If the hour digitis“1", press # after the entry. Always enter two digits for

minutes. AltiMail will only accept 10 minute intervals such as 10:10 or 10:20
and not 10:15.)

e record message followed by #

Note: Option 1 (not shown above) isvoiced only if ascheduled reminder
call has not been delivered. This option allows you to review
scheduled reminder calls.

Then press
e 1todeliver to your extension

e 2todeliver to the outcall number (or delivery phone number desig-
nated in Message Notification)

Press # to confirm the message delivery.

Note: The delivery phone number (up to a maximum of 80 digits) for
Reminder Callsisthe same as the Message Notification delivery
phone number. To change the delivery phone number, press 3 at
the Personal Options Menu and press 4 to designate the new
delivery phone number. This delivery phone number cannot bea
virtual or workgroup pilot extension number. Also, please see
“Qutcall to Cdlular or PCS Phone Numbers’ on page 28.

Call Forwarding

You can configure Call Forwarding remotely by just dialing into AltiMail
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and selecting option 5 from the Personal Options menu. To setup Call For-
warding in AltiMail:

At the Personal Options menu, press 5 and

1. Enter the destination number. If it is an external number, begin with
the outside line access digit and any long distance prefix digits such
as 1 and area code. Also, please see “Outcall to Cellular or PCS
Phone Numbers’ on page 28.

2. Press# at the end of the destination number.

All calls will now be forwarded to the destination number.

Feature Tips

Each time you login to AltiMail, you will hear a Feature Tip, helpful tips
and reminders of the most useful features for optimal use of AltiServ.
There are atotal of eleven tips and a different tip is played each time you
access AltiMail.

Ancther way to listen to Feature Tipsis by pressing #55 on your tele-
phone. You can listen to just onetip at atime or listen to all the tips at
once.

To turn this feature off, press 6 at the Personal Options menu. Thisisa
toggle feature so pressing 6 at the Personal Options menu will turn it back
onif it isoff.

Dynamic Messaging™

AltiServ provides special Dynamic Messaging features to enhance voice
communications for business travel ers who are always on the go.

Because of the importance of voice messaging to this group of users,
AltiServ provides extra features to offer advanced voice communications
capability. The Zoomerang feature enables you to return a call with the
push of one button, while you are till in AltiMail. Private M essaging
provides away to leave a private message for callers who are hard to get a
hold of.

The following pages describe these Dynamic Messaging featuresin detail
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and provide instructions on how to use them.

Zoomerang

The Zoomerang feature is designed to make the job of returning calls eas-
ier and faster. Much like an actual boomerang, this feature enables you to
listen to messagesin AltiMail, make calls to the party who left the mes-
sage and return to AltiMail to continue checking messages. This feature
is particularly advantageous for the cellular or car phone user who, with
just one call into AltiMail, is able to return acall for every message.

Note: The use of this privilege is configurable on a per-user basis so
check with your AltiServ system administrator to ensure that you
have this privilege before using this feature.

To use Zoomerang:

1. After or whilelistening to a new or saved message, press 5 to call the
sender of the message.

Note: If the sender’'s caller ID information is available, AltiServ
automatically makes the call once option 5 is selected. This
caller ID information isautomatical ly captured by the AltiServ
if the caller isan internal user or is an external caller who has
either apublicly listed number or has entered their callback
number in the delivery options menu after leaving the message
(see “The Caller’ s Options’ on page 31).

2. If thecaller D was not captured, you may manually enter the
number to dial. If it isan external number, be sure to dial the outside
line access digit and any long distance prefix digits such as 1 and area
code. Also, please see “ Outcall to Cellular or PCS Phone Numbers’
on page 28.

3. Press*** to disconnect from the call and return to AltiM ail.

The Caller’s Options

After leaving a message, the caller may simply hang up or press # for spe-
cial delivery options. If # is pressed, they have the option to press

e *tore-record the message
e 1to specify delivery options
e 2toattach acall back humber
(If the callback number is outside of your outcall accessihility, the
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system cannot return the call. Please check with your System Admin-
istrator for your toll restrictions.)

e #1to send the message

After pressing 2, they will be asked to leave a call back number beginning
with the area code. To notify your callers of this option, you may want to
mention the option to leave a call back number in your personal greeting.
If the caller’s number is a publicly listed number, there is no need to enter

their callback number since AltiServ automatically capturestheir caller ID

information.

Private Messaging

To minimize telephone tag, you have the ability to leave aprivate, detailed
message in AltiMail for acaller in case you are not at your desk or in the
office when he or she calls. Thisfeatureis perfect for those callers who do
not have voice mail themselves or are difficult to reach. Private M essaging
alows callers to access information intended for them when they try to
contact you while you are unavailable. When you leave a Private M essage,
the system asks callersto enter the letters of their names (last name fol-
lowed by first name) to check if they have a Private Message.

To Leave A Message

At the Main Menu, press 5 and
e 2torecord anew message
e At thetone, record message and press #

e Using the number pad, enter recipient’s last name followed by the
first name. Use 1 for “Q” and “Z”.

e When you have finished, press #.
To Check Message Status

To check the status of private messagesthat have been recorded, press 1 at
the Private Messaging Menu. AltiMail will then

e Givethetime and date of the message recorded
e ldentify the recipient that the messageisfor
e Inform whether or not the message has been heard

e Replay the message
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e Askyou to press 1 to keep the message or 2 to delete the message

Note: Delete messagesthat have been heard. Up to five private messages
are dlowed at onetime.

AltiMail Mixed-Media Messaging

Not only does AltiMail send and receive multiple forms of communication
such asvoice mail and e-mail, it is able to combine different forms of mes-
sagesinto a“package’ called aMixed Media message. You can save time
and money by sending Mixed Media messages over the Internet to anyone
throughout the world with an Internet address, toll free.

Since all messages (voice mail, e-mail or Mixed Media messages) go into
the same AltiMail Post Office box and into your mailbox, you need only to
check one location for all messages with your multimedia computer.

When away from the office, access Mixed Media messaging from any-
where (at home or while traveling) using an access line from an Internet
provider to download all unretrieved Mixed Media messages from the
AltiMail Post Office box.

Accessing Mixed-Media Messaging in the Office
and Remotely

In order to access your AltiMail either in the office or remotely viathe
Internet, you must configure your e-mail client application (e.g. Netscape
Navigator 2.0 and beyond, Eudora, etc.) to properly recognize your Alti-
Ware server. Please consult the configuration manual that comes with your
e-mail client application.

1. Go tothe mail server configuration section and enter your AltiWare
server’'sname or |P address in both SMTP and POP3 server fields (in
some cases, this may be the same field).

2. Go to the user configuration section and enter your name, user name,
e-mail address, and the reply-to address (usually the same as your e-
mail address). The e-mail addressis usually your name appended with
“ @your.domain.name” . Please see your System Administrator for
your organization's domain name.

3. Click or select the Get Mail option. Some e-mail client applications

AltiServ User Guide 33



may provide afield to cache your e-mail password for the current ses-
sion so that you don’t have to enter your password every time you
click Get Mail. Be sure to enter your e-mail password when
prompted.

Retrieving Messages

To retrieve messages using your multimedia computer,

1
2.
3.

Configure your e-mail application (see “Accessing AltiMail” above).
Click on the “Get Mail” icon.

All new messages, whether read or unread, are stored in the Inbox
folder. Click on the I nbox folder.

Individual messages should appear on the right side of the window.
Click on amessage to read/listen to it.

To listen to an audio attachment in an e-mail, click on the attachment
to hear the message through the computer speaker. If you do not want
others around you to hear the message from your computer, you may
listen to the audio portion of the message over the handset of your
telephone by pressing 8 at the Main Menu of AltiWare. Refer to page
21 for more detailed instructions on listening to messages over the
phone.

Note: Voice mail messages also appear as Mixed Mediamessagesin the

“Inbox” folder. Open it and click on the audio attachment to listen
to the message.

Composing and Sending Messages

To compose a new message,

1

Click or select the“To: Mail” option and enter your recipient’s e-mail
address.

Type the text portion of the message (optional).

Send an audio attachment with or without a text message by lifting
the handset off-hook and dialing # 0.

Asinstructed by AltiMail, press 2 to record a new audio attachment.

After you have finished, press # and either hang up or press 1 to listen
to, 2 to re-record or 3 to del ete the audio attachment.

Click the “Send” icon when finished. AltiMail will attach the voice
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annotation to the e-mail when it is sent.

Note: Anaudio attachment is seen only at the receiving end and does not
appear as an attachment on the e-mail message composed by the
sender. Y ou may carbon copy (CC:) the message to yourself to
verify that the audio attachment has been attached and sent
successfully.

AltiReach

AltiReach is a Web-based management tool that provides away for you to
manage your call handling options such as One Number Access, Call-
View, Message Notification and other personal phone settings using a
standard Web browser. It not only provides an easy to use GUI, AltiReach
is accessible from any location that has an Internet connection.

Accessing AltiReach

You may access AltiReach Call Management by using any popular Web
browser. To use the CallView part of AltiReach, the browser must be Java
capable. The system administrator should provide the address (e.g. http://
www.CTl.com/altireach) of the system where AltiWare and the Web
server areinstalled.

The following describes each of the AltiReach Call Management screens.
Login

The AltiReach login screen, shown in Figure 1, prompts you to login by
entering the following:

e First name

e Last name

e Extension

¢ Password
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Figurel. AltiReach Login screen

After successful login, AltiReach displaysthe Main Menu, shownin
Figure 2.

Main Menu

The first AltiReach screen after you login isthe Main Menu that allows
you to access any of the following screens:

e Call Management

e Station Speed

e CdlView

¢ One Number Access

* Message Notification

These screens are described in detail in the following sections.
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Figure2. AltiReach Main Menu

Speed Dial Setup

The Speed Dial Setup screen, shown in Figure 3, allows you to program
up to 20 station speed dial numbers. All relevant prefix digits such as
trunk access number (e.g. 9), 1 and area codes must precede an outside
phone number. Station speed dial numbers are also set up by using the #25
feature code on your telephone set. Refer to “ Station Speed Dial Setup” on
page 17 for more information on setting up speed dial numbers using the
telephone.
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Speed Dial Setup

Figure3. Speed Dial Setup screen

CallView

CallView isagraphica user interface (GUI) that displays the status of all
AltiServ users' extensions and provides the functionality of a*“personal
console” without having to install or use TAPI.

Note: Y ou must use a Java-capable Web browser to use CallView. Also,
you must have the system administrator enable Multiple Call
Waiting for your extension to be able to handle more than one call
at atime.
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Figure4. AltiReach CallView screen

The large window on the left-hand side displays all the extensions and
trunks installed and configured on the AltiServ. It also shows whether
an extension or trunk is connected with a call by changing the busy
lamp field to red while idle extensions/trunks remain green.

The Call L og window (at the top of the screen) shows the extension or
phone number (Caller ID) of incoming cals, their name (Name) if
available, and the time and date (Time) of each call. Up to 30 call
entriesare displayed. This“call log” information is cleared when
AltiReach is closed.

The M essage indicator turns red when there are messages in your
mailbox.

Using the CallView to Make or Receive Calls

Answering aCall - simply pickup the handset or click on Flash if your
phone is on Dial Tone M ute M ode (#82) with the speaker phone
turned on.

Dialing an Extension - with the handset off-hook, click on any
extension number in the window and click on Dial Ext. to
automatically dial that extension.

Placing a Call on Hold:
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1. Click on one of the four Hold buttons to place the active call on
hold. The Hold button becomes the Retrieve button.

2. Click on the Retrieve button to be reconnected with the call. The
Retrieve button changes back to the Hold button again.

3. Uptofour callscan be placed on hold simultaneously.

Transferring a Call - while connected to a call, select the extension
where the call should be transferred to and click on Transfer.

Transferring a Call to Voice Mail - while connected to a call, select
the extension of the voice mail box where the call should be sent and
then click on Voice Mail. The caller is sent directly to the voice mail
box of the selected extension.

Setting up Consultation Transfer:

1. While connected to acall, select the extension of the person you
wish to consult with.

2. Click on Consultation to connect to the extension.
3. Click on Flash to re-connect to the caller.

Call Pickup - with the handset off-hook, click on an extension that has
aringing call. Then click on the Pickup button to pick up that ringing
call at that extension. Thisisthe same as dialing #29 <extension> on

the handset to pick up acall.

Using the Release button - click on the Release button to disconnect
an active call.

WorkgroupView

If you login to AltiReach as aworkgroup pilot extension number, the Call-
View screen changes into a Wor kgroupView which can be used to moni-
tor aworkgroup in ways that are not possible without AltiReach. Unlike
the CallView screen, however, the WorkgroupView screen isnot an inter-
active GUI that is used to control anything. Itissimply used to view calls,
monitor workgroup member activities and act as a message waiting indi-
cator.
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Note:

Y ou must use a Java-capable Web browser to use

WorkgroupView. Users have reported that Netscape
Communicator may have problems refreshing the workgroup
member’s status. If you experience any problems using Netscape
Communicator to access WorkgroupView, clicking on Reload a

few times should resolve this problem.

The WorkgroupView screen shown in Figure 5 contains the following:

M essage Waiting I ndicators - the first three rows below the screen

heading are used to indicate the number and type of messages con-
tained in the workgroup’s mailbox. The first row shows two buttons
that “light up in red” when there are New or Archived (saved) mes-
sages. The second and third lines show what type, Voice or Mixed-
M edia (E-mail), and how many messages there are under each cate-

gory.
Caller ID - showsthe caler’s phone number

queue.

Callersin Queue - shows the number of callsin queue.

if available.

Calls Abandoned - shows the number of calls that have |eft the

AltiReach Workgroup Yiew: 300

yoice | mixed-media |
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Figure5. AltiReach WorkgroupView screen

Member Information - shows alist of workgroup members and the
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following information about each member:

— Member - shows the extension number of the workgroup member.
If amember has logged out of the workgroup, it indicates this by
showing “(out)” next to the member extension number.

— Status- showswhether the member is on the phone (in-use) or not
(idle).
— Num of Calls - shows the number of callsthe member has taken

— Ave Call Length - showsthe average length of calls that comein
through the workgroup and are taken by a workgroup member.

Note: Thisscreen is automatically reset (except for Message Waiting
Indicators) every 24 hours, specificaly at 3:00 AM.

Message Notification Setup

Figure 6 illustrates the Message Notification screen, which enablesthe
system to alert users of new messages when they are away from their desk.
Users can setup Message Natification through the AltiMail V oice
Messaging System or through this Message Notification screen in
AltiReach. See“Message Notification” on page 27 for moreinformation on
thisfeature.
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Message Notification

14066562167

Cancel

Figure 6. Message Notification Setup screen

One Number Access

Voice mail is sufficient for most callsthat are not answered by the user.
For important or urgent calls, however, you may want to have the system
send the call to you by dialing pre-determined numbers based on a pre-
determined schedule. Refer to Figure 7 for the top portion of the One
Number Access setup screen.

OneNumber Access (ONA) allowsimportant callersto be connected to the
user without having to dial more than one number. The system does the
search for the caller and connects the caller when the user is found. If the
systemis unable to connect the call, the caller is sent into the user’ svoice
mail.
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To Setup One Number Access

1

To use One Number Access (ONA), you must first enableit on the Call
M anagement screen of AltiReach by selecting the Enable One
Number Access box.

Also select and configure the No Answer Handling on the Call

M anagement screen of AltiReach. ONA isinvoked by AltiServ only
during a“ring no answer” situation because it assumesthat you are out
of the office or away from your desk. If the lineisbusy, the call will be
handled according to the extension’s Busy Call Handling
configuration. If the extension has Do Not Disturb enabled, the call
will go into voicemail. All system and extension call restrictions apply
for One Number Access.

One Number Access Setup

Figure7. One Number Access Setup Screen |

3.

Determine the schedule when you want ONA availableto callers. You
can disable ONA or enableit:

o Atadltimes

e During business hours

*  During non-business hours

» Based on the predetermined schedule

Select the Caller ID Verification checkbox to specify which callers
can access ONA.

— You can enter up to ten (10) phone numbersin the Caller 1D
Verification fields. Whenever the system detectsacall from one of
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the numbers entered here during any of the selected schedules, the
system begins to search for you by dialing the numbers configured
in the Forwarding Number fields.

CAUTION!

If nonumbersareentered in the Caller ID Verification fields
and ONA isenabled, it ismade availableto every caller.

— Examples of international, domestic long distance, and local
telephone numbers are:

e International numbers (01181118102146) comprise of, 011
(international code), 81 (country code), and finally the area
code and telephone number.

« Domesticlongdistance numbers (15102522332) comprises of
1 (long distance prefix), followed by 510 (area code), and
finally the seven digit telephone number.

e Forlocal numbers, thelong distanceprefix (1) and theareacode
(510) should not be entered. Only the seven digit number is
required.

— Y ou can aso enter arandom “ password” number such as*“5555” so
that any caller who knows this password can use ONA to find
you, regar dless of where they ar e calling from. Once you' ve set
thisup, you need to instruct the caller to dial 1 during your personal
greeting and then to enter the “password” to use ONA.
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Figure8. One Number Access Setup Screen |l

5. Inthe Schedule section, enter a customized schedule of four different
time slots during which ONA isto be enabled. The Enabled based on
the following schedule option in Figure 7 must be selected at the top
of the screen, as shown.

6. IntheForwarding Number section, configure four different numbers
(extension or outside number) the system is to dial to search for you.
Also, please see “Outcall to Cellular or PCS Phone Numbers’ on page
28.

Note: During any of the specified schedules above, the system dialsthe
Forwarding Number(s) in the order from Forwarding Number 1 to
Forwarding Number 4, rather then dialing a specific Forwarding
Number for a specific Schedule number.

Call Management Setup

The Call Management Setup screen, shown in Figure 9, allows you to
manage how the system handles incoming calls.
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Call Management

Aoty

Figure9. Call Management Setup Screen

Note: Thereisa“2-hop” limittoforwarding calls. For example, you have
your calls forwarded to another extension which has calls
forwarded to athird extension. If that third extension also has calls
forwarded, your call will go into your voice mail.
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Glossary

AltiMail - the messaging system within AltiServ that includes voice and el ectronic
mail.

audio attachment - avoice message recorded and attached to aMixed Mediames-
sage.

Auto Attendant - automated call processing system.

cadence - balanced, rhythmic flow or movement.

delivery phonenumber - the designated extension, phone or pager number that the
system callsto notify you of a new message or scheduled reminder call.

flash - asudden brief signa activated by depressing the flash button on the tele-
phone and used to place the call on hold to perform another function. For telephone
sets that do not have aflash button, aquick press and release of the receiver button
may be used instead.

general mailbox - voicemail box where callers |eave messages when they are un-
able to reach the Operator and do not know who to speak with.

main menu - the first menu of optionsinthe AltiMail V oice Messaging system af -
ter login.

Mixed-M edia M essage - a single message consisting of any combination of voice
annotation, voicemail, FAX, e-mail, audiofiles, datafilesor anything infileformat.

Operator - designated person responsible for all incoming call processing.

station - any location wired to accept atelephone. Also another name for a place
where acall can be answered.

System Administrator - the person designated to configure and manage all Al-
tiServ functions.

toggle - to move back and forth from one state to another, such as a feature that ac-
tivates when in deactivated mode and deactivates when in activated mode.

toll restriction - afeature that restricts certain station users from placing toll calls,
long distance calls or other non-business related calls.

trunk access code or prefix - asingle digit pre-configured on the system (usually
9) dialed to access an outgoing trunk line.

user - person accessing the features and functions of the Alti Serv product.

virtual extension - voicemail boxes that do not have aphysical station and can be
used at any station once login is successful.

wor kgroup - agroup of extensions configured to receive calsin queue.
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