MiCollab AM Quick Reference Card «inesis and univerce® umssao g Mitel

*Depending on how your MiCollab AM system is set up, this command may not be available. Please consult your system administrator for additional information.

Main Menu Message Ordering Pi e vesasecorics R feptyiotiame
Voice messages 1 Restart message playback 1 Replay message 1 Retum call 1
Email messages 2 Save message* 2 Save message 2 Reply with message 2
Fax messages 3 Delete message* 3 Delete message 3 Help 0
Listen to Retum to Main Menu * Reply to message* 4 Reply to message 4 Retum to Message playback  *
new messages Mark message as new* 6 Forward message 5
Skip back 5 seconds 7 Mark message as new 6
Pause/resume playback 8 Send to fax 8
Skip forward 5 seconds 9 Replay sender/message 9
Help 0 Help 0
Stop # Next message #
Listen to saved Retum to Main Menu *

messages

Recording Message Create/Send Message Special Delivery Options

Create Address and record message Change addressing 1 Urgent 1
messages Change recording 2 Delivery receipt 2
Edit message options 1 Set special delivery 3 Private 3

Review message 4 Future delivery 4

Help 0 Help 0

Send message # Send message #

Cancel message * Badk, save settings *

Setup options

—| Personal Options

Change immediate message notification* 1 Busy greeting* 1
etup Options Change daily message reminder* 2 Standard greeting 2
Personal options ] — Record personal greeting 3 Out-of-office greeting* 3
Messaging options 2 = Change security code 4 Availability greeting™ 4
Automated Attendant options 3 = Record your name 5
Record standard greeting 4 Record sponsored box announcement 6
. Record busy greeting* 5 Change la nguage §e|§ct|c:n* 7
Exit system Record out-of-office greeting* 6 Change SMS notification 8
~— Messaging Options —| Automated Attendant Options
Record name for sponsored box 2 Change call screening* 1
Repeat current Change personal distribution list 3 Change call blocking* 2
menu Change message forwarding 4 Change extension-specific processing* 3
Change message presentation order 5 Change diverted call processing* 4
Change message envelope settings 6
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Welcomel!

Welcome to the Kinesis and UM8500 emulation. With this system, you can
receive, reply to, and forward voice, e-mail, and fax messages. The system is
accessed and controlled using the keys on your telephone.

- ATOM

Calling into the System

To access the messaging system, dial your system's access number. Depending
on whether you access the system from inside your organization or via an
external access number, you may need to enter both your mailbox number and
your access code. When you log in to the system for the first time, you must set
up your mailbox and choose a security code. Your mailbox number is assigned
to you by your system administrator. Write the access numbers for your system
and your mailbox number below. Once your message box is set up, add the
security code.

Access Numbers

Internal access number:

External Access number:

During setup, the system asks you to record your name, record your personal
greeting, and set your security code.

Authentication

Mailbox number:

Security code:

Key Reminders

If you are looking for a quick hint on how to perform a specific task, here is the list of the shortcut
commands.

* Depending on how your system is set up, this command may not be available. Consult your system
administrator for additional information.

Main Menu Message Playback
If you want to... Then enter... If you want to... Then enter..
Listen to new messages 1 Restart message playback 1
Create and send a message 2 Save message 2
Listen to previously saved messages 3 Delete message 3
Access Setup options 4 Reply to message 4
Mark message as new 6
Skip back 5 seconds* 7
Pause message playback 8
Skip forward 5 seconds* 9
Common Keys N
If you want to... Then enter.. Note 0
Cancel or back up *

Skip or move ahead

Help
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