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Messaging

Complement your existing LAN and Wi ndows®-based client workstations with NVM-Desktop
Messaging. Use the power, speed and simplicity of NVM-Desktop Messaging to consolidate
your Voice Mail, Fax Mail and Email in a single integrated desktop environment.

NVM-Desktop Messaging
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NVM-Desktop Messaging —
Making your office uniquely productive

NVM-Desktop Messaging is unique among office automation tools in that it works the way you
work, with what you aready have, with what you already know. There is no need for an office
infrastructure upgrade since NVM-Desktop Messaging is compatible with industry-standard
TCP-IP networks (such as Microsoft, Novell and Lantastic). In addition, NVM-Desktop
Messaging works with the most popular office operating systems. Windows 95, Windows
3.1/3.11, Windows NT and Windows for Workgroups.

The modest NVM-Desktop Messaging hardware requirements mean you won't pay for perfor-
mance with expensive PC upgrades. Each client needs only a 486/33 PC with 8 MByte RAM
(16 MByte for more than 64 clients), 5 MByte available hard disk space and an ethernet NIC
installed. (If you want, think about an optional sound card to play your voice messages over
headphones or through your PC speakers.)

Consolidate messaging between NVM-Series Voice Mail and a
host of popular email programs.

NVM-Desktop Messaging compatibility with leading email protocols helps you preserve and
build on your employee's knowledge base. Using the simplified email setup screens, each
employee can quickly configure their desktop to work with popular MAPI, MHS, VIM, Banyan
Vines and SMTP Server/POP Server based email programs. They can then just double-click to
read, send, forward or reply to an email within the native mail program.

Easy-to-use features that extend the capabilities of your NVM-
Series Voice Mail system.

You'll get immediate productivity gains from the ssmplicity and elegance of NV M-Desktop
Messaging. For example, using a convenient address-book interface you can quickly send voice
messages to co-workers or lists of co-workers. This extends the message distribution power
aready in your email program to your voice messaging.

Before you turn this page . . .

To send and receive email with NV M-Desktop Messaging, your office network must provide
compatible email services. To receive fax mail messages, your NVM-Series Voice Mail system
must have the fax mail option installed. Check with your system administrator for more about
these options.

Also, before reading the rest of this guide, you should aready have some familiarity with basic
Windows operation and terminology. If you need to “brush up” before you start reading, review
the documentation that came with your Windows software.
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Checking the Minimum Syste

Chapter 2:
Installation

m Requirements

Before installing NVM-Desktop Messaging, be sure your system meets or exceeds the following

minimum system requirements:

Processor: ..................
Operating System: ...........

Available Hard Disk Space: . . ..
System Memory (RAM): ... ...
Additional Hardware: .........
Network: ..................
Email Compatibility: .........

VoiceMail: .................

If your system meets or exceedsther

486/33

Windows 95

Windows NT

Windows 3.1 or 3.11

Windows for Workgroups

5 MByte

8 MByte required for up to 64 clients

16 MByte required for more than 64 clients

Ethernet Network Card (NIC)

Sound card to play voice messages through your PC speak-
er or headphones (optional)

TCP/IP network (e.g., Microsoft, Novell or Lantastic)
MAPI

MHS

VIM

Banyon Vines

SMTP Server/POP Server

NVM-2000 Release 7.01 or higher with NVM-Desktop
Server software installed.

equirements above, go the the next page and begin

installing your NV M-Desktop Messaging software.

Note: This manual shows the NVM-Desktop Messaging as they appear in Windows 95/NT. If you
have Windows 3.X, your screens will be dightly different but will function identically.

NVM-Desktop Messaging
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Installing Your NVM-Desktop Messaging Software

Starting the Installation Program

To start installing your software on your client workstation:

1. Closedl programs.

2. Insert NVM-Desktop Messaging Installation Disk 1 into your 31/2" disk drive.
3. Click Start O Run. You see:
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4, Click Browse and then double-click on the 3 1/2" drive that contains Installation Disk 1.

You see:
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5. Double-click on thefile Setup.exe. You see:
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6. Click OK to start the installation program.
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Copying Files and Selecting the Install Destination

To continue with the installation:

1. Theinstallation program will now begin copying files to your hard disk, and then prompt you
to insert Disk 2 when required.

Capdng iniwizstion fies

2. Insert Disk 2 and click OK. After a few moments, you see:
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3. If you have any other programs running, click Exit Setup and return to step 1 above.

OR
If you don’t have any other programs running, click OK to continue. You see:

[loshilop MoppaEsy 5ohup
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Installing Your NVM-Desktop Messaging Software

Copying Files and Selecting the Install Destination (Cont’d)

4. Toinstall NVM-Desktop Messaging in the default location (C:A\UNIMSG), click
and go on to step 6. =
OR
Click Change Directory to select another location and go to step 5.
OR
Click Exit Setup to quit the installer and continue later on.

5. If you selected Change Directory in Step 4, you see:
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o Double-click on the directory you want to use.
e Click OK and go back to step 4.

6. Insert disks 3 and 4 and click OK when the installer requests them. When the installation
completes, you see:
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7. Click OK. You see:

BS v TRID WS S e WP ropemciDesking Mesesgeg W= B

Ele Edi e el

BT 5 El!l!lilﬂl!lilﬂ

[iarklop M smegre

(4 cbwettil T i




Chapter 2: Installation
How to Start NVM-Desktop Messaging

Initial Startup Options

Once you finish installing the Desktop Messaging software, you automatically have the follow-
ing startup options:

o Double-click the Desktop Messaging icon in the folder left open on your screen.
e Click Start 0 Programs [0 Desktop Messaging O Desktop Messaging.

Starting NVM-Desktop Messaging Automatically 2

To have Desktop Messaging start automatically each time you power up or reboot
your PC:
[l

1. Double-click H.-:ﬂval., navigate to and then open the following two folders:
C:\Windows\Start Menu\Programs\Startup
C:\Unimsg (or the directory you chose during installation).

2. InC:\Unimsg, right click on Unimsg.exe, and while holding down the right mouse button,
drag the file into C:\Windows\Start Menu\Programs\Startup.

3. Release the right mouse button.

4. Click Create Shortcut(s) Here.
When you reboot your PC, NVM-Desktop Messaging will automatically start up.

Starting NVM-Desktop Messaging from a Desktop Icon
To create a desktop icon for NVM-Desktop Messaging:
[

1. Double-click m:ml, navigate to and then open the folder C:\Unimsg (or the directory you
chose during installation).

2. Right click on Unimsg.exe, and while holding down the right mouse, button drag the file
onto your desktop.
This automatically creates the desktop icon.

3. Doubleclick Hewsma on your desktop to start up NVM-Desktop Messaging.

NVM-Desktop Messaging
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How to Start NVM-Desktop Messaging

Starting Up NVM-Desktop Messaging

To start up NVM-Desktop Messaging:
1. Launch NVM-Desktop Messaging by one of the methods from The NVM-Desktop Messaging
Sartup Options on the previous page. You see the logon screen:
When you start NVM-Desktop Messaging for the first time, you go directly to the Setup
Screen (step 4 on the next page).
o Skip to step 4 if you want to set up your server and email options right away.
OR
e Click CANCEL, then OK at the Network Connect Error message to return to this step.
(= WVM Deaboop Mmoo logen B

Sebp  [Ipfore
Estoraian Rember: [ |

oy P A g
o o i ol Viessaging,
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This screen has the following options:

Data Entry Boxes

Use the Data Entry Boxes to enter information that identifies your mailbox, telephone exten-
sion number and Voice Mail Security Code.

Mailbox Number: This is your subscriber mailbox number. Once you enter this number,
it will appear automatically in subsequent logons. (Ask your system
administrator if you don’'t know your subscriber mailbox. Normally,
your subscriber mailbox uses your extension number.)

Extension Number:  Your telephone extension number. Once you enter this number, it will
appear automatically in subsequent logons.

Security Code: Your subscriber mailbox security code. (Again, ask your system
administrator if you don’t know your security code.)

Menu Items:

The Logon Screen has two Menu Items: one for configuring your email and another for set-

ting the default size of the NVM-Desktop Messaging screen.

Setup: Set up the TCP/IP server and email options. See page 11 for more.
(Your system administrator can help you with these settings.)
Option: Select the default size of the NVM-Desktop Messaging window. Full

Screen enabled (selected) maximizes the window size. Full Screen
disabled (not selected) gives you the normal (smaller) window. You
can aways use the normal Windows controls to minimize, maximize
and resize the NV M-Desktop Messaging screen later on.

Buttons:

In addition to the Logon Screen Data Entry Boxes and Menu Items, there are three buttons at
the bottom of the screen.




Chapter 2: Installation

How to Start NVM-Desktop Messaging

Cancel:

Remote Logon:

OK:

In the Data Entry Boxes, type in your Mailbox Number, Extension Number and Security

Code (if any).

If you are logging onto a co-worker’s mailbox, click the Remote Logon button before
entering your data.

Click this button to exit the Logon Screen and shut down NV M-

Desktop Messaging. You cannot backup or undo after canceling.

Click Remote Logon to clear the Data Entry Boxes so you can log

onto another mailbox (not your own). You can use this to check your

own voice or fax messages from a co-worker’s PC. You cannot use

remote logon to check email.

Click OK to start NVM-Desktop Messaging and launch the Main Screen. 2

3. Click the Options Menu Item and either select (check) or deselect (uncheck) Full Screen.
You can always use the standard Windows controls to resize your screen later on if you

change your mind.

4. Click the Setup Menu Item. You see the Setup Screen:

5.

m HWYH-Dakicn Macceging 1O Ml 5etap

TepAp
Wi Sprven Semmice Famlie Wil Sprve P fddeean.
[0 [pon a2
- I Enentsin Ml [ Emabiin Wil Dubug
Ghianse = TS [ = 108 EIVIHES QISH T,

_ Coment |

NnK I

In the TCP/IP section of the Setup Screen (your System Administrator can help you with

these settings):

¢ Enter the Voice Mail Server Service Number (default is 2000).
o Enter the the Voice Mail Server |P Address (default is 200.0.0.2).

If you want to use email with your NVM-Desktop Messaging, turn to Setting Up Your Email

Services on page 11.
OR

If you don’t want to use email, be sure the Enable E-Mail box is deselected and then click the

OK button.

You return to the Logon Screen.

NVM-Desktop Messaging
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Starting Up NVM-Desktop Messaging (Cont’d)
7. Inthe Logon Screen (see below), make sure you have correctly entered:
o Your subscriber Mailbox Number.
¢ Your phone system Extension Number.
e Your subscriber mailbox Security Code (if any).

WV [ierhiap Heragng Logon

Ssep [Ipsors

Madbun Birer. [ |
o Nitsulo
s mmm s i ol Viessag g,

8. Click the OK button to start NV M-Desktop Messaging. You will see the Main Screen:
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9. To start using NVM-Desktop Messaging right away, turn to Chapter 3, The Main Screen and
Message Pane.
OR
To customize additional NVM-Desktop Messaging options, turn to Chapter 5: Advanced
Setup Options.
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Setting Up Your Email Services

To set up your email options:
1. From the Logon Screen (shown below), click Setup:

Ssep [ipSors
mm:l:l
ot e K oplViessaging

You see the Setup Screen:
m HYH-Dadkicn Macosging TO7 10 Bl Satan
Tcpip
YH Erive Garvice Hamben YH Serve P Ackdienn:
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2. If requested by your System Administrator, check the Enable E-Mail Debug box.
This turns on a background utility that may help your System Administrator troubleshoot
any email setup problems.

3. Check the Enable E-Mail box.

4. Select the email protocol that is already set up on your PC and make the required entries.
(The following screens show the options for each available email protocol. Ask your System
Administrator if you need help with these entries.)

NVM-Desktop Messaging
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MAPI
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Email Setup

SMTP/POP3

m HYH-akicn Macosging 101000 -Hal Seiug
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5. After selecting your email protocol and making the necessary entries, click the OK button.
You return to the Logon Screen.

6. Inthe Logon Screen (see below), make sure you have correctly entered:
e Your subscriber Mailbox Number.

¢ Your phone system Extension Number.
e Your subscriber mailbox Security Code (if any).

Sakp  [fors

thﬂ-:l:l

= Nitsuko
o mmm iy i gl Viessaging,
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7. Click the OK button to start NV M-Desktop Messaging. You will see the Main Screen:
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Email Setup
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8. To start using NVM-Desktop Messaging right away, turn to Chapter 3, The Main Screen and

Message Pane.
OR

To customize additional NV M-Desktop Messaging options, turn to Chapter 5: Advanced

Setup Options.

NVM-Desktop Messaging
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Chapter 3:
The Main Screen and Message Pane

Understanding the Main Screen

The NVM-Desktop Messaging Main Screen is divided into six sections:
e TheMenu Items (see Chapter 5) . . .for setting advanced messaging options for your mailbox. 3

e TheMessagePane ............ showing al the messages in the Message Cabinet you
have selected.

e TheMessage Cabinets ......... storing the three categories of messages (New, Held
and Saved).

The Message Action Buttons . . . .providing one-click access to the messaging features
you use the most.

e TheHepBar ................ listing a brief description of each item on the Main
Screen as you pass your mouse over it.
e TheDateand TimeBar ........ displaying the current date and time.
Menu Items\
e (=
{fin [ipiom
M essage ACtion m————p | i el e @m—.- E-a- T L o
Buttons — w | ol W R a ﬁ —
LI Fuei Dle=k TH11] miT1an 0 F
B lanw (A1) [ {TEAE (i Pl
i 765 FeamiDesk[an] mEAl 0E1IFW
M essage Pane = wh | Wl S e O411FH  Pastingal 100D
b | S Rz [l ] 44 Fidd 1) o by i sl Gpwemn
Date and Time Bar
M €ssage Cabinets_> E e Bk | K| E Held Memager |11 E Swved Bemagen | 31
Help Bar ilumibde vk e mrraage b Brlre b vn mren BT

NVM-Desktop Messaging
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Using the Message Pane

TheActive M essage Cabinet Message Time M essage Subj ect

T

e Fugptfled: [11] 71
Jaru [ 3] /550

fR2  FooniDesk 201 WEun

Message Type
and Length

ERER="] Flaakagal il
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The Message Pane digplays the voice mail, email and fax mail messagesin the active Message
Cabinet. (For more on Message Cabinets, see page 35.) Each time you start NVM-Desktop
Messaging, it uses two rules to sort the messages in the Message Pane: the sort order set in your sub-
scriber mailbox and the type of message. If your mailbox is set up for First-In-First-Out (FIFO), your
oldest messages display first. (Thisis the default setting.) If your mailbox is set up for Last-In-First-
Out (LIFO), your newest messages display first. In addition, your email messages aways display
after your voice and fax messages. Your system administrator can explain more about these options.

For each message, the Message Pane shows:
e TheMessageType ............ Each message type has a unique icon.

4:':' is for voice mail messages. Theicon is normally
gray. If it isred, the message was marked by the
sender as Urgent.

@ is for fax mail messages. If it is red, the message
was marked by the sender as Urgent.

Iﬂ is for email messages. Normally, the square in
the upper right corner of theicon is blue.

e TheMessagelLength .......... For voice mail messages, thisis the total length of the
recorded message. For voice mail messages, the length
is shown in seconds (e.g., 10.15) if it is less than one
minute long. Otherwise, it is shown in minutes (e.g.,
1.2M). For fax mail messages, the length is shown in
pages (e.g., 1P is a one page fax). Length does not

apply to email messages.
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Using the Message Pane

e The Message Sender

e TheMessageDate ......

e TheMessageTime ......

e The Message Subject

Click IE' to sort your messages by type (cur-
rent session only), Your messages sort in the following
order: voice, fax, email.

...... This field shows who sent you the message.

For voice mail messages (and fax mail messages for-
warded without a comment), this field shows caller’s
Subscriber Mailbox name, if programmed. If not pro-
grammed, it shows the caller’s extension number. This
field does not use the extension name programmed in
the telephone system.

For voice and fax mail messages, this field shows the
name and/or number of the outside caller if Caller ID
is set up to provide this information. If not set up, it
shows Outside Caller.

For email messages, this field shows the email hame of
the caller. This name is determined by your email serv-
er's setup. Thisis the same as the name that appearsin
the From field in your email program.

Click El to sort your messages by sender

(current session only). They are sorted al phabetically
according to the first letter shown in the From field.

...... This field shows the date the message arrived.

Click IZ' to sort your messages by date (cur-
rent session only). Note that MHS and VINES email
systems cannot sort email by date.

...... This field shows the time the message arrived.

Click El to sort your messages by time (current
session only).

...... This field shows the subject of the message.

For voice mail messages (and fax mail when you are
viewing the fax), the subject is the optional text you
can enter when you listen to the message. This helps
identify the content of the message on screen without
having to listen to it each time. See page 20 for more
on assigning a subject to a message.

For email messages, thisis the text in the Subject field
of your email program. You cannot sort your messages
by subject.

NVM-Desktop Messaging
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Listening To Your Voice Mail Messages

Listening to Voice Mail Messages from the Message Pane

To listen to a voice mail message:
1. Click on the voice mail message in the Message Pane and press Enter.
OR
Double-click on the voice mail message in the Message Pane.
If your PC has a sound card installed, you can normally skip to step 3. If the message you
select was marked as Confidential, you can send the message to your phone for private
listening (see step 2 below), or play the confidential message over your PC speakers.
You see:

Calling your i i o plensa...

2. When your phone rings, lift the handset or press SPK and say “hello.”
After a few seconds, you hear: Ready.

3. You see the Listen Options screen. Use this screen to review your message, as follows:

O Y - |
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PREV. MSG and NEXT M SG . . .Click these buttons to skip to the previous or next mes-
sage in your mailbox. This lets you review all your
messages without returning to the Message Pane. If the
next or previous message is afax or email, you auto-
matically switch viewers.

e PLAY ... ... ... ... Click PLAY to play the currently selected message.

e PAUSE ..................... Click PAUSE to aternately start and stop message
playback.

e From: ...................... Shows you who the message is from.

e Subject: .................... Type afew words of text to identify the message. This

text will display in the Subject field of the Message Pane.
e FileMenu Item and
Message Radio Button ......... If you don’t have a sound card, these options are dis-
abled in this mode. If you have a sound card, go to
Saving Your Voice Mail Messages on the next page.

4. Click Exit to leave the Listen Options screen and return to the Message Pane.
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Saving Your Voice Mail Messages

If you have a sound card installed, you can save voice mail messages as Windows audio-visual
(wav) files. Once saved, you can attach these files to your email, use them in multimedia presen-
tations, archive them in a database or permanently save them on your hard disk. Note that you
cannot save a voice mail message as awav fileif you are in the Private Listen mode. For more
on Private Listen, turn to page 53.

To save a voice mail message as a wav file:
1. Access your message. You see the Listen Options screen.

N Y - |
Fle
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WEXTMEG | Py PATSE |
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2. Click File.

Fm

[
3. Click Save As.
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4. IntheFile name box, type in the name you want to use for your message. Do not change
the file extension. Also, leave the Save file as type box unchanged.

5. If necessary, select the drive and folder in the Network, Drives and Folders boxes.
You can optionally check the Read only box to save your message in read only format.
This prevents you and co-workers from opening the saved attachment and unintentionally
changing it.

6. Click OK to save your message.

NVM-Desktop Messaging
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Viewing Email Messages from the Message Pane
To view an email message:

1. Click on the email message in the Message Pane and press Enter.
OR
Double-click on the email message in the Message Pane.
2. You see the Email Viewer screen (sample message shown). Use this screen to review and
process your email.
If you have the option Use Native E-Mail Send Dialog enabled, your native email pro-
gram’s new message screen will launch instead. Turn to page 73 for more.
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The Email Viewer Fields

o From: ....... .. ... . ... This field shows who sent you the message.

e Sent: ... Thisfield shows the date and time the message was sent.
e TO: .. This field shows your name.

® CCl ittt This field shows the names of co-workers that were

“carbon copied” on your message. This means they
have received copies of your message.

e bcc: ... Thisfield is blank for all messages you receive.

e Subj: ... This field shows the subject of the message. 3
o MSO: ... This field contains the message text.

e Certified .................... If this box is checked, the message sender will receive

a notification when you read the message.

e Attachments. ................ Thisfield shows al the attachments to your message (if
any). These are separate files that you can save to your
hard disk. See Saving Your Email Attachments on page

25 for more.
Using the Email Viewer Buttons
PRV MESSAGE | Go to the previous message in your Message Pane.

NV M-Desktop Messaging will activate whichever
mode is appropriate for your message. For example, if
the previous message is a fax mail message, the Fax
Viewer will automatically launch.

- Close the Email Viewer and return to the Message Pane.

MIEMESSAGE | L Go to the next message in your Message Pane.

NVM-Desktop Messaging
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Printing and Saving Email Messages

To print an email message:
1. Click File O Print message.

The displayed email will automatically print on your default printer.

To change your printer’s setup options:

1. Click File O Printer Setup.
You see the printer setup screen for your default printer.

To save the text of your email message:
1. Click File 0 Save message as. You see:
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2. Inthe File name box, type in the name you want to use for your fax message. Leave the
Save file as type box unchanged.

3. If necessary, select the drive and folder in the Network, Drives and Folders boxes.
You can optionally check the Read only box to save your filein read only format. This
prevents you and co-workers from opening the saved text and unintentionally changing
the message text.

4. Click OK to save your message.
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Saving Your Email Attachments

To save your email attachments to your hard disk:
1. Inthe Attachments box, click on the attachment you want to save.
2. Click File O Save attachments as. You see
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3. Inthe File name box, type in the name you want to use for your attachment. Use the same
file extension as that used for the attachment. Leave the Save file as type box unchanged.

4. If necessary, select the drive and folder in the Network, Drives and Folders boxes.
You can optionally check the Read only box to save your attachment in read only for-
mat. This prevents you and co-workers from opening the saved attachment and uninten-
tionally changing it.

5. Click OK to save your message.

NVM-Desktop Messaging



Chapter 3: The Main Screen and Message Pane
Reading Your Email Messages

Editing the Email Message

This option lets you access the standard Windows editing commands: Cut, Copy and Paste. The
norma Windows shortcuts (Ctrl-X, Ctrl-C and Ctrl-V) are also valid for these options. You can
use this option, for example, to include email text in a separate memo or copy text from one
email to another.

To edit an email message (before saving it):
1. Select the portion of the message you want to edit.
2. Click Edit. You see:

3. Cut, copy and paste your text as required.

Exiting the Email Viewer

To exit the email viewer and return to the Message Pane:
1. Click File. You see:

2. Click Exit.
You return to the Message Pane.
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Viewing Fax Mail Messages from the Message Pane
To view a fax mail message:

1. Click on the fax mail message in the Message Pane and press Enter.
OR
Double-click on the fax mail message in the Message Pane.
2. You see Fax Viewer screen (sample message shown). Use this screen to review and process
your fax mail.

NVM-Desktop Messaging
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Using the Fax Viewer Buttons

el | Zoom in (enlarge) the fax currently showing in the Fax
Viewer.
| SR | Zoom out (reduce) the fax currently showing in the
Fax Viewer.
| Sulinet | Assign a subject to your fax mail. See Assigning a

Subject to your Fax Mail below.

| Sl | This button replaces the Subject button above if the
sender recorded voice comments for the fax. Click on
this button to listen to the voice comments.

Pesanienee | Go to the previous message in your Message Pane.
NVM-Desktop Messaging will activate whichever
mode is appropriate for your message. For example, if
the previous message is an email, the email viewer
will automatically launch.

[ [ — |

.............. Go to the next message in your Message pane.
Assigning a Subject to your Fax Mail

To assign a subject to your fax mail:
1. Make sure the message is displayed in the Fax Viewer.

2. Click | ot | You see:

e

Al il
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|

3. Type asubject into the Subject text block (up to 27 characters).

4. Click Exit.
The subject you type will show up in the Subject field in the Message Pane.
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Printing a Fax Mail Message

To print a Fax Mail Message:
1. Click File O Print. You see:

S cale Dptisn
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The size of your fax message and your selected printer determine the entries in the Paper
Sze and Image Sze boxes.
2. Usethe Scale Options box to resize your fax for printing.
e Don'tScale.................. prints your fax at its origina size. If the dimensions of

your fax are larger than the displayed Paper Size,
some of your fax may be cut off when printed.

e FittoPage .................. automatically scales your fax to fit the Paper Size area
e Scale ...l lets you manually enter a percentage of reduction or
enlargement.

3. Click OK to print your fax.

NVM-Desktop Messaging
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Saving a Fax Mail Message

To save a Fax Mail Message:
1. Click File O Save As. You see:
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2. Open up the Save file as type box and select the file format in which you want to save
your fax message. The choices are:

Windows Bitmap (bmp)
DCX files (dex)
Encapsulated Postscript (eps)
FaxMan Fax File (fmf)
COMPUSERVE GIF (GIF)
JPEG (jpg)

PC Paintbrush (pcx)

PNG Images (png)

Tag Image File Format (tif)

3. Inthe File name box, type in the name you want to use for your fax message.
4. If necessary, select the drive and folder in the Network, Drives and Folders boxes.
5. Click OK to save your message.
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Copying the Fax Mail Image

You can copy the displayed fax mail image into another application, such as a paint program or
word processing application.

To copy the fax mail image:
1. Click Edit O Copy.

e

2. Switch to the destination application.

3. Paste the fax mail image into the destination application. 3
Refer to the documentation that came with your application for more information on how
to do this.

Adjusting the Fax Mail Image

You can invert, mirror and rotate the displayed fax message. Inverting an image turns the black
areas to white, and the white areas to black. Mirroring an image creates a mirror image of the fax
(like looking at your fax message in a mirror). Rotating the message flips the image on its side or
flips it upside down.

To invert the fax message:
1. Click Image O Invert.

2. Click Invert.
The black areas of the image turn white, and the white areas turn black.

NVM-Desktop Messaging
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Adjusting the Fax Mail Image (Cont’d)

To mirror the fax message:
1. Click Image O Mirror.

2. Click Horizontal to mirror the image horizontally.
OR
Click Vertical to mirror the image vertically.

To rotate the fax message:
1. Click Image O Rotate.

-
!

)
1en
W

2. Select the degree of clockwise rotation (90, 180 or 270 degrees).
The fax image will rotate according to the option you select.

To change the fax message view:
1. Click Image O View.
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Select the desired view option:
o 25%

Fit to Window

Exiting the Fax Mail Viewer

To exit the Fax Mail Viewer:
1. Click File O Exit.

.

Brnd -

Reduces the fax message view to 1/4 (25%) of the
actual message size.

Reduces the fax message view to 1/2 (50%) of the
actual message size.

Displays the fax message at its actual size (no enlarge-
ment or reduction).

Enlarges the fax message view to twice (200%) of the
actual message size.

Enlarges the fax message view to four times (400%) of
the actual message size.

3

Stretches the fax message view to fit the width of the
Fax Viewer window. Depending on the message, this
mode can distort the proportions (i.e., aspect ratio) of
the message view.

Resizes the fax message view so that the message fits
completely within the Fax Viewer window. The mode
does not distort the proportions of the message.

NVM-Desktop Messaging
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Chapter 4.
Message Cabinets and Action Buttons

Managing Messages With The Message Cabinets

What Are Message Cabinets?

Located beneath the Message Pane, the Message Cabinets are electronic “file drawers’ in which
you store voice mail, email and fax mail messages. There are three Message Cabinets:

e NewMessages ............... All your new messages automaticaly go into this cabinet. 4
e HeldMessages ............... Held messages are those to which you have partially

listened. NVM-Desktop Messaging holds them in this
cabinet until you have time to sort them out.

e SavedMessages .............. The Saved Messages cabinet holds al the messages
you have saved. These messages are saved permanent-
ly in NVM-Series memory. They will remainin this
cabinet until you delete them. Note that viewing an
email or fax mail message automatically savesit.

g Fesss Mg | B H Hedfi Mg |1 | H Favvedl s | 1]

Knowing Which Cabinet You Are In

You can tell which cabinet you are in by the position of the Message Cabinet drawer. The drawer
isout for the cabinet you are in. The drawers are in for the other cabinets. In the screen above,
you are in the New Messages cabinet.

Knowing How Many Messages Are In a Cabinet

The numbers to the right of the Message Cabinet names show the number of messages currently
in the cabinet. In the screen above:

¢ The New Messages Cabinet has six messages.

¢ The Held Messages Cabinet has one message.

e The Saved Messages Cabinet has three messages.

NVM-Desktop Messaging
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Holding and Saving Messages

You can use the Message Pane to either hold or save messages. You do this by dragging a new
message to either the Held Messages or Saved Messages M essage Cabinet. Note that you cannot
drag an email message to the Held Messages cabinet.

To move a message to a different Message Cabinet:
This is an easy way to move New Messages to either the Held Messages cabinet or the
Saved Messages cabinet.

1. Click on a message in the Message Pane.

2. While holding the left mouse button down, drag the message to the destination cabinet.
For example, if you drag a new message to the Saved Messages cabinet, NVM-Desktop
Messaging saves the message.

The Message Cabinet Hierarchy

Think of the Message Cabinets as a three tier hierarchy (see below). For email, you can always
drag a message to a cabinet lower in the hierarchy (e.g., from New to Saved), but you cannot
drag a message up in hierarchy (e.g., from Saved to New). You can, however, drag a voice mail
or fax mail message into any cabinet.

1 rg P mrages | £
zL 3

Hesd Maiasds 1]

3 E Swsd Wessage | 31

Erasing Messages

To erase a message from any Message Cabinet:
You can also use the Erase Action Button to erase messages. Turn to page 64 for more on
using this button.

1. Click on the message you want to erase.
2. PressDel or Delete. You see:

Are You Sura?
[ ] _m |
OHmenge Oiiree OFor G Offesis 1 7]

3. Click Yes to erase the message.
OR
Click No to return to the Message Pane without erasing.
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What Are The Message Action Buttons?

There are eight Message Action Buttons just above the Message Pane. Use these buttons to send
messages and access a host of other voice mail features.

] =

— -
e | & o B e [ 50 | e |2

lI'.Er;m---u-a-ld

.................... Record and Send M essages

Record and send voice mail messages and greetings.
You can also compose and send email messages.

.................... Private Listen

Listen to the highlighted voice mail message through
your phone. If you don't have a sound card, thisisthe
same as double-clicking a voice mail message in the
Message Pane. 4
M essage Check

Check on the status of voice mail message you sent,

and the status of fax mail you sent for which you
recorded a comment.

M essage Forward

Forward the highlighted voice mail or fax mail mes-
sage to a co-worker, or the highlighted email to anyone
with an internet email address.

M essage Reply
Reply to the highlighted voice mail, fax mail or email
message.

Make Call
Automatically place a call to the sender on the high-
lighted voice mail or fax mail message.

Erase M essage
Erase (delete) the highlighted voice mail, email or fax

mail message.

Mailbox Status
Shows the status of the telephone connection to your
subscriber mailbox.

NVM-Desktop Messaging
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Record and Send Voice Mail Messages

You can record and send messages to your co-workers. NV M-Desktop Messaging can deliver
these messages right away or you can mark them for Future Delivery. In addition, you can record
your mailbox name, your own mailbox greeting or your Park and Page message. If you need to
learn more about these features, refer to your NVM-Series User Guide or ask your System
Administrator.

To record and send a voice mail message, or to record a greeting:

s |
1. Click i= | Yousee

HYH Dok iep Hermagng

SoadFecond Voeos or E-asl moss pgooT
o |

2. Click Voice. You see:

HYH Dokiep Hormagng [ ]

Calling your exignsion. one momasl pheas...

3. When your phone rings, lift the handset or press SPK and say “hello.”
After a few seconds, you hear: Ready.

You see:
Aezmsdryg O ptne B
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4. Select the type of voice recording you want to make.

e Message ...............uon.. Voice Mail message.

e FutureDdivery .............. Future Ddlivery Voice Mail message.

e Name ...................... Your voice mailbox name.

e PageGreeting................ Your Paging Message (if you have Park and Page set up
in your phone system).

o Greetingl1l-3 ................. Your personal Mailbox Greeting. You can record al three
greetings: your active greeting and your two aternate
greetings.
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5. Click RECORD and start recording your greeting.
6. While recording, you can use the following controls:

o PLAY ... ... . Plays the recorded message or greeting.

e PAUSE ..................... Pauses your recording. Press RECORD to start recording
again.

e STOP ... ... i Stops your recording. You have to stop or pause before

you can save your recording. You can aso press STOP
and RECORD to rerecord your message.

e RECORD ................... Starts recording, or restarts recording if you have paused.
e SAVE ......... ... . ..l Saves your recording.

e CANCEL ................... Cancels your recording without saving it.

e SiderBar ................... Drag the slider to go forward or backward in your

(rerecord) parts of your message.
Aacosdrg O pons B
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message. You may find this helpful if you want to edit '

| Eansel |

7. Click SAVE.
What happens next depends on the type of message you recorded.

o If you recorded a Name, Page Greeting or Mailbox Greeting, you return to the message pane.

NVM-Desktop Messaging
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Record and Send Voice Mail Messages (Cont'd)
o If you recorded a voice mail message, you see the Address Screen. (Turn to page 41 for more
on using this screen.)

Front Desk [J01]
ans [F02]
allbox [304]
dailbox [30%])

o If you recorded a Future Delivery voice mail message, you see the Future Delivery Address
Screen. (Turn to page 46 for more on using this screen.)

Fronmt Desk [301)
ans  [F0F]
allbox [304]
dailbox [30%])
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Using the Address Screen

The Address Screen lets you select a co-worker or a group of co-workers that will receive your
voice message. You do this by placing names into the Send List from your company’s Main
Directory or from your own Personal Directory. You can also use the Address Screen to mark the
message as Urgent, Confidential or Return Receipt requested.

Prmonal Dacciog. Saral Lint:
Dawva [A03]

Add Daota | add | [
[Ty p—r—
Dava [303]
Front Desk [301]
Jama [FOF]
allbax [304]
alllbox [S50%] -

o A 1 el List il e Personal D, | Peelian Blecei
hﬂuﬁmnﬂu| Bl |

Cameal |

[ Wagem

[ Comlubertal

To load your company’s Main Directory into the Address Screen:

1. Click Load main directory. You see:

Bn Danclsy

frave [303] .
Froat Dosk [301]

Janm [A02]

Madilbor [E04]

badillow [I05] -

I A be Send Lict @ ihudd e Peraonal G

You can move the scroll bar up and down to view the names in your Main Directory.
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Record and Send Voice Mail Messages (Cont’'d)

Using the Address Screen (Cont’d)
To add co-workers to your Personal Directory:

Method 1
1. Load the Main Directory into the Address Screen.

Bn Damcioy

frave (3031 .
Froot Desk [301]

Janm [A02]

Madlbox [E04]

Maillbox [305] -

™ e b Sored List @ Add s Peraonal D

2. Select aname in the Main Directory.

You can shift click to add a consecutive range of names, or Ctrl click to add a non-con-
secutive group of names.

3. Click the Personal Directory Add button.

Pt iroal [Hadinaiy
Tawm [303])
Fromt Dask [301]
Jana [A02]

| veee |

Method 2
1. Load the Main Directory into the Address Screen.

N

Bn Danclsy

frave [303] .
Froat Dosk [301]

Janm [A02]

Madilbor [E04]

badillow [I05] -

I i b Send Ligt @ didd %e Peraonal D
Click Add to Personal Dir.

Select a name in the Main Directory.
You can shift click to add a consecutive range of names, or Ctrl click to add a non-con-
secutive group of names.
If you selected a single name, double-click or press Enter to add it to your Personal Directory.
OR
If you selected arange or group of names, press Enter to add them to your Personal Directory.
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To delete a co-worker from your Personal Directory:
1. Select aname in your Personal Directory.

You can shift click to add a consecutive range of names, or Ctrl click to add a non-con-
secutive group of names.

2. Click the Persona Directory Delete button.
Frad el s proai g
Twaws [J03])
Fromt Dask [301]
Jane [A02]

To add co-workers in your Personal Directory to your Send List:
1. Select anamein your Personal Directory.

Frad el s proai g

Taws [J03])

Fromt Dask [J301]
Jam [I0Z]

2. Double-click the selected name.
OR
Press Enter.
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Record and Send Voice Mail Messages (Cont’'d)

Using the Address Screen (Cont’d)

To add co-workers to your Send List:
Method 1
1. Load the Main Directory into the Address Screen.

Bn Danclsy

frave [303] .
[Froat Daesk [301]

Janm [A02]

IMadilbox [304]

badillow [I05] -

% A be Send Liet (7 dhdd e Peraonal G

2. Select aname in the Main Directory.
You can shift click to add a consecutive range of names, or Ctrl click to add a non-con-
secutive group of names.

3. Click the Send List Add button:

Sead Lal
Jdamm [30F)

.!Hl Dﬂtﬁl.

Method 2
1. Load the Main Directory into the Address Screen.
Bl Cancioig
[pavs [305] N
‘Fromnt Desk [301]
Jana [J0Z]
Madlbox [304]
Maillsox [305] i

& fudd b Send Ligt T dudd te Peraonal D
2. Click Add to Send List.

3. Select aname in the Main Directory.
You can shift click to add a consecutive range of names, or Ctrl click to add a non-con-
secutive group of names.

4. If you selected a single name, double-click or press Enter to add it to your Send List.
OR
If you selected arange or group of names, press Enter to add them to your Send List.
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To delete co-worker from your Send List:

1. Select anamein your Send List.
You can shift click to add a consecutive range of names, or Ctrl click to add a non-con-
secutive group of names.

2. Click the Send List Delete button.

Sl L
Janms [30F)

av | Detete |

To mark a message as Urgent or Confidential, or to request a Return Receipt:
For more information on Urgent and Confidential Messages, or Return Receipts, review
your NVM-Series User Guide or ask your System Administrator.

1. Check the Address Screen Urgent, Confidential and/or Return Receipt boxes.

I Uisgunt
™ Condalarnkal

I Halun Becapt

Samad |
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Record and Send Voice Mail Messages (Cont’'d)
Using the Address Screen (Cont’d)

To select the time and date for a Future Delivery message:

[T —— Sand Lint:
Dava [303]
el | Dateta | Ackd Oudein |
Main Disaciony:
Dawa [303] =] T Wegern
Front Desk [301] [— L. ]
Jama [F08] r
allbox [304] Feiuiinty Do
ailbox [306) =
7% A i Gond List Aok b Pesonal D, | Foetun Fleosi
Lol mn sty | Sond |
el |
Cich 1u cancel speralpe

You can only do thisif you initially chose to place a Future Delivery message. Turn back

to page 38 for more.

To learn about Future Delivery messages, refer to your NVM-Series User Guide or ask

your System Administrator.

1. Select the time inside the Time dialog box.
Tama:

Dt

2. Typein the new time using the format HH:MM AM/PM (hours, minutes, AM or PM).

3. Select the date inside the DATE dialog box.
4. Typein the new date using the format MM/DD (month and day).

Sending Your Message

To send a message:
1. Using one of the previous methods, add co-workers to the Send List.

For Future Delivery Messages, be sure to enter the delivery time and date.

2. Click __ S|
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Compose and Send Email Messages

Composing Your Email Message

You can send email messages right from NV M-Desktop Messaging, without having to launch or
learn a separate email program. Select co-workers to receive carbon copies of your message and
even add file attachments to your mail.

To compose your email message:

sl |
1. Click i= | Yousee

HYH Db iep Hermagng

Head/Fecond Vosos or E-Masl mossagesT

= | Cancel | Cad |

2. Click E-Mail. You see the Compose New Mail screen:

b ES

| T Ir

| [ |I

[ me ||
St

Memag

(=] o [

If you have the Use Native E-Mail Send Dialog option enabled, you will see the new mail
screen for your native email program instead.

3. Enter datainto the following Compose New Mail fields:

o TO .o Enter the message recipient (i.e., anyone with avalid
internet address). Click the To: button to see alist of your
co-workers. See Adding Recipients from a List of Names
one page 49..

NVM-Desktop Messaging
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Compose and Send Email Messages (Cont’d)

Composing Your Email Message (Cont'd)

CC Assign the addresses of recipients who should receive a

Subject:

“carbon copy” of your message. Click the Cc: button to
seealigt of your co-workers. See Adding Recipients from
a List of Names on page 49.

Include the addresses of recipients who should receive a
blind “carbon copy” of your message. The message recipi-
ent is unaware of who receives a blind carbon copy. See
Adding Recipients from a List of Names on page 49.

Type in the subject of your message.

Used this button to add attachments to your email mes-
sage (see Adding Attachments to Your Message on

page 51).
Type in the text of your message.

Check in the Certified box to send a Certified (return
receipt) email message. You will be notified when the
message recipient reads your message. This option is
for internal email only.
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Adding Recipients from a List of Names

NVM-Desktop Messaging allows you to select message recipients from alist of names — rather
than typing email addresses manually. You will find this to be helpful when you are not sure of a
name and don’'t want the message rejected by your mail server.

To add recipients from a list of names:

1. Whilein the Compose New Mail screen, dick —t= | [ & ol 8= |
You see:
fdelezan x|
Sompa b b ||'--.-.1:n'.-1-1|-:.. ] j
T Pl o Sbancd broem Lk
e
Ij-l.:'ﬁd‘ J Sobeet » _I
Address List — et ReCipient List
4] | ;i_l - |
e | | Froeis | Fed. |
0t | e | hee |

2. Usethe following buttons and options:

e Show Namesfromthe .........

Address List

Recipient List

Type Name or Select from List

Select the list of names from which you want to
choose. You should have a Personal Address Book and
any other lists provided by your email server.

. .Start typing the recipient's name in this box. NVM-

Desktop Messaging will do a“look ahead” and display
the name that most closely matches what you type.
The name becomes highlighted in the address list.

This list shows the names in the address book you
have selected. Use the scroll bars or cursor keysto
scroll through the list and find the name you want. You
can shift click to select a consecutive range of names,
or Ctrl click to select a non-consecutive group.

Shows the list of message recipients.

NVM-Desktop Messaging
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Compose and Send Email Messages (Cont’d)

Adding Recipients from a List of Names (Cont’d)

o Select ... Moves the highlighted names from the Address List to

the Recipient List.

o New . ... ... ... L. Lets you add entries to Address Books, creste persona

°
RY
o

=]
2
®

. Click IE when you are done.

distribution lists and associate additional contact infor-
mation for your entries. This button is the same as the
New button in your native email program. Refer to the
documentation that came with that program for the
specifics.

Shows the mail properties (such as the postoffice) of
the selected address. This button is the same as the
Properties button in your native email program. Refer
to the documentation that came with that program for
the specifics.

Allows you to search for namesin the active Address
List. You can search for first names, last names, or por-
tions of names. This button is the same as the Find but-
ton in your native email program. Refer to the docu-
mentation that came with that program for the specifics.

You return to the Compose New Mail screen. NVM-Desktop Messaging automatically
adds your selections to your recipient list.
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Adding Attachments to Your Message

An attachment is afile that is sent along with your message. When the message recipient
receives your message, they can extract the file you have attached and save it to their hard disk.
You can attach any valid Windows file such as a document, image, spreadsheet and graph.

To add attachments to your message:

1. Whilein the Compose New Mail screen, click . You see:

= i T &
Uy o_Fudal Do
= o_ruah barps

[y
Tl b
el Bl

o] 1

2. UsetheDrives, List Files of Type and navigation windows to locate the attachment you
want to add.

3. Click to add the file into the attachment list. You can click later on if you

want to delete it.

4. When you are done adding attachments, click E

You return to the Compose New Mail screen. The attachment will be sent along with your
message.

NVM-Desktop Messaging
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Compose and Send Email Messages (Cont’d)

Editing Your Message

Use the Compose New Mail editing functions to edit your message, subject and addresses, if
required.

To edit your message:
1. Select aportion of your message, subject or address.
2. Click File O Edit. You see:

3. Usethis screen to cut, copy and paste text.
You can also use the standard Windows editing shortcuts Ctrl-x, Ctrl-c and Ctrl-v.

Canceling Your Message
If you change your mind and don’t want to send your message, cancel it.

To cancel your message:

1. Click File O Exit or click IEI

F= Ed
Emt
You return to the Message Pane.

Sending Your Email Message
When you are done composing and addressing your email message, it istime to send it.

To send your email message:

1. Click . You see:

HYH Doiep Horragng

This s sages bas boon §ant

=

2. Click OK to return to the Message Pane.
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Listening To Your Messages (Private Listen)

The Private Listen button lets you listen to your messages, your mailbox name, your Park and
Page message and your mailbox greetings privately from your telephone. If you have a sound card
installed, Private Listen always calls your telephone instead. If you don’'t have a sound card, use
the Private Listen button as an alternative to double-clicking on a message in the Message Pane.

To listen to your messages:
Fragle
Lzimn

1. Highlight a message in the Message Pane and click
OR
Drag and drop a message from the Message Pane onto the

Pragie
Lzimn

button. You see:

HYH Doiep Horragng

Calling your exionsion, ong momast pheas...

2. When your telephone rings, answer it (by speaking) and go to step 3. If you don’'t answer or 4
your phone is busy, you see:

HYH Doiep Horragng

Wi Call Could ol b compleied, pheasa ing egain lalas

—=

Click OK to cancel and return to the Message Pane.

NVM-Desktop Messaging
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Listening To Your Messages (Private Listen) (Cont’d)

3. You hear “ Ready” and the Listen Options screen appears:

e

| T —
Al
PREV.ME0  NENTMSG |  PLaY

0
|

e T
it T————

@ Messoge  Mams  Page Gesclisg  meing 3 -

Est ||

Select from the following options:
e PREV. MSG and NEXT MSG . ..

Click these buttons to skip to the previous or next mes-
sage in your mailbox. This lets you review all your
messages without returning to the Message Pane. If the
next or previous message is afax or email, you auto-
matically switch to the appropriate viewer.

Click PLAY to start playing the currently selected
message.

Click PAUSE to dternately start and stop message
playback.

Shows you who the message is from.

Typein afew words of text to identify the message. This
text will display in the Subject field of the Message Pane.
Check this button to listen to the selected voice mail
message.

Check this button to listen to your recorded mailbox

name. Turn to page 38 for more on recording your
name.
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o Page Greeting Radio Button . .. .Check this button to listen to your recorded Park and
Page message. Turn to page 38 for more on recording

this message.

e Greeting 1-3 Radio Button .. ... Check this button to listen to your recorded mailbox
greetings (1-3). Turn to page 38 for more on recording
these greetings.

e FileMenultems.............. These options are disabled in this mode.

5. Click Exit to leave the Listen Options screen and return to the Message Pane.

NVM-Desktop Messaging
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Checking On Messages You Sent (Message Check)

You can check to see if a message recipient has listened to the voice mail messages you have
sent them. Message Check applies exclusively to voice mail messages — not email or fax mail.
However, if you record comments to a fax mail message, you can use Message Check.

To check the status of messages you have sent to a co-worker:

Crack
1. Click ~d . You see:

2. Enter your co-worker’s mailbox number and click OK. You see a Message Pane showing all
the messages you have sent to your co-worker that they have not listened to.

Ty Lol Ferm |"l'"l i i el

I zzps Dz [303] N1 D741 Prd
E:I I1ZES Dz [303] 131 [ 4 Frd
"-'-".l 3.0E Do [100] 105 [0 Frd
"-'-'.l IE3E D [103] 1oy 0213 Prd

3. You can use the same message handling options in this pane that you use in your own
Message Pane. For example, you can double-click a message to listen to it, or press Delete
to erase it.

4. Click on a Message Cabinet to return to your own Message Pane.
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Forwarding Your Messages (Message Forward)

Forwarding a Voice Mail or Fax Mail Message

You can forward any of your voice mail or fax mail messages to a co-worker. Forwarding lets
you share important messages, initially sent just to you, with people whom you work closely.

To forward a voice mail or fax mail message:

1. Select the voice mail or fax mail message in the message pane and click @.

OR
Drag and drop a message from the Message Pane onto the @ button.
In either case, you see:

Prinonal Dacctay. S Lint:
Dawve [303]
Front Desk [301]
S am [F02 ]
Hallbox [304]
Hailbox [365]

‘an Dpeciosy

[ Uagem

[ Comlbalental

" el i ol i (% Ackine Perwonad By, | [ Poelumn Fleoei)
(PN e Te—— foud | [

E———

2. Using the normal Address Screen options (see page 41), add the co-workers that should

receive the forwarded message to the Send List.
If you want to record a comment to go along with the forwarded message, refer to
Recording a Comment for Your Voice Mail or Fax Mail Message on the next page before

going to step 3 below.

3. Click __ femi |

NVM-Desktop Messaging
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Forwarding Your Messages (Message Forward) (Cont’'d)

Recording a Comment For Your Voice Mail or Fax Mail Message

Before forwarding your message, you may want to add a comment to it. Your comment would
typically introduce the message or add important clarifying information.

To record a comment for your message:
1. Before forwarding your message, click “—-"“—*|.You see;

Calling your exdonsion. ong phensa...

2. When your phone rings, lift the handset or press SPK.
After a few seconds, you hear: Ready.

Aacosdrg O pons B
Al Ll
[ Feals
i L | mEcosm |
| BEEE ="

3. Click RECORD and start recording your comment.
4. While recording, you can use the following controls:

o PLAY ... ... . Plays the recorded message or greeting.

e PAUSE ..................... Pauses your recording. Click RECORD to start record-
ing again.

e STOP ... ... i Stops your recording. You have to stop or pause before

you can save your recording. You can aso click STOP
and RECORD to rerecord your message.

e RECORD ................... Starts recording, or restarts recording if you have paused.
e SAVE ......... ... ..l Saves your recording.

e CANCEL ................... Cancels your recording without saving it.

e SiderBar ................... Drag the slider to go forward or backward in your

message. You may find this helpful if you want to edit
(rerecord) parts of your message.

5. Click SAVE.
You return to the Address Screen.
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Forwarding an Email Message

Share an important email message by forwarding a copy to anyone with an internet address. You
can add text to the top of the message before forwarding it — similar to adding a comment to a
voice mail message. You can also attach additional files to the message.

To forward an email message:
1. Select the email message in the message pane and click E . You see;

fin E=

(.
| [ |I
[ me ]|

byt [Fiat Blasing wi 12 6

Menag

- belael T v S el AL T R -
'!IIE.- vall bop i b vt 0 ok AP -Dhm o I ) L0y i e ey ol el

=] rew [ ]

If you have the Use Native E-Mail Send Dialog option enabled, you will see the forward
screen for your native email program instead.

2. Using the normal Compose New Mail options (see page 47), address and modify your mes-
sage as required.

3. Click % |5 send your forwarded message.
You return to the Message Pane.

NVM-Desktop Messaging
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Replying to a Message (Message Reply)
Replying to a Voice Mail or Fax Mail Message

You can reply to avoice mail or fax mail message from a co-worker with asingle click. You
don’t need to know your co-worker’s extension number or call their mailbox.

To reply to a voice mail or fax mail message:
1. Select the voice mail or fax mail message in the message pane and click E -

OR
Drag and drop a message from the Message Pane onto the E il button.
If you're already off hook and in your mailbox, skip to step 3.
In either case, you see:

HYH Dokiep Hormagng

Calling your exigision. one momeal pheas...

2. When your telephone rings, answer it and go to step 3.
If you don't answer or your phone is busy, you see:

HYH [okiep Hormagng

wivar call could wol be compieiod, phease iny again laioe

=

Click OK to cancel this message and return to the Message Pane.

3. You hear “ Ready” and the Recording Options screen appears:

lsl |
—
I I P AT | RECORD I

4. Click RECORD and start recording your comment.
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5. While recording, you can use the following controls:

e PLAY ... ... ... ... Plays the recorded message or greeting.

e PAUSE ..................... Pauses your recording. Click RECORD to start record-
ing again.

e STOP ... .. i Stops your recording. You have to stop or pause before

you can save your recording. You can aso click STOP
and RECORD to rerecord your message.

e RECORD ................... Starts recording, or restarts recording if you have paused.
e SAVE ...... ... ...l Saves your recording.

e CANCEL ................... Cancels your recording without saving it.

e SiderBar ................... Drag the slider to go forward or backward in your

message. You may find this helpful if you want to edit
(rerecord) parts of your message.

6. Click SAVE. You see:

Thi reply has boen et l

=
NVM-Desktop Messaging returns you to the Message Pane.
7. Click OK.

NVM-Desktop Messaging
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Replying to a Message (Message Reply) (Cont'd)

Replying to an Email Message

Easily reply to an email message without having to compose and address a new message. You
can add text to the top of the message before replying to it — similar to adding a comment to a
voice mail message. You can also attach additional files to the reply.

To reply to an email message:

1. Select the email message in the Message Pane and click E sl

OR
Drag and drop the email message from the Message Pane onto the E i button.
In either case, you see:

I |
G Es

| T I rHIH Sares < B e radoaon G vt e

| [P | I

[ me ||
Srabyect

[Ne Updsing b 5 ervices
e

- bl 5 pevd < WS o R T A el — -
il & Aol 1 il g SEEERr L Ol v i e om0 W il e
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If you have the Use Native E-Mail Send Dialog option enabled, you will see the reply
screen for your native email program instead.

2. Using the normal Compose New Mail options (see page 47), address and modify your mes-
sage as required.

3. Click —* |5 send your reply.
You return to the Message Pane.
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Calling the Message Sender (Make Call)

The Make Call Message Action Button allows you to automatically call the person who left you
avoice mail or fax mail message. You don't have to know the caller’s phone number or mailbox
number — NVM-Desktop Messaging remembers it and dials it for you.

Make Call is always available for messages received from your co-workers. It is also available
for outside callers if your system has Caller ID and certain options enabled in programming.
Your mailbox must have a greeting recorded and have the “Ask Caller’'s Number” option
enabled. Ask your System Administrator for more information on these options.

To automatically make a call to the message sender:

ks
=}

1. Highlight the message in the Message Pane and click

OR [T
Drag and drop the message from the Message Pane onto the E button.
If you're already off hook and in your mailbox, you won't see the following screen.

In either case, you see: 4
[HVH Dokiop Morragins &

Calling your exieislon. on plea ...

2. When your telephone rings, answer it and go to step 3. You see:
[HVM Dockiop Merragins &

One moses ploaa, calling Front De-sk [317]

In the example above, you are calling the front desk at extension 301.

3. Your call automatically goes through when the called party answers.
If you don't answer your phonein step 2 or cannot get through to the called party in step
3, you see:

wod Call Could ol b compleied, pheasa ing egain lalas

=

Click OK to cancel this message and return to the Message Pane.

NVM-Desktop Messaging
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Erasing a Message
You can easily erase any voice mail, email or fax mail message right from the Main Screen.

To erase a voice mail, email or fax mail message:

Eun

1. Highlight the message in the Message Pane and click

OR
Drag and drop the message from the Message Pane onto the @ button.
In either case, you see:

Are You Sure?
Lol w]
DMssags ONvee  OF s Girrien OBt o]

You can delete your recorded name, Park and Page greeting or mailbox greeting instead
by clicking the appropriate radio button before going to step 2.

2. Click E to erase the message.
OR

Click g to cancel and return to the Message Pane.

Monitoring Telephone Status

Use the Status Message Action Button to monitor and control the status of your telephone. The
status button has two modes:

=]
e ONHOOK .......ccvvnn...

The telephone isidle (hung up). Thisis the normal sta-
tus of your phone while you are viewing your Main
Screen and listening using your sound card.

E 5wt
e Off HoOk ................... I:

The telephone isin use (off hook). Your telephone is
off hook when you are using Private Listen, recording
amessage, or anytime while listening if you don’t
have a sound card.

If you want, you can click the Off Hook Status button to
hang up your phone instead of hanging up the handset.
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Chapter 5:

The Advanced Setup Options

The Menu Items

The Menu Items (see below) alow you to
Messaging and your own mailbox. Follow
descriptions begin on page 66.

Henkezsiar [ |

Hrkshons Mg 2

H oy Dl 3

Bt Ohpharri

Mibon Dphonr

s ires niseval bslas ranerong
Ll Hel reinsgs

Hew Heragpe Copkbl Slmer.
Hws Faoiags virsal Slars
L e -4l s Sk

[iteshle. ik cwrisireg o rosset £ U WL mohan s
[hiaesbde ik i) i v £ B Wit il Wi

set advanced options for both NVM-Desktop
ing is abrief description of each item. More detailed

Notification Option 1-3
Greeting Options

Mailbox Options

Inactive interval before minimizing . .

Get New E-Mail messages
Use Sound Card

New Message Audible Alarm

New Message Visual Alarm
Use Native E-mail send dialog

5

sets up Message Notification for your mailbox.

enables your mailbox greeting and Auto Attendant Do
Not Disturb.

configures options for mailbox such as Auto Help and
Call Waiting.

determines how long the NV M-Desktop Messaging
Main Screen displays while idle before automatically
minimizing.

manually retrieves your email messages.

allows NVM-Desktop Messaging to use your PC
sound card (if you have one installed).

turns the new message audible alarm on and off.
turns the new message visual alarm on and off.

allows NVM-Desktop Messaging to use the built-in
Compose New Mail screen or your native email pro-
gram when composing messages.

NVM-Desktop Messaging
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Disable auto retrieving of new E-mail messages when minimized

Disable auto retrieving of new E-mail messages when maximized
Enables/disables automatically retrieving of email
messages while minimized and maximized.

Notification Options 1-3

You can have NVM-Desktop Messaging call you when you receive messages while away from
your desk. If you have questions about Message Notification after reading this part, see your
User Guide or ask your System Administrator for more specifics.

To set up your Message Notification options:
1. Click Options O Notification Option 1-3. For the option you select, you see:

Hotlcation gty B
F HnIH
[ T—— [ RafiaPager | Digital Pager P
Available only [ Gecamiy [ AN Msaesgse T Migssd Meassges
when you deselect
gt [ Lancel
All Messages,  —————> Fime ] Umert [T Concet |
Molteaton Hustir SxaEnd Time
[Foz | TR TN

2. Check or clear the radio box of each option as follows:
On/Off ... turns Message Notification on and off.

Normal, Radio Pager, Digital Pager . .lets you select the type of number you want your mail-
box to call. Use Normal if you want notification to call
an outside number or system extension. Choose Radio
Pager if notification will call radio pager (with or
without an announcer). Select Digital Pager notifica
tionto call adigital pager.

Security . ... requires you to enter your mailbox security code after
you accept a notification call at atelephone. This gives
you an added measure of security.

All Messages, Urgent Messages . . . .allows you to select the type of messages for which
you will receive notification. You can receive notifica-
tion for all messages, or just those marked as urgent. If
you deselect All Messages, you can enter the mailbox
from which you want to receive messages.
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Urgent Priority

Start/End Time

Notification Number

3. Click g to accept your entries for this option.

OR

lets you specify the urgent message calling priority for
the notification option selected. For example, if the
calling priority is 1, an urgent message will try this
notification option first. If it is 3, the urgent message
will try this option only after trying notification
options 1 and 2 first. Don't leave this box blank if
Urgent Messages is checked. If you do, you won’t
receive notification for urgent messages.

is the schedule for the notification option selected.
Notification will occur between the times specified in
this option. To make the schedule active around the
clock, enter the same time for the start and stop time.

Since you have three different notification options (1-
3), you can have three different notification destina-
tions. For example, you can have notification call your
car phone from 7:00AM-8:00AM, again from 5:00PM-
6:00PM, and then call your home from 6:00PM to
7:00AM. Also see Notification Number below.

is the number Message Notification will call. In addi-
tion to a telephone number, you can also enter unique
commands. See your User Guide or ask your System

Administrator for the specifics.

5

Click &= | cancel your entries without saving.

NVM-Desktop Messaging
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Greeting Options
Use this option to select which of your three mailbox greetings you want to be active. Callers
hear the active greeting when they call your mailbox. You also use this option to turn Auto
Attendant Do Not Disturb on and off for the active greeting. When Auto Attendant Do Not
Disturb is on, Automated Attendant calls will not ring your phone. If Auto Attendant Do Not
Disturb is off, Automated Attendant calls will try your phone. If you do not answer or are busy,
callers will hear your active mailbox greeting. To learn more about your mailbox greeting and
Auto Attendant Do Not Disturb, see your Users Guide or ask your System Administrator. To
record your mailbox greeting, turn to page 38.

To set up your mailbox greeting and Auto Attendant Do Not Disturb:
1. Click Options O Greeting Options. You see:

% ipserding | I Grosting 2 e 3
[ st Am Dumdd 1 0 rrtiee ™ Auto & Dnd F Dasln ™ Bagie AN Dird 3 (nAdl

Fava | Cancod |

2. Select the mailbox greeting you want to make active.

3. For the active greeting, click the Auto Att. Dnd On/Off radio box to turn Auto Attendant Do
Not Disturb on or off.

4. Click g to accept your entries for this option.
OR

Click &= | {5 cancel your entries without saving.
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Mailbox Options

The Mailbox Options screen controls six important options for your mailbox. See step 2 below
for a description of each option. If you need to learn more about your Mailbox Options, see your
Users Guide or ask your System Administrator.

To set up your mailbox options:

1. Click Options O Mailbox Options. You see:
(Mot Optiorn___________H|
[ fubo Helg [ Ao Foassd
e o i | M= o]
I Call Waitirsy
Seowity [

I© Call Arnsuncing

Haee ] Caesed |

2. Check or clear the radio box of each option as follows:

Auto Help

Auto Time Stamp

Call Waiting

Call Announcing

Auto Forward

allows you to enable or disable Auto Help. Auto Help
is the automatic “mini” menu of options that plays
right after you call your mailbox, after you listen to a
message, or when you pause recording or exceed the
recording limit.

5

turns the Auto Time Stamp feature on and off. After
playing a message, Auto Time Stamp announces the
time and date the message was left as well as the num-
ber of the message sender.

turns Call Waiting beeps on and off. If enabled, you
hear these beeps while you are busy on acall. Note
that these beeps are provided by your NVM-Series

voice mail system, not your phone system.

lets you know who is calling before putting the person
through to your extension. Check the Call Announcing
radio box to turn the option on — clear the box to turn
it off.

automatically copies each of your messages to another
person’s mailbox, called your “partner mailbox.” Use
this radio box to turn Auto Forward on and off. Use the
Mailbox field to enter the “partner mailbox” number.

NVM-Desktop Messaging
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Mailbox Options (Cont’'d)

Security . ... allows you to assign a security code for your mailbox.
Once assigned, you will have to enter this code each
time you call your mailbox. Your security code can be
up to six digits long.

3. Click g to accept your entries for this option.
OR

Click &= | cancel your entries without saving.

Inactive Interval Before Minimizing

When your mailbox isidle, it will automatically minimize after the Inactive Interval Before
Minimizing time expires. Thisis important because your mailbox is busy as long as the Main
Screen displays. If you need to retrieve your messages from home, for example, you can only do
so while your Main Screen is minimized. Thisis also a helpful security feature since you know
your Main Screen will automatically “hide” if you are called away from your desk.

To change the Inactive Interval Before Minimizing time:
1. Click Options O Inactive interval before minimizing. You see:

m Inaclhise isipresl H=E

Hl-.i.llli'mr-'ili:'u.
_ Cmee |

2. Click the up arrow to increase the interval before minimizing.
OR
Click the down arrow to decrease the interval before minimizing.
The maximum interval you can set is 999 minutes.

3. Click g to accept your entries for this option.
OR

Click === | cancel your entries without saving.
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Manually Retrieving Email Messages

You can manually retrieve your email messages at any time, without waiting for NV M-Desktop
Messaging to automatically update your Message Pane. This might be helpful, for example,
before leaving your office for the evening. Just before going home, select this option to see if
there are any new messages waiting for delivery on your email server.

Also use this option to manually retrieve your email if you have the Disable auto retrieving of
new E-mail messages when minimized or Disable auto retrieving of new E-mail messages when
maximized options enabled. Turn to page 73 for more on these two options.

Note: NVM-Desktop Messaging automatically updates your Main Screen with your latest email
messages every 1 1/2 minutes.

To manually retrieve your email messages:
1. Click Options O Get New Email messages. You see:

Chacking Tor sew E-kail messages pleaso wall

Your Message Pane is automatically updated with any undelivered email messages.

Enabling Your Sound Card

If you have a sound card and speakers installed and want to use them for playing messages, be
sure to enable this option. If disabled, any time you try to play a message NV M-Desktop
Messaging will call your telephone for a private listening.

To enable your sound card (if installed):

1. Click Options OO Use Sound Card.
If enabled, there will be a check next to the Use Sound Card option. If disabled, the option
is unchecked.

NVM-Desktop Messaging
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New Message Alarms

When your Main Screen is minimized, NVM-Desktop Messaging can send you an audible and
visual alarm whenever you get a new message. You don’t have to keep checking your main
screen for new mail. The audible alarm is:
¢ When don’t have a sound card installed: A beep in your computer’s speaker.

OR
« When you have a sound card installed: The voice prompt “you have new messages.”

The visual aarm is a pop-up reminder.

To enable the new message audible alarm:
1. Click Options O New Message Audible Alarm.
The check mark next to New Message Audible Alarm indicates that the option is enabled.
To enable the new message visual alarm:
1. Click Options O New Mail Visual Alarm.
2. While NVM-Desktop Messaging is minimized, whenever you get a new message you see:
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3. Click to display your Main Screen.
OR

Click ™= | {5 clear the message and leave NV M-Desktop Messaging minimized.
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Using Your Native Email Program

When composing new email, you can use your native email program'’s screens or the built-in

NV M-Desktop Messaging Compose New Mail screen. The Compose New Mail screenis afull-
featured mail composition interface which meets many email requirements. However, you may
have favorite features in your native program that you want to use every day. This option lets you
choose.

To use your native email program for composing new mail:

1. Click Options O Use native E-mail send dialog.
The check mark next to Use native E-mail send dialog indicates that the option is
enabled. To use the NVM-Desktop Messaging Compose New Mail screen, click again and
make sure the option is unchecked.

Automatically Retrieving New Email Messages

You can turn NVM-Desktop Messaging's automatic retrieval of new email messages on and off.
If you want to be notified whenever new email comes in, leave these options disabled (i.e.,
unchecked). NVM-Desktop Messaging will check every 1 1/2 minutes for new mail. If you have
the New Mail Visual Alarm turned on and you don’t want your work interrupted when new mail
comes in, be sure to enable (check) these options. Keep in mind that if you enable these options
you will have to use Get New E-Mail messages to retrieve your new email.

E-mail messages when minimized sets automatic retrieval when NVM-Desktop Messaging is
minimized. Disable auto retrieving of new E-mail messages when maximized sets automatic
retrieval when NV M-Desktop Messaging is maximized. You can set these options separately.

There are separate options for the minimized or maximized mode. Disable auto retrieving of new 5

To disable automatic retrieval of new email messages:

1. Click Options O Disable auto retrieving of new Email messages when
minimized.
OR
Click Options O Disable auto retrieving of new Email messages when
maximized.
The check mark next to the option indicates that it is enabled. Repeat step 1 if you want to
disable the option.

NVM-Desktop Messaging
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Exiting NVM-Desktop Messaging

To exit NVM-Desktop Messaging:
1. Click File O Exit. You see:
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2. Click =22 to exit NVM-Desktop Messaging.
OR

Click | to cancel exiting and return to the Main Screen.




NEC

NEC America, Inc., Corporate Networks Group
4 Forest Parkway, Shelton, CT 06484
Td: 800-365-1928 Fax: 203-926-5458
cng.nec.com

Other Important Telephone Numbers

Sales: ... .. 203-926-5450
Customer Service: .. ... 203-926-5444
Customer Service FAX: .. ... .. . i 203-926-5454
Technical Service: . ........ . .. . . . 203-925-8801
Discontinued Product Service: . ................. 900-990-2541
Technical Training: . ............ .. ... ......... 203-926-5430
Emergency Technical Service (After Hours) ........ 203-929-7920

(Excludes discontinued products)

Have any comments, suggestions or corrections for this guide?

Forward your comments, suggestions or corrections to:

NEC America, Inc., Corporate Networks Group
4 Forest Parkway, Shelton, CT 06484
Tel: 800-365-1928 Fax: 203-926-5458
cng.nec.com
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