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NEC

UCB TELEPHONE & VOICEMAIL QUICK REFERENCE VIA OUTLOOK

DiaL OuT
» Click 3 Dial
» Type in the phone number you would like to call OR
> If the person is in your phonebook, type their name

INTERCOM CALLS

> From the folder list, click on Phone, and then go into 7 Presence
» Click on Employee’s name you would like to call

PARK A CALL ON A BUsY EXTENSION
With an Active call...

» switch to 7 Presence Screen

> Right click on the person’s Presence Button
» Choose “Park for <person’s Name>"

send Message to Digital Phone. . (209)
) Forward al Calls..

[ Record Conversation o Mailbox
Selsct Presence Profile »

Contack Properties...

Note: When the busy extension disconnects from their current call, their phone
will start to ring with the parked call.

TRANSFER A CALL
With an active call...
> Switch to the ~ Presence Screen
> Right click on the person’s Presence Button
» Choose “Transfer to <Person’s Name>"

Note: Click transfer to Mailbox to send a caller directly to voicemail
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&
Tl % Transfer to NATG System on +1 (604) 8537115 2=
i tnvite o Corference... e
Pl & |82 Transfer ta malbox
Paulson € @ natify me when NATG System is back iH

(=) Record Conversation to Mailbox
Select Presence Profile 4

Grace D

Contack Properties.
Wiew a5, 4
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REDIAL/CALLER ID CALL BACK

> Switch to your “[ Calls” screen
> Right click on the number you would like to call
» Click on “Call this Number”

4 Phone -
[ calls -7 Presence @& Conferences ) Chat

Line | Caller Info [ Mumbes | Date Tire: | state | origin | Duration |
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+1(604) | Assaciate with Existing Contact, .. Hutbound Outbourn:
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CONFERENCE CALL
With an active call...
> Go into the [7 Phone Calls screen
» Click on the %~ 1ansfer Dutton
» Type in the phone number, extension number or name (if they are in your
phonebook)
» Once you have the second caller on the line, click i conference to link the three of

you together

ADD A NEW OUTLOOK CONTACT ENTRY

Click [ (Open Phonebook)

Press FILE and click on NEw ENTRY
Click on NEw CONTACT, then press _=_|
Fill in Desired Information

When finished press 4

YVVVYV

CALLING OUT FROM OUTLOOK CONTACTS

> Click i (Open Phonebook)

» Double click on the person you would like to call

Note: Under Address Book make sure you are in the proper folder (Ex. Contacts)
> Press ©

» Choose the number you would like to dial (IF applicable — Ex. Mobile or Home)
> Press [smca
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CALL FORWARD
> CI|Ck &5 Forward All
» The call forward pop up will open. Enter in either the phone number or
extension you would like to call forward your calls to
OR
» Click Mailbox for calls to go immediately to your voicemail
To Cancel: Click & Fonuard Al

4 Dial # Hangup | % Hold [G) Park (U Forward Al
[101] Call Forward
Forward Tor
{* Phone || 5%
" Mailbox

| Cancel Help

RECORDING A PHONE CONVERSATION INTO YOUR VOICEMAIL
With an Active call...

> Go into your “/2 Calls” screen
> Right click on your active call,
» Click on Record

i Phone -

[d calls = Presence & Conferences / Chat

Line [ Caller Info [ Humber [ Date [ Time [ state
i v infarmation] +1"fshz";mm T AR | Canne
=) Today 4 Hangup
m [ho information] +1 (604 %" Transfer Call... Outbo
ﬁwm [ro infarmation] +1 (504 & Transfer to my Mabile phane Outbo
lfﬁ 1ol Frystle's Cell +1[B0< S Convert to Conference hissen
m [mo infarmation] 160 @ Park cal Outbe
[F100 [roinformation] [ inkg _iHEqu C:" Outbo
A1 [hoinformation] noinf [ Outbo
=} Record
,j m [ infarmation] 429 Outbo
» Retrieve the recorded conversation the same way as all other voicemail

messages
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SET UP YOUR VOICEMAIL
> Press VOICEMAIL key and enter default Code (2222)
» The system will explain the process setup and the three main parts
(Changing your PIN, recording your name, and recording your greeting)
» The system will walk you through the prompts of.

Setting your new PIN

= Enter existing PIN.

= Enter new PIN, followed by #. (0-6 digits)

= Re-enter to confirm

Next you will have to record your name:

= Hear sample press 1

» Press 2 for record, - then press 3 to record.

= Press # when done recording

= Press 1to Save the recording, or 2 to play the recording, or 3 to re-
record your name

Lastly, you will have to record your “in the office” greeting:

= Hear sample press 1

= Press 2 to record, - then press 3 to record.

= Press # when done recording

= Press 1to Save the recording, or 2 to play the recording, or 3 to re-
record your greeting

LISTENING TO VOICEMAIL MESSAGES

> From Outlook, press the flashing =¥ then
» From the phone, enter your PIN

To Listen to new Messages press 1
To Listen to saved Messages press 2

While Listening to a Message

= Listento Next Message Press 1
= Save MessageasNew .~ Press 2
= Delete .~~~ Press 3
* ReplytoMessage . Press 4
= Date & TiMme ... Press 5
= Forward Message Press 6
« Rewnd ...~~~ Press 7
= Rewind to Beginning of Message_ Press 77
= Pause Press 8
~ Resume .~~~ Press 88
» FastForward Press 9
= Fast Forward to end of Message Press 99
= Dial Caller (If CLID enabled) Press #

[ North American Telecommunications Group
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CHANGE YOUR PIN NUMBER (SECURITY CODE)
» Press your VOICEMAIL key, enter your security code
» Press 5 for Mailbox Options
» Press 2 to Change Pin Number
> Follow Prompts

CHANGE YOUR GREETING:
1) Click Mailbox Setu

[+ Microsoft Outlook

ile Edit View Go Tools Actions Help 59 209

) Search _ | & Dial # H
) Seard n_.dla h

‘ Faldar I ict « HFJ Phana -

2) Click on Presence Profiles

D MailFWKryﬂle Nootebos [#28]
General | Presence Piofe} | Caller Profiles | Distribution Lists | Schedule | One-Touch Keps || Unified Messagir 4 [»

[#28] Krystle Nootebos

Default Profiles

The cunently active piofile is: | <In the Office: M
‘when the Mailbox user i on the phone, use |<F‘ersona|> u
Mailbox Mame Recording Auito play date and time
O Don't play

Fle Edit @ & b Play @ Recod M Siop

O Before message

(®) Alter message

3) Click on the Greeting you would like to change, then press edit
o M‘lhux Settings for Krystle Nootebos [#28] ﬁ
@ Presence Profiles | Caller Profiles | Distibution Lists | Scheduls | One-Touch Keys | Unified ;ML]

# Prafile Fonward Presence dar
@ EY <Inthe Office> Ho Yes
-] In Annacis at x204 Mailbox Ho
@ Qﬁ Out of Office Mailbox Yes
Mailbox Yes

@ 33 OnVacation

% */4 OnSick Leave Mailbox

Edit Pre Record Prampt...

Mew... ]I Edi H Delete ]
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4) Press|@_ to be connected to your phone, then press record to record a
new message or press play to play the message

'O EditPresemg Profile =]
Frofie Name: Day Number [0 v

Profile Image:

Advanced. O Cancel Help
5) Press okay when finished.

CoPY AND PASTE A RECORDED GREETING:
Follow steps 1 and 2 from above
1) Click on the greetin%/ou would like to copy, then press edit

ailbox Settings for Krystle Mootebos [#28]

Eseva\ Presence Profiles | Caller Profies | Distibution Lists | Schedule | One-Touch Keys | Unified Mesﬂwr £

# Profile Forward Presence Ionare Calegffar
(-] <Inthe Office> Mo Yes Mo

L] In Annacis at x204 Mailbax o Mo

%2 Oulof Office Mailbiox Yes

® 3 OnVacation Mailbox Yes as

@ *|4 OnSick Leave Mailbox Yes Yes

T o (o ]
2) Click on the beginning of your profile greeting recording and drag your
mouse to the end of the recording

Profile Greeting

File Edit . % b Flay @ Recod M o

l Advanced, ] [ 0K ] [ Cancel ] [ Help

> ) L
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3) Click Edit, go down to copy and then press OK

Profil Gresting

Fie Edt|@ | | P Pay @ Recod

=3 Copy ChrC
& cut Ctrkx
[, Paste Chrl+y

Sample Rate >
Convert SampleRate ¥

Zoom >

++ Insert Silence: Chrl+s
Lengt
X Delete Selection  Del

Zero Selection  Ctr+0 }

Select Al Culea E[ ok | [ canced | [ Hep |

4) Click on the greeting you would like to paste the copied greeting to, and
then Edit

5) Click Edit, and then paste. Press OK

CREATING A NEW PRESENCE PROFILE
You are able to create a new presence profile if there is not a profile that fits your
status, such as working from another office. It can be important to have this so
your employees know that you are still available if they need you and they can
inform customers as well.
1) Click on Mailbox Setup

[~ Microsoft Outlook

L Send/Receive = | [} Search address books

<In the Office> - '.;ﬁ, L]
) Search _ @ o5 Dial
Faldar list <« I3 Phana -
2) Click on Presence Profile, then new

x Suttings for Kiystle Hootebofl] # 28] =
P Lista | Sehedube | DnaTouch eyt | Unied Masiagr %1%
Presence Iancee Caends

No
Yes

it Prs Recoid Promgt. |

k|| Caeesl Hap

3) Click on either Yes use a “Default Profile” or “No, | will Configure”

D Preseme Profils Wizard E
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4) Click on the Presence Profile you would like to add, or click on Custom if you

would like to create your own
Q Presence Profile Wizard

New Presence Profile

Please sslact the Presence Profis type

+ & Inthe Oifice

> (i# Out of Dffice

> |#| Out of ffice - Sick.

P Out of Difice - On Vacation
+  Outof ffice - Lunch

2 In aMeeting

4 Do Nat Distur

3532 Custom

[ cBack ][ mews> |[ cancel J[ Hep |

5) Fill in the name you would like for your presence and select a picture

6) Click on the forwarding option you would like

7) Click on whether or not you would like to record your profile name and
greeting now or later

8) If you are going to record the greetings later, click finish, or if you are going to
record them now, click # then click @recad . When you are finished recording
press i swo

9) Press next and follow the same steps as above to record your profile name

10)Press next, and then finish

CHANGE YOUR PROFILE STATUS

It is a good idea to update your status so employees will immediately know if you
are in or out of the office and when you are expected to return.

1) Right Click on your Presence Profile
2) Go Down to Select Presence Profile and Click on your Desired Profile

7 Presence | & Conferences

[} 2| & |[epx 2|z & ||z @ w|e & 4
Abby O Alan M Anna V. Barry B Darryl O Dave C

5 & (8 & 7|3 & ¥ & [.) g ‘ Er Y
Deanna 5 Demo R Denise i Doug H EdD Gary W

B G & @& (el we & 4

Karen M Kenneth R Kevin H

o 4 %
Gregh James ¥ Karly M
5 & %[5 & AIETYA v;‘!J”,)J T 7@ ,
Krista © crerlan Mk 1 Hichele B NATG S
& bt | | 55 i bt | | 55 (]
2| & P M o Leave voice Message 4 3 &
Obie B Pa cend Message to Digital Phone. .. (209) eter V. Reception 2
5 @ ) Forward all Cals. ..

Vince V.

In abby
£3 In a Meeting
@ Out of Office
Contact Properties. .. B On Yacation
View as... | #| on sick Leave

% Out for Lunch
& <inthe office>

scheduled

Note: When you do change your profile status, make sure you have recorded a
greeting for that status or it will only play your recorded name followed by a
computerized recording!
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