CallPilot Desktop Messaging - How does it work? 

CallPilot software application must be installed on your desktop. Once this is done, you can start using the Desktop Messaging service. The next time you open Outlook, you will notice a new account called “CallPilot Desktop Messaging”, complete with its own Inbox.
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When someone leaves you a voicemail message or fax in CallPilot, the message waiting indicator (located at the bottom right of your desktop, in the task bar) will show up as:
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and the message light on your phone will light up. To listen to the voicemail message, you can either login to your voice mailbox (phone) to retrieve the message as usual, or you can access the message from your desktop (computer) inbox. 

View your voicemail messages 

With Desktop Messaging, you can handle your voicemail messages just like your email messages. CallPilot provides information about the messages received (e.g. who the message is from, date and time of reception, length of message) and you can determine in which order you wish to review your received messages. New unread messages appear in boldface. 

Double-click on the voicemail message you wish to hear, and it will be downloaded to your PC and played back on your PC speaker. 
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You have a full array of playback functions on your desktop including pause, volume, speed, skip forward/backward, etc. 

Take action from your PC keyboard 

After playing a message, you can perform any of the following actions from your desktop: 

· Delete 

· Close the message and delete it (just like an email message). The message will be transferred to the “Deleted Items” folder in your CallPilot Desktop Messaging client. Similar to Outlook’s delete function, the message is not really deleted, but simply moved to a different folder, while a copy of the message remains in your voice mailbox (remember to eventually delete the message from your phone queue). 

Unlike Outlook however, the “Deleted Items” folder of CallPilot Desktop Messaging is automatically emptied each time you open Outlook, irrevocably erasing those messages from the system. 

· Forward 

· Forward the message to someone else. You can forward your message to other voicemail and/or email users, including voice mail or email distribution lists. 

· Reply 

· Reply to the originator of the message (internal only). Your reply can be recorded from your desk phone or on a PC microphone if you have one. 

· Call sender 

· If CallPilot displays the phone number of the person that left you the message, you can call that person back. This feature will work for internal and external senders (but not long distance ones). CallPilot will ask you to confirm the number before establishing the connection. 

· Send options 

· When forwarding or replying to a message, specify various sending options from your desktop. You can label the delivery of the message as Normal, Urgent or Economy; specify the sensibility of the message as Public or Private; and request receipts of Delivery or Reading (i.e. listening) of the message. 

Archive your voicemail messages 

Instead of deleting played messages, you can move them to folders that you created in Outlook or in your CallPilot Desktop Messaging account. That way you can keep important messages for as long as you want, protecting them from the automatic seven-day retention policy of CallPilot for played messages. 

Send and receive faxes 

Fax messages can be received directly into your CallPilot Desktop Messaging client, where you can view, delete, print and save them—just like any other email or voicemail message. To receive personal fax messages into your CallPilot Desktop Messaging client, you will need a separate extension number and the fax capability must be enabled by the CallPilot administrator.
To view a fax message

· Double-click a fax message in your CallPilot inbox.  When you open a fax-only message, the fax image appears right away.  In mixed voice and fax messages, click the Fax icon to view the fax.

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

· When you are finished with the message, you can close it.

To send a fax message:

· Open the document you wish to fax.
· On the File menu, click Print
· From the list of printers, select Nortel Fax, then click Print or OK.
· The Compose Fax dialog box appears. 
· Select a Send option.  Type in the fax number or extension number.  Click Send.
· You can send the document as an attachment by clicking Send using button and choosing an email address.  Click Send.
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