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\Voicemail

Voicemail automatically takes messages when you are
away or on the telephone. Voicemail can notify you

of new and urgent messages based on your schedule.
No more missed calls or unwanted interruptions.
Voicemail also includes the ability for you to receive
your voicemail in up to three email boxes. Plus, you
can manage your voicemail online.



Setting up Voicemail

Your Voicemail Access Number is:

1855 398-0944 (English)
1855 398-0948 (French)

All you need to do to get started is dial the access

number, then select a password and record your name

along with a personal greeting. Here's how:

+ Enter the temporary password that you've been
assigned.

- Select a permanent confidential password that is 6-15
digits long and enter it.

With the help of Password Check, a security feature, you can

ensure that your voice mailbox password will not be easily
quessed by others. Just follow these simple rules.

Your password cannot:

+ Begin with O.

« Match your telephone number.

« Be the reverse of your mailbox number
(e.q. 555 1212 reversed 2121 555).

« Be a single repeating digit (e.q. 4444444).

» Be a series of consecutive ascending or descending
numbers (e.q. 3456789).

« Be a series of ascending or descending even or odd
numbers (e.q. 24681012) .



You may find it easier to remember your password if you

select letters on your keypad instead of numbers.

« At the next prompt, record your name.

« Record greeting, which callers will hear when you are
not available. Press # when you are finished, and #
again if you are satisfied with your greeting.

To re-record, press *, and to replay press |

A SAMPLE DAILY GREETING “Hello, you have reached the
Jones residence. We are not able to come to the phone at

this time. At the tone please leave a detailed message and
we will return your call as soon as possible.”

That's all it takes to personalize your Voicemail service.
It is now ready and waiting to answer your calls.



Checking your Voicemail

Callers can now leave you messages. If you're at your
home and there's a new message, you will see either a
message light flashing or a message waiting indicator
on your set, or you will hear a stuttered dial tone
when you pick up the receiver. You can also check for
messages when you're away from home.

Here's how to get caller messages when you're...

At your own phone
 Call Voicemail using your *98 Access Code.

Easy Access and for outside Canada

« Dial your phone number, wait for your Personal
Greeting, then during your greeting press 9 and enter
your password.

At another phone
Using your Toll Free Access Number anywhere
in Canada:

+ 1855 398-0944 - English
« 1855 398-0948 - French
- Press the # key and enter your 10 digit
mailbox number
- Enter your password



While you're listening

Voicemail lets you hear messages the way you want
to hear them. You can control the speed and volume.
You can rewind important messages to hear them
again. You can pause a message to take a note.

And you can fast forward when you are in a rush.

Just press:

] to rewind by 10 seconds

] to rewind to the beginning

to pause and to restart during pause
to fast forward 10 seconds

3 to fast forward to the end

to slow down messages

to get envelope information

to speed up messages

to return to normal mode

to increase volume

O OO0 D WwwmN —

Fast Forward

Faster

Louder

Skip

In a hurry? Some tips for getting through your messages
faster: Just press é to skip a message and listen to it later,
or 339 to fast forward to the end and save a message.

And you can always speed up a message by pressing E .




After you've listened

You can do much more than just save or erase a
message once you've listened to it. Press:

to replay

to get envelope Information
to erase

to save

for more options

.
OOV ~NUn D

Envelope

8tuv

More Options

Envelope information is the date, time and length of the
call. It also tells you the phone number of the caller, if the
number is displayed.




Your Messages, Your Way

Voicemail puts you in control. We provide a variety of
personal options meant to help you get the most out
of your time at work and your time away.

Changing your greeting
« From the Main Menu, enter 4 3 | and follow the
instructions,
Choosing 1 will put a standard system greeting in place
Choosing 2 will allow you to record a personal greeting

Changing your password
* From the Main Menu, enter 4 2 | | and follow the
instructions.

Power keys (skip or correct messages)

« These convenient controls are always at the ready:
# key to skip a message
* Kkey to correct a mistake

Setting up a notification schedule

Heading out on vacation or changing your schedule
for a few days? Before you do, you can arrange to
have Voicemail notify you at a new number, and to
return to your usual notification schedule whenever
you want. This service works for local telephone
numbers, as well as pagers. It's just one of the ways
that this feature can help you.

To set up out call notification schedule
* Press 4 4 |

To turn out call notification on or off
* Press 4 1 |

Press:

» | for first schedule

« 2 for second schedule

« 3 for temporary schedule



Once you've selected a schedule

» Press | to update a notification schedule.

« Press 2 to cancel a notification schedule.

 Enter the telephone number where the system
can reach you (either a reqular telephone or
pager number).

+ Enter a weekday notification schedule.

» Select whether you want to receive all messages or
just the urgent messages.

+ Select how much time you want to lapse between the
call and the delivery of the notification; you
can choose different times for urgent and non-urgent
messages.

« Press | to confirm the schedule.

« Press 2 to change the schedule.

Deleted Message Recovery

The Deleted Message Recovery feature allows you
to recover a message that you deleted. The recovery
must be done in the current voicemail session - once
you exit the voicemail system, the message cannot be
recovered. At the end of message review, you will

be given the option to “Check Erased Messages” by
pressing 1-9. Once in the erased message review, you
have the option of pressing 7/ to delete, press & to
reply to the message or press |1 and then 9 to save
the message. If you press 7/ to delete, the message will
be permanently deleted from the system.



Quick Keys

Quick Keys in your Voicemail Menu
* Press *98 to access your mailbox

« Press 1 to listen to your messages

* Press 4 to change your personal options
 Press 4, 2 for Administrative Options

* Press 4, 3 to customize your greeting
« Press 5 for envelope information

« Press 7 to erase a message

* Press 9 to save a message

» Press # to skip a message

* Press * to return to the Main Menu

When Listening to Your Messages

* Press 1 to rewind the message by 10 seconds

» Press 1, 1 to rewind the message to the beginning

* Press 2 to pause the message for 20 seconds, and
press 2 again to restart

« Press 2, 2 to continue to pause

* Press 3 to fast forward the message by 10 seconds

* Press 3, 3 to fast forward to the end of the message

* Press 3, 3, 7 to fast forward to the end of the message
and erase it

 Press 3, 3, 9 to fast forward to the end of the message
and save it

* Press 4 to play a message more slowly

» Press 5 for envelope information

» Press 6 to play a message more quickly

* Press 8 to restore normal volume

* Press 9 to increase volume

* Press O to replay instructions
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Setting up the voicemail-to-email
feature

Select the Voicemail-to-Email link from our website

under the On-Line Tools on the left hand side of the

screen.

» You are required to enter your 10-digit phone number
(3-digit area code and 7-digit phone number).

« Enter your voicemail password — your voicemail

password is the password that you use to listen to

messages, and is the password you created when you

first set up your new voicemail.

Selecting the check box beside, “Remember this

phone number?” will save your phone number for the

next time you return to the Voicemail-to-Email login

page, and you will only need to enter your password.

= You will be prompted to answer five separate
“challenge questions”. These will be stored within the
system in the event that you have forgotten your
password.

« By selecting “Forgot your password?” you will be

directed to the challenge questions and be required

to answer them in order to reset your password.
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Once you have successfully logged in, you will be
presented with the Welcome Page. This page shows a
summary view of your voicemail messages; specifically
the number of messages that are New, Private or
Urgent. In addition, there are links on the left hand

side of the page that will allow you to manage your
voicemail and change your Voicemail-to-Email “Options”.

A list of Frequently Asked Questions is also available
within the application presented on the left hand side.
These are available throughout each page, and offer a
list of common questions and their answers.

You can go directly to your voicemail messages when
you login, just select the check box beside “Go directly
to my voicemail inbox the next time | login”. If this is
selected, you will not be taken to the Welcome page,
and will be directed to your voicemail messages upon
Login. Selecting the text for “new voice messages,”
‘urgent”, or “saved messages’, will take you to your
voicemail messages. Depending on which of the three
was selected, only those messages will be displayed
(E.g. if you select “new voice messages”, you will only
be see new messages, etc.).

Entering a phone number in the “Search My Voice
Messages by Phone Number” field will only display
messages from that number.
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Options

Clicking on “Options” on the left hand side will take you
to the following list: Notification Options, Miscellaneous
Options, Security Options.
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Through Notification Options, you can change how you
are notified by email when you receive a new voicemail
message. Choices include:

Notification Option: Voicemail-to-Email

This option allows you to receive email notification
when a new voicemail message is left. A copy of the
message is included in the email. The email can be
delivered to up to 3 different email addresses
(Email Address 1, 2, & 3).

Notification Option: Email

This option allows you to be notified by email when a
new voicemail message has been left. Email Notification
can be delivered to up to three different email
addresses (Email Address 1, 2, & 3).

Both of these notification options also allow you to
control how your voicemail messages are treated after
they are forwarded to your email addresses.



Options include:

Forward and Save, Forward and Delete, and Forward
and Mark Unread.

Forward and Save — With this option enabled, your
voicemail will be forwarded to your email address(es)
and will also remain in your voicemail mailbox. The
message waiting light on your phone will not flash.
You will be able to listen to messages either online, or
through the telephone.

Forward and Delete — With this option enabled, your
voicemail will be forwarded to your email address (es)
and removed from the voicemail system.

IMPORTANT: all messages will be removed from
your voicemail — you will NOT be able to listen to
messages online, or through the telephone. When
using this option, please ensure your email address
is active and able to receive email, or you risk not
receiving your message.

Forward and Mark as Unread — With this option
enabled, your voicemail will be forwarded to your
email address(es) and will also remain in your
voicemail. The message waiting light on your phone
will flash until you listen to your messages online, or
through the telephone.

Notification Option: None
Selecting the “None” radio button will disable the
delivery of any email messages.

Miscellaneous Options

Miscellaneous Options available include: Date and
Time Playback, Prompt Level, and Message Waiting
Indication. These options are also available through
your telephone.

Date and Time Playback — When the check box

is selected for this option, the date and time will
automatically play while you are listening to
messages over the phone. To disable Date and Time
Playback, uncheck the check box, and click “Save.”



» Prompt Level — This option determines the level of
detail that you hear while navigating Voicemail over
the phone.

Levels include: Standard, Rapid, and Extended.

« ‘Standard’ lets you hear the basic Voicemail options.

« ‘Rapid’ assumes you are more familiar with the
voicemail system.

« ‘Extended’ lists in detail every available option.

« Message Waiting Indicator — When the check box is
selected for this option, you will be given a “stuttered
dial tone” when a new voicemail has been left. If you
have a message waiting light on your phone it will
also be activated. Un-checking this box will disable
any type of message waiting indication when a new
message has been received.

Security Options
In Security Options, you can change your password,
and challenge questions.

To change your password, follow these steps:

« Select “Options”, and then “Security Options” from
the left hand navigation. This will take you to the
“Security Options” screen.

» Select “Change your password”.

+ Enter your current password.

« Enter your new password. Passwords must be 6-15
characters in length, and can only be made up of
numbers —letters will not be accepted.

* Re-enter your new password.

» Select “Save”. The word “Saved” will appear at the top
of the screen.

IMPORTANT: If you change this password, this will also
change the password needed to listen to messages
over the phone.



To change your challenge question

To change your challenge questions, follow these steps:

= Select “Options”, and then “Security Options” from
the left hand navigation. This will take you to the
“Security Options” screen.

» Select “Challenge Questions”.

» You will be presented with three different drop down
fields and three corresponding answer fields.

« Select three challenge questions that you wish to use
in the event that you forget your voicemail password.

» Select “Save”.

Listening to your Voicemail

When a new voicemail is left for you, you will receive an
email in your inbox. The email you receive will inform
you of the time and date that the voicemail was left,
the phone number of the caller who left the message,
and the priority of the message (Urgent, Private,
Normal).

Depending on the notification option you have selected
you will receive the following;

If you selected Voicemail-to-Email

You will receive a WAV file as an attachment

in your email inbox. Clicking on the attached message
will open an audio player (such as Windows Media
Player) and will begin to play the voicemail message
through your computer speakers. Messages received
in your email can also be saved permanently to your
computer.

If you selected Email

You will receive an email notification that a new
message has been left in your mailbox. You can check
your messages over the phone or you can click on the
“voicemail service” link included in your email to check
your messages online.



Managing your Voicemail

Selecting “Manage Voicemail” from the left hand side
will take you to the following lists:

« The “Messages” screen shows your voicemail
messages, and displays the Priority of the message
(Urgent, Private, Normal), the sender of the message
(From), the Subject (displays whether this was a call,
or if the message was forwarded), the Date and Time
that the message was left, as well as the length of
the message in seconds. Clicking on any of these
headings will sort your voicemail by the heading that
was selected.
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Selecting the “Display” drop down menu will filter your
messages and will only show those messages that meet
this criteria. Filtering options include “private messages’,
“urgent messages”, “normal messages’, “new messages’,
“saved messages’, and “all messages. Selecting “All”

will revert to displaying all your voicemail messages.
Entering a phone number will also filter your messages
and will only show those messages from the number you
have entered.




Playing a message

« From the "Messages” screen, select the speaker icon
beside the voicemail message you wish to listen to.

» A new window will open prompting you to Open,
Save or Cancel.

» Select “Open”.

- Windows Media Player will open and begin playing
the message.

IMPORTANT: If Windows Media Player is not set as your
default player a different media player may open and
play the message.

Saving a message

« From the "Messages” screen, select the speaker icon
beside the voicemail message you wish to listen to.

» A new window will open prompting you to Open,
Save or Cancel.

« Select “Save”.

» A window will open prompting you to save
the message.

« Name the message, and specify the location on your
computer where you wish to save the audio file.

» Select “Save”.

Deleting a message

« From the "Messages” screen, click on the box on the
left side of the message — A check box will appear.

» Select “Delete” from the top left hand side of the
Messages banner — The message is deleted.

« Selecting multiple check boxes prior to selecting
“delete” will delete multiple messages at the
same time.



Voicemail Plus

Voicemail Plus can be added to your current voicemail
plan, and it allows for additional storage and features.
Voicemail Plus holds 60 messages for 90 days with
messages up to 5 minutes in length. There are also
additional features, such as mailbox extensions
allowing up to 4 users to access their own mailbox
sharing mailbox storage and a consolidated voicemail
box for two landline numbers.

Setting up Mailbox Extensions

The first time you log into a mailbox with extension, you
are prompted to press 4 (Personal Options), then 9
(Add or Delete Extension Mailboxes). This can be done
after the initial logon as well.

To add or delete an extension mailbox
At the Main Menu:

« Press 4 for personal options

« Press 9 for extensions

« Press | to add an extension
« Press 3 to delete an extension

« Press 2 to add or delete another extension

Extensions can be numbered |, 2 or 3.



X3
Aiojodwsa|

3|npayas puz 2INP3LPs
uonoaINoU
3INpaydS 35| H_ .

2bonbuoy !
_M_ a|npayss sbubyo Jo
Bupamsuy 3] UoRDOYION ysi|goas3

26onbup xoq)ID|y

g

I_H_ anpayds

uonDINON

awl|/10Qg

Aodony

pidoy *oogfilg
povers | 2] s pon oeg o
H pJopumis |. sbunsaig
€ sjana| 10Woly H
a M_ suondo
SANDASIUILPY

SPJOMSSDY

QWD PapJoday
6unsasy |puossag

-~

suondQ |puostag

3430/NO

uonodINON |=

suondQ |pJauan

suondQ |puosJiad

sabossay
Jo 1d1923y »23yD

- |

2bpssaly 01 uslsi]

L]

manay Jony 4

suondp

MBINSY [92UDD _M_ asop

nUS|y UIDK

01 uIMay

5605531

Joay

adojanuj _M_ /DS

fpjday

219oyoAD SADMID
s060ssaW 0 210 S[02U0D 353U| mainay buung
Buiuazsi| puo BuIpioas BjIYM S01IU0D

aRRg

suondQ abpssa|y Jo pu3

«
5
&

s]0J3U0) Yapgfinld M Jomog

92UD|S) D 1D - SN|d [IDWSDION

20







<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Gray Gamma 2.2)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.5
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.1000
  /ColorConversionStrategy /sRGB
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo false
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo false
  /PreserveFlatness false
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Remove
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages false
  /ColorImageMinResolution 100
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 100
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.40
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 1.30
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 10
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 10
  >>
  /AntiAliasGrayImages false
  /CropGrayImages false
  /GrayImageMinResolution 150
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 150
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.40
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 1.30
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 10
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 10
  >>
  /AntiAliasMonoImages false
  /CropMonoImages false
  /MonoImageMinResolution 300
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 300
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects true
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<

  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /BleedOffset [
        0
        0
        0
        0
      ]
      /ConvertColors /ConvertToRGB
      /DestinationProfileName (sRGB IEC61966-2.1)
      /DestinationProfileSelector /UseName
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MarksOffset 6
      /MarksWeight 0.250000
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PageMarksFile /RomanDefault
      /PreserveEditing false
      /UntaggedCMYKHandling /UseDocumentProfile
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
    <<
      /AllowImageBreaks true
      /AllowTableBreaks true
      /ExpandPage false
      /HonorBaseURL true
      /HonorRolloverEffect false
      /IgnoreHTMLPageBreaks false
      /IncludeHeaderFooter false
      /MarginOffset [
        0
        0
        0
        0
      ]
      /MetadataAuthor ()
      /MetadataKeywords ()
      /MetadataSubject ()
      /MetadataTitle ()
      /MetricPageSize [
        0
        0
      ]
      /MetricUnit /inch
      /MobileCompatible 0
      /Namespace [
        (Adobe)
        (GoLive)
        (8.0)
      ]
      /OpenZoomToHTMLFontSize false
      /PageOrientation /Portrait
      /RemoveBackground false
      /ShrinkContent true
      /TreatColorsAs /MainMonitorColors
      /UseEmbeddedProfiles false
      /UseHTMLTitleAsMetadata true
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [600 600]
  /PageSize [612.000 792.000]
>> setpagedevice


