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Unified Messaging

Feature Overview

In today’s business world, fixed-mobile convergence (FMC) isn’t a luxury — it's a necessity. With more and more
employees working out of the office, it's becoming increasingly difficult for customers and colleagues to reach these
remote workers given the number of different devices and numbers (mobile, office, home) they may be using. In such
a disjointed environment, there is a need for a solution that makes communications as seamless as possible —
whether an employee is working from the office, on the road or at home.

The Unified Messaging feature allows users to access their voicemails and faxes via multiple options beyond direct
phone access. This enables users to be on the go, not in the office but have their finger on the pulse of their business
at all times. Voice messages and fax messages can be retrieved for playback/viewing or download via My Messages
on the My Phone dashboard, or via email with copies sent to any email address. Voice mails are sent in .wav format,
while faxes are tiff.

Additionally, if you just want a notification that a message was received, notifications can be sent to your cell phone
via text or email. This allows users to be mobile and also have real time access to their voice mails and faxes as if
they were in the office.

NEW FUNCTIONALITY ACCESSIBILE VIA VOICE PORTAL ONLY

As part of the recent BroadCloud upgrades, the Extended Away greeting is now available to users in the Voice Portal.
This greeting type disables the ability for a caller to leave a message. It is useful as an announcement-only greeting,
including the following scenarios:

e Users who are on extended leave or vacation and do not want to fill their mailboxes
e An employee hotline for information concerning an office schedule (inclement weather)
e Aninstructional message option for use by an Auto Attendant

Additionally, when listening to a message, users now have the ability to play the previous message (pressing 4) or to
skip to the next message (pressing 6).

1 Feature Prerequisites

Before the Unified Messaging feature can be used the following conditions must be met:

e Atleast one inbound number must be available to be assigned to a Premium User Station, Standard User
Station, Hosted Square Key Station, or Hosted PRI User.

e If Fax Messaging is desired, an available inbound or two-way number must be available to be assigned as a Fax
number to each fax user.

2 Using Unified Messaging

When at least one inbound or two-way number and station has been assigned in the My Site dashboard and the User has
configured the Unified Messaging feature in the My Phone dashboard, the Unified Messaging feature is ready for use.

The following sections describe how to configure the Unified Messaging feature.
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3 Feature Setup

To use this service, log in to My Account, and then simply follow the steps detailed below.
3.1 Administrative Setup

3.1.1 Go to My Site and select the appropriate Site to configure

Home Profile  Orders | Account Admen |RENESITEE Call Recording | My Reports

[<Y Frease select a site 10 view. .I /

Eruption Audio Welcome Eruption Audiol

3.1.2 Go to User Features

Home | Profile Orders | Account Admin Call Recording My Reports
Weicome Ervption Aude!

Eruption Audio

- Man
Sedect a Sit
- LT 3355 sanks Ave Panama iy FL 32405-4218
@ Pacae Assigamwat & Devics Managom. [} Shw Services A User Featerea o Call Wastory s Motea

aa

o My Site
Choose from the quick links below or click on the tabs above to manage your service

@ AddModity Users @ Set Up Awo Anendant & Share a Line @ Set Business Hours

3.1.3 Select the Unified Messaging Tab

Unified Messaging Q

Click on the row to view/configure voice messaging foe that number
Search ‘, 5
First Name Last Name Phone Number Extension
oo onx 2123901135 13
phn dos 2123901136 1%
sikki who 2125413101 3
yohn 2125413100 3100
jack 2125413102 3101
Page 1 oft {53 RecodsperPage 10 ~ ¥ Cloas Fitnrs Displaying 1-5015
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3.1.4 Configure the Unified Messaging Preferences — Voice Messaging

Voice Messaging

On (busy and unanswered calls go to voicemail)

Always (all calls go directly to voicemail)
Off (no voicemail)

Fax Messaging
On

of
Phone Number:

Extension:

Message Storage
System Mailbox

~ Message waiting indicator on phone
External Mailbox

Additional Settings
Get notified when new message is receved wa

nail function

ivated

2 (=
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3.1.5 Configure the Unified Messaging Preferences — Fax Messaging

Voice Messaging
On (busy and unanswered calls go to voicemail)

Abways (all calls go dwecthy to voicemal)

Off {no voicemail)

Fax Messaging
On

il

= Off

Phone Numbser:

Extension:

Message Storage
System Mailbox

~" Message waiting indicator on phone

Extemal Mailbox

Additional Settings
Get notified when new message s receved via

AT O

Fax Messaging
- Qn

Off

Select a number to receive inbound faxes for the

user. Avallable numbers are in the drop down list

Phone Number:

5506559151 re -

o T

8505559133
8505559128
8505559149
8505559154
8505559157
8505559153
8505551231
8505551232
8505551233
9189990101
8505559145
8505559151 -

-

L]
fn

m

™ o=

Unified Messaging



CenturyLink Business

Fax Messaging
* On

Off

Phone Number:
Extansion:
151

Assign an Extension for the fax number

Click Save to enable changes

3.1.6 Configure the Unified Messaging Preferences — Message Storage and Additional
Settings

T VGICE MEssagmny

Fax Messaging

Message Storage
= System Mailbox

~" Message waiting indicator on phone
x) format to the

Extemnal Mailbox g tered below

Additional Settings

Get notified when new MesSage IS reCVEd Vil ——————
email alert, check this box

Send a copy of all new message to another email address

Transfer on VOV to phone number

Unified Messaging
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Additional Settings
+" Get notified when new message is received via

If notification is to be by Text, enter the
cell phone number and select the
s / wireless provider from the drop-down

AT&T Wireless
T-Mobile

Venzon Wireless

Sprint (Nexttel)

Additional Settings

v Get notified when new message is received via

Text to cell

To be notified that you have a message via a email

X alert, select Email and enter the email address
* Email

user@domain|

Send a copy of all new message to another email address
To Send a copy of your messages

(both fax and voicemail) to an
‘_______...—-—-'-""' email address, check the box and

enter your email address

ers can transfer from voicemail
kthe box and enter the number

3.1.7 Number of Rings and Greeting Upload (Optional)

Greetings
Number of rings before playing greeting: elect the number of rings before
the voicemail greeting is played
Busy: “ select the type of message the caller will hear when your
System — phone line is busy. You can se eithera system
generated message or upload a personal one
Personal
No Answer: J
Syetem selectthe type of message the caller will hear when
¥ your phone line is busy. You can select either a system
Personal generated message or upload a personal one

Note: Uploading a Voicemail Greeting requires a user defined file formatted as CCITT u-Law 8,000 kHz, 8-bit Mono
wav file.

Unified Messaging
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3.2 End User Setup

The Unified Messaging feature is automatically available to all Premium Users, and feature control is located in the
My Phone dashboard.

3.2.1 Log in to My Phone

Forgot Username?

Forgot Password?

Language - English (United States) Change

3.2.2 Go to My Messages tab

nETS R

% broadcloud === My Phone
| My Rufes_ | My Numbers | My Call History

Welcome to the BroadCloud User Dashboard

7 Tivs 540 2cws you A SCCESS I JOMT PENONS DRONE SNVCE SHENGS, SIOWES] ou 15 CRISON PI6r Ve 10 11 40ur feecs. The 500 5 DI Out WR comsent I8 BOWIY
— - 7o D 8B TGN 10 e Tesred e

~— Mak® 508 YOU P8 JOUF MesSIpes. 18g0rthess of yOur Icanon. Sy Selecting D be notfied of Messages via It or MON. OF #Ven NECANING YOS M Messsages
¥ Ay Al JO0RES. YU CAN SNETE JOU Stay N COMACT

My Festures — Access 10 user features ihe C3 Forwarang, Cat Wartrg. ang Amywhese. Ok 0n v 50 10 COVINS'eacovats hese Jaatres. 35 wes 33 enter Jesred nurmbers
AINCH 308 20 0 TOrwaBeT Dased O yOUr DISCNA! FeRss

My Rules — Selecind (38 harging Daeed on He phome namter of The peson Calng. the tme of Sy or S0t By COMBINING MUTCIe COMMON fegtures 10 an 828y %0 Use riertate.
¥2U LN A9 LIVGUS SOLI0RS 12 NANCENG CAES WM hay Peceis.

My Numbers — An easy ' Use inveriory of nEibers IRt 13 be selected % feaine Jssgrments. By A3ENG FoUT (e phote. SOMe DRONE, OF InY SNer DRGNS Mmbe, you Wil De
00 13 SAKCT TS NUMDGNS #DEN MANSNNY JOUT VAR0US feaes

My Call History — A uch vw Gf recent C3%s. wedhar thay were made Dy pou. INTMIES By JOu, OF THSSed JRojete: The kstng provies detads of ite caleditaling Doty 38 Wed
6 8 BMQHe CRCK 10 01 COOBC0 10 #1309 3 Lk OM yOUr O6sh SHONG 10 TN PUTDRC s

3.2.3 View Messages and Faxes

You have no new messages and 4 saved messages.
Select & voice message from the grd, then click play when ready. OR Double Chck
m 1 select & begin auto-play g

000/ 0000
Uegent Confidental Caller Mumber Caler Name Call Dabe = Call Time Pax
2814453%54 ADAPTION TECH  Fridact 10 2004 1:0d:29 PM w -
2014453354 ADAPTION TECH  Fri Ot 10 20014 1:21:30PM v
S1BETTEET ADAPTATION T.. FriQct 10 20014  1:35:30 PM -
S1BE7T74439 ADAPTION TEC.. _ Fri Ot 10 2014 2:47:56 PM o

Unified Messaging 9
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3.2.4 Listen to Voice Messages
Note: listening to a voice mail in My Phone does not reset the message waiting indicator light on that user’'s desk phone.

You have no new messages and 4 saved messages.
ADAPTATION TECH (9188775967) on Fri Oct 10 2014 at 1:35: pm >
N’

Urgent Confidential Caller Number Caller Name Call Date ~ Call Time Fax
2814653354 ADAPTION TECH  Fri Oct 10 2014 1:08:29 PM v
2814653354 ADAPTION TECH  Fri Oct 10 2014 1:21:30 PM i

Select Voice

9188775967 ADAPTATION T Fri Oct 10 2014
9188774439 ADAPTION TEC Fri Oct 10 2014 2:47:56 PM

Message, Itwill
highlight the line

3.2.5 Download Selected Voice or Fax Messages
| Home | My Messages | My Features | My Rules | My Numbers | My Call History

L ——

You have no new messages and 4 saved messages.
m ADAPTATION TECH (91837 T8967) on Fri Oct 10 2014 at 1:35 p e
/ L Selected |

Lbrgent Confidensal iCall Date -
Fri Ot 10 2084
CiLh ' B Fri Oct 10 2004
9180775967 ADPTATIONT..  Fil Gt 10 2024 download.
FIEETTI ADAFTION TEC Fri Oct 10 2004

As this is a shared storage area for voice mails and faxes, Users should be aware the combined storage limit is
approximately 35Mb. This equates to about 100 voice mail minutes or around 100 ten-page faxes. Users should be
judicious about archiving important voice mails and faxes to their network storage areas by using the Download
Selected option on the right side of the My Messages area. Once Users have successfully archived their voice mails
and faxes, they should be deleted from the My Messages area to conserve space.

Other useful information regarding the BroadCloud PBX system wide voice mail limits:
(These are hard limits and cannot be changed within BroadCloud PBX.)

e Time that voice mails and faxes can be stored in your mailbox — Unlimited
e Longest voice mail greeting that a User can record — 4 minutes
e Longest voice mail message that can be recorded — 10 minutes

Downloading messages will follow your default computer/browser settings and either save or open the default
application for .wav files (voice messages) or .tiff (fax messages).

3.2.6 Delete Selected Voice or Fax Messages
| Home | My Messages | My Features | My Rules | My Numbers | My Call History

You have no new messages and 4 saved messages.
BYS)  ADAPTATION TECH (318s7TS%6T on i Oct 102014 at 135 pm (L
-

Lirgant Confidarssl

Fri Oct 10 201

SIEHTISSET ADAFTATION T. Fri Dt 10 2034 1:35:50 PH
1EETTHII ADWFTION TEC Fn Oct 10 2014 2197156 PH L o

Unified Messaging 10
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3.2.7 Refresh List of Messages

| Home | My Messages | My Features | My Rules | My Numbers | My Call History
You have no new messages and 4 saved messages.,

Urgent Confidential

Caller Name Call Date: = Call Tme o
BC i O o
Fii O o’
ADAPTATION T..  Fri Oct 10 2014 .
ADASTION TEC Fri Oct 10 2004 o _;

Refreshing updates the list of messages to show recent messages that have been added to your message box.

3.2.8 Configure the Unified Messaging Preferences

9188777583 Configuration

Voice Messaging: @ On (busy and unanswered calls go to vaoicemail

Always (all calls go directly to voicemail)

P - Salact ona option for volca
Off (na voicemail) messaging: On, Always, or O

Fax Messaging: @ On J Salact sithar On or OFf for fax messaging. This will only ba

active if your station has been configured by your
adrmanistratos for Fax Massaging
Phomne Mumibser:

Extension

Message Storage: @ System Mallbox

#| Message waiting indicator on phone
alf—

> wmable Message Walting
External Mailbox ation on your phone
|
/I External Mailbo is chosan

enter Ermail address.

Additional

Gat notified when new message s received via:
Settings:

" J i Motification is anabla
number and carrier to re
notification or anter an Email address to
[

Send a copy of all new messages to another email address o
f i wish to
ail in a .

¥ Transfer on "0"

| Hit lar totransfer cut
to i mail to the entered

numbar.

Unified Messaging
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3.2.9 Number of Rings and Greeting Upload (Optional)

Greetings

Number of rings before playing greeting:

Busy: @ System

No Answer: @ System

Personal

3

4 Select either the System (default) or

1 ) Entera number of rings
“ after which callers will be
sent to your velee mall

_Salact aithar the System (default) or Personal
1 2_‘f'ru mized) greeting your callers will hear whan
"--{ering'\-'our voice mail when your line iz busy. If
Personal is chosen, upload a file.

Parsonal [customized) greeting your
callers will hear when entering your
woice mail when don't answer. If
Personal is chosen, upload = file.

Note: Uploading a Voice mail Greeting requires a user defined file formatted as CCITT u-Law 8,000 kHz, 8-bit Mono

.wav file.

Unified Messaging
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