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Introduction

CINDI provides uscrs with full voice mail capabilines.
= CINDI will answer the user's telephone and take massages
= CINDI will call users and deliver their messages to them
»  CINDI will call other people and deliver messages from users
s CINDI will deliver "certified” messages from users 1o other users

= CINDI will deliver a group message from users to as many as 247
other users

»  CINDI will take messages from users for their guests

In fact, CINDI can manage all of your organization's telephone messag-
ing...and you can manage CINDI simply by pressing the keys on your
telephone.

CIMDL L& 1T System Manager's Guide {-1



Intredction CIMND Usars

1.1 CINDI Users

CINDM users generally are divided into two categories: internal and external.

[ntermal users are those whe are assigned mailboxes on the system. They are
referred to as "Boxholders," and there are three basic opes:

* The System Manager, o whom this guide is directed
* The System Operator

& Sysiem Users, who comprise the majority of the mailboxes - up to
510,

Complete descriptions of the features avallable o the System Operator and
System Users are provided in the OINDY Svsrem Operator’s Guide and
Svarem User’ s Guide.

External users are those who do not have a mailbox on the system. Therefore,
they are Hmited in the features available w them, Howewer, external users
have the same message editing capabilities available 1w them as do the
Boxholders on the system. If an extemal vser is given a Guest Account by
a CINDI Boxholder, that user can RECEIVE messages on the system -- not
just send them!

1-2 : CINDIT & 1| System Manager's Guide



System Manager's Responsibilities Intreduction

1.2 System Manager’s Responsibilities

As Systern Manager, you are responsible for the initialization and manage-
ment of the CINDI system.

= During initialization, you record your company's name and
greetings. This allows CINDI to greet your organization’s callers
mpre personally.

= CINDI's izlephone management features allow you to keep CINDI
operating efficiently and effectively. These include changing the
Svstem Bulletin, changing Boxholders' authorizations, and adding
or deleting mailboxes,

NO ONE CAN GAIN ENTRY INTO THE SYSTEM MAMAGER'S
MAILBOX WITHOUT THE PASSWORD.

Be surs that this password is recorded in a safe place. As System
Manager, you can reset any other Boxholder's password to [0] if the
Boxholder forgets the password, However, if the System Manager's
password is lost, access o the System Manager's mailbox is lost until
the people servicing the CINDI system have called the Genesis
Service Center and had Genesis engineers retmieve the authorizaton
code. If vour CINDI is not equipped with an internal modem, a
modem will have to be installed on your system in order to remieve
the Systern Manager's authorization code.

YOU CAN LOCK THE SYSTEM MANAGER'S MAILBOX USING
THE ON-LINE TERMINAL UTILITIES.

When the System Manager's mailbox is locked, no one can gain entry
to the mailbox or use its features. Ses the chapter titled, System
Manager Terminal Functions for derailed information on locking and
unlocking the Sysiem Manager's mailbox.,

CIMDI | & 1| System Manager's Guide 1-3



Intreduction Tha System Managers Guide

1.3 The System Manager’'s Guide

Since each feature iz discussed in o separate chapter, the System Manager’s
Guide is easy 1o use while you are first using CINDL Later, the guide will
serve a5 an important reference wol, 1t is best if vou read the entire Sysiem
Manager's Guide to become familiar with all of CINDI's capabilities.

1-4 CINDIT & Il System Manager's Guide



Initializing CINDI

Thas chapter contins the procedures vou need to initialize CINDIL Use the
Mailbox Directory Worksheet in Appendix B, CINDS Worksheers, to record
all the information required 1o add mailboxes,

CINDI's initialization is performed in two distinet SIEps:

* Technical Initialization, usually performed by the technician
nstalling the sysiem,

" Management Initialization, usually performed by the System
Manager,

CINDI | & Il System Manager's Guide



Initializing CINDI : Technical Initialization

21 Technical Initialization

The first step in CINDI's initalization 15 technical initializadon which
provides specific information 1o CINDI regarding your cCOmpany s tzlephona
system. It also defines many other pAramelSrs necessary for CINDI to
OPETaLE.

The Technical Initialization tables list all of the information CINDI requirss
during this first initialization siep. The ables, along with a complete descrip-
tion of the technical initialization parameters, are contdined in the Installation
Guide which is part of the CINDI L & CINDLIT Technical Reference Manual,
This manual is designed for the technician who will be installing and
servicing your CINDI system.

Before moving on to management initinlization, you should wverify that
wechnical initialization has been completed. You also should review & copy
of the Technical Initialization tables and learn what information was
provided to CINDL You should be familiar with this information in order w
better manage CINDI in the future.

5.3 CIMNDI | & Il System Manager's Guide



sanagement Initialization Initializing CINDI

2.2 Management Initialization

The second, and final, step in CINDI s initialization 1§ management iniraliza-
tion which provides company and individual mailbox information to CINDL

To begin management injitalization, you should record the company name
and company greetfings. Space is allocated for written records of these
phrases in the Management Initialization Worksheet. The following sections
describe how these phrases are used by CINDL

2.21 Company Name

When making password-protected Call Placements, CINDI sometimes needs
to leave a message asking the intended recipient to return the call. Perhaps
the intended recipient was not at the locadon called or did not know the
passwond necessary to receive the message. In these cases, CINDI tells the
person taking the message the name of your company.

You should record this name when you first install your system. It might be
the name of your company or both the name of your company and a divigion
or department within the company. Although it should not be too long, it
should enable the recipient o clearly determine the origin of a call.

The name you intend to record shoueld be listed in the Managemen: Inirializa-
tion Warksheer.

2.22 Company Greetings

CINDI allows you 1o record a company greeting thatis presented 1o the caller
before the brief, pre-programmed greeang:

CGood mormisglafierneonievening
If & company greeting 18 recorded, it 15 the first message callers hear when
they reach the system. A greeting can be recorded for each of CINDT's two
operafng modes:
DAYLINE: When CINDI answers calls during busincss hours.
NIGHTLINE: When CINDI answers calls after hours.

The company presting may or may not suppress the presentation of the Inital
Mailbox Prompt:

CINDI | & Il System Manager's Guide 5.3



Initlalizing CINDI

Management Iniialization

Please enter the maiibox dumber you wish, [f you arg wsiag a ratery
telephone, please wall for the tone and leave your message for later
delivery. To look up 8 name ix the phonebaos, press the [7] ey,

Check the Technical fnitialization Worksheet undsr "Suppress the Initial
Mailbox Prompt?" to detsrmine your system’s sefting.

The Management Initialization Waorksheer provides space for you to write
scripts for both the Dayline and the Nightling Greetings. You have ap-
proximately one minute to record each greeting, s0 plan the scripts to
fit into this time frame. Be sure to allow for the suppression of the Inital
Mailbox Prompt in your script, if necessary. Some typical recordings are
listed below:

NON-SUPPRESSED, DAYLINE: Thank you for ¢alling (your company's
name). Your call is being handled by our message center, CINDI. You can
dial the mailbox of the person You wans to reach and leave a message by
following the Instructions provided.

SUPPRESSED, DAYLINE: Thank vou for calling {your company’s name),
Your call is being handled by our message center, CINDI. If you want to
speak with someone directly, press [0] followed by the extension number.
To leave a message, just enter the receiver’s mailbox number now. If you
are ai g rotary phone, please wait, and CINDI will rake a message from you
auromarically,

NON-SUPPRESSED, NIGHTLINE: (Your company's name) {5 ot open
right now. Our regular business howrs are §:30 AM to 500 PM, Monday
through Friday. Your call is being handled by our message cenver, CINDI.
Afrer vou leave your message, CINDI allows you to re-recard It if you are
not satisfied with your first anempt. Thank you for calling.

SUPPRESSED, NIGHTLINE: Thank vou for calling (your company's
name). Our regular business howrs are 8:300 AM to 5:00 PM, Monday
through Fridav, Your call is being handled by our message center, CINDI.
To leave a message for someone, just enter the receiver’s mailbox number
now, If you are ai a rotary phone or do not know the mailbox number, please
wait, and CIND will ke a message from you automarically.

CIMDI T & 11 3ystem Manager's Guide



The Mailbox Direclory Warksheaal Initializing CINDI

2.3 The Mailbox Directory Worksheet

Thers are copies of the Mailbox Direcrory Waorksheet in Appendix 8, CINDY
Worksheers. This worksheet provides space for you o record all of the
information required 1o add mailboxes w the system. If you Al out the
Mailhax Directory Worksheet before adding mailboxes, you will be able to
add the mailboxes more quickly and casily.

You must assign several parameters for each mailbox, including the message
retention time, maximum message length, line group number, and feature
authorizations.

Use the descriptions below to help determine the value of the parameters to
assign to cach mailbox. Remember 1o record all of the information in the
Maithex Direcrory Worksheet. You will use your telephone to transfer this
information to CINDI later.

2.3.1 Mailbox Mumber

First, CINDI needs the number of the mailbox o be added w the syvswem.
Each mailbox must have the same number of digits as specified in the
Technical Inltialization Waorksheer

Normally, the mailbox number assigned to 2 Boxholder corresponds we that
person’s extension number in your organizaton. However, you might not
be able to assign mailboxes in this manner if you have more than one person
at each extension. In these cases, it is often useful to change only the first
digit, 5o that the last digits of the mailbox nomber match those of the
extension. For example, two people using extension 220 could be assigned
mailboxes 220 and 520.

Ten mailbox numbers are reserved for special functions. Depending on your
mailbox length, these ten numbers are 90-99, DR0-8549 or 9990-99949,

®  Systemn Operator =90, 990, or 9990
=  Sysiem Manager =91, 991, or 9991
*  Reserved = 92-98, 992-998, or 9992-9998

»  Message Wasebasker =99, 999,  or 5959
Only the mailboxes for the System Operator and Manager acrally reside on
the svstem. The remaining numbers either provide special functions or ars
reserved for future enhancements.

CIMDI 1 & Il System Manager's Guide 2-5



Initializing CINDI The Mailbox Direclary Worksheet

23.2 PBX Extension

The PBX extension column listed in the Mailbox Directory Workshest helps
vou rack which mailbox numberis agsociated with which cxtenzion number.
On many svsiems, the extension and the mailbox number will be the same.
There may, however, be Boxholders who do not have an extension.

CINDI will not ask you for this information when you are adding mailboxes
o the system unless you are using the message wairing integration optional
software (MWI). In this case, CINDI will ask vou to enter the PRX extension
for message waiting notification,

2.3.3 Boxholder's Mame

You must supply the Boxholder's name when adding the mailbox to the
system. CINDI allows approximately four seconds for yvou 1o record the
Aame.

The name you intend to record should be listed in the Mailbox Directory
Worksheet and should be the one by which the Boxholder is most commonly
known. The Boxholder might want t0 re-record this name through the
Boxholder's Personalize Mailbox menu.

2.3.4 Message Retention Time

The massage retention dme tells CINDI the number of days to keep messages
for a mailbox. Messages can be kept as long as 30 days. When a message
has been in a malbox for the defined period of ime, CINDI automarically
deletes the message during nightly housekeeping functions. The retenton
ume you assign should consider the schedule and availability of the Box-
holder, ag well as the storage capacity of your CINDI system. The number
of days should be recorded in the Mailbox Directory Worksheet,

¥hen adding the mailbox, vou are given the option of assigning the Box-
holder the standard message retention time (between 1 and 7 days) defined
during technical initialization and recorded in the Technical Initialization
Workshest. If you intend o assign this value, enter "0" in the Mailbox
Directory Waorksheer (CTNDI will prompt you for this).

If your organization is using the Voice Advisor feature option and you arc
adding an advisory mailbox, the message retention ime you enter indicates
the length of time that announcements, recorded for the advisory mailbox,
may be stored. In addition to the range of 1 through 30 days or "0" for
standard retention time, you can ener "99" on the Mailbox Directory
Worksheet to indicate infinite retention time. The announcements that ad-

55 CINDI & Il Systemn Manager's Guide




The Mailbox Directory Worksheet Initiglizing SIMDI

visory mailbox owners record can be stored in the advisory mailbox for an
unlimited period of time.

Voice Advisor also gives advisory mailbox owners the ability o set their
own rtetension fme for thelr advisory mailbox. The retention time that
Boxowners select, howesver, cannot exceed the maximum reention tms you
specify here.

2.3.5 Mailbox Type (VoicePath or Voice Advisor feature oplion)

If vour CINDI system is equipped with either YoicePath or Voice Advisor
feature option, you need o specify which type of mailbox you are adding to
the Mailbox Directory: a standard voice mailbox, a VoiwwePath matlbox or an
advisory mailbox. The Mailbox Directory Worksheet provides a place for
vou 1o specily the mailbox type.

If your system is not equippad with VoicePath or Voice Advisor, you will
be adding standard voice mailboxes exclusively, Accordingly, you do not
need w fill our this section of the worksheet,

2.3.6 Maximum Message Length

Each mailbox must be assigned a maximum message length that conmols the
length of messages deposited directly in the matlbox, This value also
contrgls the length of messages recorded by the Boxholder using the group
message, certified message, guest message, message ransfer, and call place-
ment feamires.

The maximum message length can be berween one and fifteen minutes, in
one-minute increments; a 30-second limit also can be assigned. The most
appropriate value for maximum message length depends upon the needs of
the Boxholder, the amount of telephone waffic CINDI handles, and the
memory capacity of yvour CINDL A two-minute maximum wsually will
support most Boxholders' requiraments.

The number of minues you assign to the Boxholder should be recorded in
the Mailbox Directory Woekshear. If you want to assign a 30-second limir,
you should record (0 (CINDI will prompt you for this). :

If you are using Voice Advisor and if you are filling out the Mailbox
Directory Worksheet for an advisory mailbox, the maximum message length
controls the length of each announcement recorded in the advisory mailboo.
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2.3.7 Line Group

You must assign & line group to cach mailbox. Line groups, numbered 1
through &, are defined during technical initialization. They specify which
lines are available for outgoing calls scheduled by this Boxholder, Even if
a mailbox is denied access to the Message Forwarding and Call Placements
features, a line group must be assigned. Only a defined line group can be
specified; if the line group is wedefined, CINDI does not allow it to be
assigned.

The line group you assign to the Boxholder should be recorded in the Mailbox
Directory Worksheet. If vou have the Voice Advisor opton, you do not need
to assizgn a line group to advisory mailboxes.

2.3.8 Mailbox-Authorizations

Mailbox authorizatons provide another important way for you 10 manage
the use of CINDIL. The mailbox authorizations tell CINDI which of the
special features available to Boxholders are permined for this mailbox,
These features are considered privileged because they require additional
memory or connect ime (or both), They include: Message Forwarding, Call
Placements, Guest Accounts, Personal Greeting, and, for systems with
optional features, call screening, message waiting notification, and personal
user menus. For each feamre, if access to the feamre is allowed, write 2 1"
{1=Yes) in the Mailbox Directory Worksheer; if access 15 denied, write an
“2" (§=Na) in the workshest. CINDI will prompt for these inputs.

If vou are using Yoice Advisor, CINDI automatically authorizes an advisory
mailbox for the personal greeting featurs. Since the remaining featurss do
not apply to advisery mailboxes, CINDI does not prompt for these additional
inputs. Accordingly, vou do not need to fill in this portion of the Mailbox
Directory Worksheet for advisory mailboxes.

Message Forwarding

Message Forwarding allows messages deposited in the mailbox to be for-
warded to any telephone number anywhere. This is imporant t0 Boxholders
who are frequently out of the office. Consider Message Forwarding for sales
and administative personnel. '

Call Placements

The Call Placements feature enables CINDT w0 place a call to another person
from the Boxholder. The call can be to any telephone number anywhere, and
CINDI will prompt a receiving operator to guide the call to the correct
recipient. This is an imporant resource for the executive level. To avoid
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increasing long distance bills, however, it should be denied to Boxholders
whose stations are assigned the PBX fearure "toll resriction.”

Guest Accounts

Guest Accounts allow the Boxholder 1o establish special geest mailboxes.
These are useful 1o any emploves who regularly exchanges information with
non-Boxholders. The Boxholder can leave messages for puests, and guests
can retrieve the messages later.

Group Messaging

Group Messaging allows Boxholdaers o send a single message o a pre-
defined group of mailboxes. This feature allows authorized Boxholders to
comrounicate rapidly with all the members of a department or the sale force.
Boxholders can define up w eight groups and are allowed 247 group
members that may be allocated among the eight (or fewsr) groups, Group 1,
for example, could have 5 members and group 2 could have 60 members.

Personal Greeting

A personal gresting enables the Boxholder to present a personal welcome to
anvone who reaches the mailbox. When authorized, each Boxholder's
greeting can  be as long as the maximum personal greeting length thae was
selected during technical initialization. Please note that the grestng length
selected during rechnical ininalization does not apply to the greetings
recorded for advisory mailboxes. All advisory mailbox greetings can be 4
maximum of one minuwe.

If the personal greeting function is not authorized for a volce mailbox or not
used by the Boxholder, CINDI greets the Boxholder's callers with:

Fm taking a mesiage for (Boxholder's name or mailbox number).

Call Screening (VoicePath systems only)

Call screening is available only on VoicePath-equipped systems. This
authorization allows the Boxholder to choose how incoming calls are hand-
led. Boxholders may choose to screen, block, or wansfer all incoming calls
according o their own needs. This screening function helps Boxholders
organize and control their welephone communicanon more efficiently,

If you do not give this authonzatoen to a8 Boxholder, the incoming calls for
all such Boxholders will be handled according 1o the "normal scresning level™
which you define via your mailbox,
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Message Waiting Indication (MWI systems only)

If your system 1§ equipped with the Message Waiting Indication (MWT)
feature option, you have the capability of specifying the extension o be
asgocianed with the mailbox for message waiting norficaton. On the Mail-
ox Directory Worksheer, indicate the exiension associated with the mailbox
number you are adding.

You may not want all mailboxes 10 use message waitng indication. If this is
the casa, enter zern as the exiension for message nonficanon. The mailbox

will not be authonzed to vse message waiting.

The serial integration packages (IWMS, NEC, Fujitsu) also have & message
walting fung¢tign. You ¢an specify the extension for message waiting via the
System Utilides, Refer to Technical Iniriafizarion chapter of the Technical
Reference Manual for complets information about message waiting for cach
seral inegration.

Personal User Menus { YoicePath systems only)

Personal User Menus are available only on VoicePath-equipped systems.
This feamure allows the Boxholder to use a YoicePath mailbox 1o present a
personal grestng followed by a menu. The menu will give the caller options
in addipon o leaving a message. All stindard VoicePath mene optiony are
available for use in the personal menu. Refer to the VoicePath chapter in the
System User Reference Guide for complete informaton on personal user
menus.
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2.4 System Manager Preview

Tn order to complete CINDI's initializarion, you will need to open the System
Manager’s mailbox. However, before you open the mailbox, it 15 helpful to
knaw what CINDI will say znd do once you sign on. The following
paragraphs describe some of CINDI's initial functons.

When you open the System Munager's mailbox with your password, CINDI
presents the System Manager's main menu. This main menu provides vou
with easy access to all of the functions necessary to complete CINDI's
initialization. Ttis also the primary source for you to manage CINDI for your
organization in the future,

Under many keys, you will find a secondary menu that lists individual
functions that you can execute, For example, when you press key [3], CINDI
will present the Company Information secondary menu. From this menu,
you can record the name and greetings CINDI requires 1o operate effectively.

4 listing of all menus available to the System Manager is provided in the
appendix, Telephone Menus.

Several steps are necessary to complets CINDI's ininalizaton. Each step
begins with the selection of a key in the main menu. Demiled explanations
of these keys and their functions are covered in individual chapters of thig
guide.

CIMDI | & Il System Manager's Guide ' : 5. 11



Initializing CIMDI Coening the Systam Manager's Mailbox

2.5 Opening the System Manager’s Mailbox

CINDI's initialization 15 completed through several relephone functions
available only in the System Manager’s mailbox.

To open the System Manager's mailbox:

*  Call CINDI by dialing an extension or the company elephone
number directed into CINDL

= If your CINDI is equipped with VoicePath and you are calling on
an attended line, you will necd o press [9] in order to bypass the
auto-arendant.
CINDM greets you and presents the Initdal Mailbox Prompr:

Good morning. Please enter the mailbox number you wish, [f you are
using @ rotary lelephore, plegre wall for th long and legve YOIF meLige
Jor later delivery, To look up o rame in the prongbook, press the [8] key.

Enter the System Manager's mailbox number (it is [91], [991], or [9991],
depending on the mailbox length selected during rechnical inidalizadon).
Enter [#] after the mailbox number. This tells CINDI that you want to open
the mailbox and access the System Manager funcdons rather than simply
deposit a message in the mailbox.

CINDI than asks vou for your password:
Please eRIer Pour Basmward.
Enter [0] for the password as shipped from the factory.

CINDI presents the number of new messages in your mailbox followed by
the System Manager’s main menu:

To recerve your messapes, press (21

To charge the company information, press [3).
To gccess the mailbox girectory, press 14,

To ser the fme ard date. press [ 5]

To charge the bulletin, press (G,

1o gererate reporis, press | 7).

To peronalize your mailbox, press (8]

To record a message, press (1],

Tor end thiz cail, press [9].
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2.6 Executing Management Initialization

You are now ready to complate the ininalizanon of CINDL You should be
sure o perform the following duties:

1. Press[#] wo aceess the Personalize Mailbox secondary menu to change
the System Manager's password and record the name for the System
Manager’s mailbox. Detailed explanations of these commands are
found in the chapier, Personalizing the Manager' s Mailbox: Key [8].

2, Press [3] o access the Company [nformation secondary menu to record
your company's name, the Dayling Gresting, the Nightline Greeting,
and, if your CINDI is equipped with the VoicePath option, to set the
VoicePath parameters. Detailed explananions of these commands are
found in the chapier, Company Informarion: Key [3]. If you are setting
up separate greetings on CO runks, remember to set up the VoicePath
or Voice Advisor maiboxes and record the greetings. See the Voice-
Path Oprional Sefrware Manwal for details on the VoicePath feature
oprion and Personal User Menus.

3. Press [4] w access the Mailbox Directory secondary menu 1o manster in-
formation from the Mailbox Directory Worksheet into CINDL A
derailed explanation of this process is found in the chapter, Mailbox
Directory: Key [4]. You should also set up the Phonebook at this dme.
Detailed explanations on seting up Phonebook can be found 1n the
chapier, Systerm Manager Terminal Functions.

4. Press [3] w access the Time and Date function in onder 1o venfy that
CINDI's time and date arc ser appropriately. A complete discussion
about verifying and re-setting the time and date is presented in the
chapter, Time and Date; Key [3].

5. Press [7] 1o access the Stadstcs secondary menu o clear all srarisrical
information in Reports 5, 6, 7 and 8, By starting with all statstics at
zero after initialization, you will be berer able to mack and understand
the usage of the VoicePuth sysiem over nme. See Ueneraling
Repaores: Key [7]. Detailed explanations of the stanstical reports and
their generation may be found in the chapter, System Manager Ter-
minal Funcrions.

You might want 0 record a System Bulletin 1o welcome all of the new
Boxholders to the system, introducing CINDI o them and telling them of
your role. The Boxholders are the primary source of information for you
regarding CINDI's performance in your organizaton, and they should know
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o contact vou if they have suggestions for improving the programming of
CINDIs information.

Once you have finished thess funcrions, CINDI is completely inirialized!
CINDI is now ready to help people in your organization be more productive
with their welephone messaging,
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Message Recording

One of the primary features with which every CINDI user needs o become
farniliar is Message Recording. Familiarity with this feature is important
becauss Message Recording 15 used in many ether CINDI features, including:
message transfers with prefacing comments, call placements, group mes-
suges, certified messages, and guest messages. These are in addition to the
message recording key [1] in the main menu.

The Svstem Manager mailbox does not provide the call placement, group
message, certified message, and guest message features. However, the madl-
box does use Message Recording in thres feamres:

= raking action on & message,
» recording a System Bulletin, and
= key [1] in the main menu.

When you press [1] from the main menu to record a message, you should
remermber that this "closes” your mailbox. If, after you finish recording the
Message, You want to access your mailbox's features again, you should open
your mailbox by re-entering your mailbox number and password.
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Recording the Message

3.1 Recording the Message

When you access the Message Recording feawre, CINDI prompts you with
the Standard Phrase:

Please fegve your agme ard mestage af the tong, When you rre fTnished,
Press amy key. [(Begn)

If you are using this fearure while wansferrin g a message to another Box-
holder, CINDT presents a different prompt, the Message Transfer Phrase:

Please give me your prefacing commenis. [Bezpp

If you are using this feature 1o record 2 § ystem Bulletin, CIND] also presents
a different prompt, the System Bulletin Phrage:

Af the fone, pledse read me the bulletin, {Beep)

You can press [1] w skip through whichever prompt is presented 1o speed up
the recording process. If you choose to do this, CINDI presents an ab-
breviated prompr:

Recording, (Becp)

Press any key 1o stop recording. Recording also stops if-
* CINDI receives four seconds of continuons silence.
* The entire maximum message length is used.
= You hang up.

In addition, when the maximum message length is longer than 30 seconds,
CINDI interrupts vou with a reminder when only 30 seconds remain, afier
which CINDI stops recording automatically. This allows you to conclude
your message in an orderly fashion. (For information on message length,
refer to the seetion titled, Maximum Message Lengeh, which follows the next
section, Message Recording Menu.)
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3.2 Message Recording Menu

When yvou have Anished recording, CINDI presents the Message Recording

miEnu i :.'-:}1.1:

If this mesrage i accepialie, press ),
To review the mestage, press [2],

To conseue this message, press (3],

To re-record ihe message, presy (4]

To cancel the messape, press 18]

This menu gives you complete control over the conent and presentation of
yOUr Message.

3.21  Accept the Message (Send)

Until the message vou record is accepiable o you, CINDI does not deliver
it to the specified receiver(s).

To tell CINDI thar the message is accapiabla:
» Press [1] when presented the Messiage Recording menu.

Depending on how you accessed the Message Recording feamere, CINDI
acknowledges vour input with a brief delivery confirmation or by continuing
with the feamure you used to 2ccess Message Recording.

4.2.2 Review the Message
To review the message as if 18 currently recorded:

»  Press [2] when presented the Message Recording menu.

CINDI plays back the entire message for you and then presents the Message
Recording menu to you again.

If wou enter a key while the message is being playved back, CINDI eats the
key as another responss 10 the Message Recording menu. This means that
¥OU Can press:

= Another [2] to restart the revicw process,

= A [3] 1o continue recording from the END of the current message
{not from the point in the message where you press [3]).

= Any other key in the Message Recording menu.
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To continue recording from the current end of the MESSREEe:
»  Press [3] when presented [I;ze Message Recording menu.
CINDI responds by presenting the abbreviated recording pTCmpL:
| Recording. (Beep)

If the entire maximum message length has already been used, CINDI does
not allow you to continue recording the message. If 2 request 1o continge
recording is received in this circumstance, CINDI responds by saying "fn-
valid entry" and presents the Message Recording menu again. .

To discard the current recording and start the message over:

» Press [4] when presented the Message Recording menu o
re-record the message.

CINDI responds by presenting the ebbreviated recording prompr:

Recording. (Beep)

When you press [4] to re-record, you have the entire maximum message
length available to you again. The length of the discarded message is not

To cancel the recording session:

*  Press [B] when presented the Message Recording menu,

CINDI will return YO

Lo the fﬂﬁ[l,l]‘l: YOI Were usin when
Message Recording, g You entered

or o § , 0 the specifiad
in .
the message had been accepted with Putis treated the same gs jf

3.23  Continue the Message
3.24  Re-record the Message
considered.
3.25 Cancel the Message
3.26  Hangup, No Input
- 4

—_-—-_|_-_
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This reatment is especially important for callers with rotary phones. These
callers can record messages and know they will be delivered, even though
they cannat provide CINDI with any tone input. '
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3.3 Maximum Message Length

It is helpful for you to understand how CINDI uses 2 riailbox's maximum
message length when recording messages.

The maximum message length controlling a recording is determined by
where the recording is being done.

= If you entered a password and are in an open mailbox, thag
mailbox’s maximum message length is in effect.

This is the case for prefacing comments, cal placements, group
messiges, ceriified messages, guest messages, and the System
Bulletin, For example, if the mailbox's maximum message leagth
is two minures, no message recorded through these features can
exceed two minutes in length,

* If you are oot ip an open meilbox, the maximom message length of

the receiving mailbox is in effect,

This is the case if you have not opened your mailbox with your
password or if you have closed your mailbox by pressing [1] from
the muin menu. Forexample, if the receiving mailbox s maximum
message lengthis only 30 seconds, the message you record cannot
exceed 30 seconds in length, even though your mailbox might have
2 longer maximum.

4.8 CIMDI | & Il System Manager's Guide



Telset Massages (SL-1 IVMS Integration Only) KMessage Recording

3.4 Telset Messages (SL-1 IVMS Integration Only)

If your system is equipped with the Northern Telecom SL-1 IVMS integra-
tion opton, you have the oppormunity to leave a Telser Message rather than
recording a voice message. Telser Messages are shortmessages, pre-recorded
on the CINDI system, that internal callers can deposit into any mailbox.
Callers can leave a Telser Message by pressing a elephone keypad code that
corresponds with the desired message.

For more information on Telset Messages, refer to the Digital Integrations’
chaptar in the Sysrem User’ s Guide, For detailed instrucgons on how w leave
Telset Messages from vour telephone set, refer to the SL-1 documentation.
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Message Receiving: Key [2]

As System Manager, vou should receive messages concerning CINDI s
operagon and programming, Boxholders might ask for privilege changes,
system misuses might be reported, or new mailboxes might be requested.

The Message Receiving feature available to you is the same one available o
other Boxholders,

To receive your messages:
#» Press [2] when presented the System Manager's main menu.

If there is a System Bulletin, CINDI presents it to yvou each ame you enter
Message Receiving, After it's presented, CINDI asks whether you want to
continue to have it presented in the future:

Svsiem bulfetin: (bulieting,
Presg 1] o save the current bullelin,
Press (8] 1o delaee i,

If you want the Bulletin presented esch time you enter Message Receiving,
press [1]. Press [B] if you do not need to hear it each time. (You can recover
access to the Bulletin if vou delete it -- refer to the chapter, Personalizing the
Manager's Mailbox: Key [5].)
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When the System Bulletin presentation is complete, CINDI presents your
new messages followed by your saved messages, CINDI presents your
messages in either LIFO (last in, first out) or FIFO (first in, first out) order,
depending upon the message rerrieval order set for your mailbox.

After each message, CINDI rells you the date and rime the message was
deposited in your mailbox. For General Delivery messages and messages
copied without comments, the System Manager can set CINDI to present the
time and date these messages were delivered to your mailbox and the date
and time they were recorded.

CINDI then presents an abbreviated menu of the available Message Receiv-
ing commands:

T kecp This message, press [1].
Too datke achion on i1, press [7].
To delere the message, press (8]
For ather opilens, press [,

If you want to hear the complete menu, press [0, and CINDI plays it for you:

To keep the message, press (1],

To repeal the messaye, press [2].

To replay the previous ten seconds, press (3]
To move ahead ten seconds, press [4].

T skip ahead through the message, press [5].
To stop playback for 30 seconds, press [6],
To take actior on This meisage, press f7].

To delete the message, press (3]

To exit message receiving, press 9],

Every Message Receiving command can be entered while the message is
being played -- you do not need to listen o the entire message before pressing
a key. The funcion associated with that key is executed immediately.
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4.1 Message Receiving Menu

Descriptions of the commands available during message receiving are found
below.

4.1.1 Keep the Message
To keep the message and move on to the next one;

» Press [1]) dunng or immediately after the message.

If you keep the messuge, CINDI continues to remember it for the message
retention pericd assigned o the mailbox. The message is removed from
CINDI's memory during routing housakeeping chores once |t has excecded
the assigned hme penod.

Because you advance to the next message each time you press [1], you can
guickly scan through wour phone messages as vou would if you were going
through a stack of paper messages. This promotes effective communicanon
by enabling vou to respond more quickly to higher prionty messages, while
saving other messages for anendon in the future.

4.1.2 Repeat the Message

Press [2] any time during or immediately after a message 1o have the message
repeated in its entrery.

4.1.3 Replay Previous Ten Seconds

Press [3] to replay the previous ten seconds of the meszage. You can press
[3] several times to back up further. This allows vou 1o write dnwn:m address
ot hear a welephone number for a second ame.

If the message is ransferred one or more fimes with appended comments,
you can only back up w the beginning of the message section to which you
are currently listening. (A “section” is 8 prefacing comment or the original
message.) To retuen w a prior section, press [2] to repeat the entire message.,

4.1.4 Move Ahead Ten Seconds

Press [4] to move forward through a message quickly. Each time you press
[4], vou skip ahead ten seconds.

4.1.5 Skip Ahead Through the Message

Press [5] to jump to the end of the sscton of the message to which you are
currently lisiening,.
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Usuvally, this causes CINDI to present the date and tme the message was
recorded, which is presented automadcally after the message. However, if
yvou press [5] while listening to prefacing comments recorded when the
message was transferred, CINDI skips to the beginning of the next section
of the message.

4.1.6 Stop Playback for 30 Seconds _
Press [0] to stop the playvback of the messags for 30 seconds. The message
automadcally starts playing again afier 30 seconds, or you can start the
message playing again by pressing any key.

4.1.7 Take Action on the Message

Press [7] o copy a message with or withour comments, relay information to
a mailbox, or leave a response for the sender of the message.

When you press [7], CINDI gives you some addidonal optons:

To copy the message with comments, press (1]

To copy withowt comments, press (2],

To relay informarion (o another mailbox, press [6],
Tar respond 1o the sender, press (71

To exit withowr tating any action, prexs [9],

If you press [9], CINDI retums you to the Message Receivin g menu.

If you press [1], (2], or [6], CINDI asks vou for the mailbox number 1o receive
the message,

If you press [7], CINDI will asl ¥ou o enter the mailbox number to receive
thn_mssagc ONLY IF the sender of the message did not open his or her
mailbox prier to sending vour message, .
CINDI prompts you as follows:

Enter the mailbox number to receive this mEssage,
Enter the mailbox sumber 1o which you want the message copied/sant,

CINDI then asks you w confirm the recsiver:

This mailbox is for: (Roxhoider' s nawe ),
T continue, pregs i1
T cance! your reques, prezs (A1,
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If the Boxholder named is the imtended recipient, press [1]. Ificis the wrong
recipient, or if you want to cancel the action taken, press [8].

Next, if you are copying the message without comments (key [2]), CINDI
executes the copy immediately after you confirm the intended recipient.
However, if you are copying the message with prefacing comments (key [11),
CINDI asks you to record yvour comments:

Plegze give me vour prefaciap cortvlEns.

Or, if you are relaying information © a mailbox or are leaving a response
(key [6] or [7]), CINDI prompts you t0 leave your message:

Please leave your rame erd message ai the roae,
When you are finished, press any key,

After you have finished recording your prefacing comments (key [1]} or your
message (key [6] or [7]), CINDI presents the Message Recording Menu:

I phiy mesiage 15 acceprable, press [1].
To review the marzage, press [2].

T comrinue this massage, press [2).
To resrecord the message, press (4],
To cancel the massage, prasi [&]

{For information about this menu, refer to the chapter Message Recording.)

In all cases, afier you accept the recorded comments, CINDI executes and
confirms the delivery of the copy and/or message:

Mereage delivered.

Since the message with which you are working still remains in your mailbox,
you must instmuct CINDT what to do with it If you want, for example, to send
an additonal copy of the message o another Boxholder, you can do so at
this time. Or, if you are finished with this message, you can delete it from
your mailbox at this ime as well. CINDI presents the abbreviated menu of
the available message receiving commands:

T keep thiz message, press (1],
T take aciion onr it, press (7],
T delete the message, press [2],
For ather opiors, press (0.
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Message Recaiing Manu

4.1.6

4.1.9

4.1.10

4.1.11

Delete the Message

Press [B] during or immediately afier the message w delete it from your
mailbox.

YOU SHOULD ALWAYS DELETE ANY MESSAGES YOU DO NOT
NEED TO KEEP. This keeps CINDI's memory from being wasted with
UNMNECESSATy Messages,

Exit Message Receiving

Press [9] to return to the Systern Manager’s main menu. The message you
are listening 1o is saved in your mailbox,

Other Options

As mentoned above, CINDI presents only an abbreviated menu of available
commands after each message. Every command is operational -- CINDI just
deesn’t prompt for all of them unless you request the entire menn.

Press [0] if yow want 1o hear the complete Message Receiving menu. CINDI
then lists all available commands.

Certified Messages

If someone has sent 2 cenified message to vou, CINDI announces it:

The fﬂﬁawi.ug- mesrage hat been sear g centified mail, Press [0 to
receive this messape.

Press [0] o listen to the certifed message, The message’s sender is notified
of the date and dme on which you accepr delivery.

If you press any key other than [0] or [9], CINDI mOoves on o present the
NExt message without delivering the certified message. If vou press [9], the
certfied message remains undelivered and CINDI returns You to the mm

menu, _CI,-‘~.I]:JI does not consider the certified message delivered unil :
accept it by pressing [0] after the announcement, LS

l!:l{:-nce that, when vou have g certified mesga Ee, pressing [0] allows vou 1o
isten to the message, However, if CINDI is noy presenting the c:}ﬁﬁ d
[=t c

el

L —
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Company Information: Key [3]

The Company Informaton menu allows you to record the company phrases
necessary 10 complete the CINDI customization started during sysiem in-
itialization. These phrases, as well as some system parameters, can be
changed anytime through the Company Information menu.

The Technical Initialization Worksheet should indicare the current stats of
the parameters you can modify, [f youw ever need to change the programming
of these parameters in CINDI, you should be sure to update the Technical
Inidalization Worksheet. To change the company infermation:

» Press [3] when presented the System Manager's main menu.
CINDI then presents the Company Information secondary menu:

To charge the dayline gresiing, press (7).

To change the nightline grecting, press (27,

To record the company rame, press [ 3],

T zet the Syarem Storage capaoiny, press [4].

To ger the napdord mesrage relealion time, prass [5].
Tor dofine how ke anendant [s regched, pregs (&)
*Vo define VoicePatk parameters, press [T,

To exat, press [97

* For VoicaPath equipped systems only.
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Detailed descriptions of these commands are found in the following sections.

CINDT also has the capability to présent separate greetings on the CO munks,
Refer 1 the Technical Reference Manual, Installation Guide chapter titled,
fntegrations for information on setting up this feamre,

g -

2
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5.1 Recording the Dayline Greeting

The Dayline Greeting is originally recorded during system inirialization,
However, it can be changed or cancelled at any dme. If 4 Dayline Greeting
is recorded and CINDI is in Dayline mode, it is the first message callers hear
when they reach CINDI on a standard voice mail line or if the greeting for
attended lines has not besn recorded on VoicePath systems.

The Dayline Greeting can suppress the presentation of the Inital Mailbox
Prompe that immediately follows the greeting. This prompt is the CINDI
phrase:

Please erter the purithox mumber you wish. Jf vou ang 45ing @ rowary
telephone, please walt for the tone and leave your mefsage for later
delivery. To look up 2 name in the phonebook, press the [#] key.

Check the Technical Inidalization table under "Suppress the Ininal Mailbox
Prompt?” 1o determine your system’s setting.  The Management Initializa-
ton Waorksheet provides space for you to write 4 script for the Dayline
Greerng. You have approximately one minute w record the greeting, so plan
the script 1o fit this time frame. Be sure o allow for the suppression of the
Tnitial Mailbox Prompt, if necessary. Some typical recordings arc listed
below.

NON-SUPPRESSED, DAYLINE: Thank you for calling
{your company’s name). Your call is being handled by our
messags center, CINDL  You can dhal the mailbox of the
person you want 10 reach and leave 4 message by following
the instructions provided.

SUPPRESSED, DAYLINE: Thank vou for calling (vour
company's name). Your call is being handled by our message
center, CINDL If vou want to speak with someone directly,
press [0] followed by the extension number, To leave 2
message, just enter the receiver's mailbox number now, If
you are at a rotary phone, please wait, and CINDI will take a
messags from you automatically.

To record your Dayline Greeting:
1. Open the System Manager's mailbox.
2. Press [3] to use the Company Information menw.
3. Press[1] o record the Dayline Greeting.
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It a Dayline Greeting is already recorded, CINDI plays it for you. CINDI
then presents a menu of options o vou:

Your catlers will be greeed with: {preering),
oF: Ne gréering it recorded.

To ré-record, press [1],

To review the current recording, press [3].
To delese the recording, press J8].

To exit with the current recording, press [,

If you press [1] to record a new preetin g, CINDI asks you to read it aloud:
How should | greet your callery? [(Beep)

Read the greeting. When you are finished, press any key to stop recording,
CINDI stops recording automarically afeer several seconds of silence,

Upon termination of recording, CINDI plays back the greeting you just
recorded:

Four callars will be preered wirk; fereeting).,
CINDI then retumns you to the Company Information menu.

If you press [8], CINDI informs you that there no longer is a Dayline
Greeting:

Mo greeting is recorded.

CINDI then returns you to the Company Information men.
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5.2 Recording the Nightline Greeting

The Nightline Greeting is originally recorded during systermn initalization.
However, it can be changed or cancelled atany time. If a Nightline Greeting
i recorded and CINDI is in Mightline mode, it is the first message callers
hear when they reach CIMDI on a standard voice mail line or if the greeting
for atended lines has not been recorded on VoicePath sysems.

The Nightline Grecting can suppress the presentation of the Tnital Mailbox
Prompt that immediately follows the greeting. This prompr is the CINDI
phrase:

Plrase erter the ouailbor nomber wou wisio .I'f P are Lfing g ranary
telephone, please walr for dhe wone and leave yowr mesigge for laner
delivery, To look o @ name (n (ke phonebook, press the [E] kay.

Check the Technical Initialization table under "Suppress the Inital Mailbox
Prompt™ to determing vour system’s setting,

The Managemen! Initialization Worksheet provides space for you 10 wrile a
script for the Nightline Greeting, You have approximately one minute to
record the greeting, so plan the seript 1o fit this dme frame. Be sure o allow
for the suppression of the Initial Mailbox Prompt, if necessary. Some typical
recordings are listed below.

NON-3UPPRESSED, NIGHTLINE: (Your company’s
name) is not open right now. Our regular business hours are
£:30 AM 1o 5:00 PM, Monday through Friday.. Your call is
being handled by our message center, CINDIL  After vou
leave your message, CINDI allows you to re-record it if vou
are not sadsfied with your first amempt. Thank you for
calling.

SUFPPRESSED, NIGHTLINE: Thank you for calling (your
company’s name). Our regular business hours are 8:30 AM
o 5:00 PM, Monday through Friday. Your call is being
handled by our message center, CINDL To leave a message
for someone, just enter the receiver's mailbox number now.
If you are at a rotary phone or do not know the mailbox
number, please wait, and CINDI will take a message from
you automarically.
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To record your Nightling Greeting:
1. Open the Svstem Manager's mailbox.
2, Press [3] to use the Company Information menu.
3. Press [2] to change the Nightline Greeting,.
If a Nightline Gresting is already recocded, CINDI plays it for you, CINDI

the n presents a menu of options o you:

Your callars will bg greeted with: (greering),
ir: No grecting i recordad
To rerecord, press [,
To revigw the current recording, presy (2]
T delere the recording, press [8],
T exir with the current recording, pregs [9],
If you press [1] w record a new greeting, CINDI asks vou 1o read it aloud:
Hiow showld I greer your callers? (Beep)

Read the greeting. When vou arc finished, press any key 10 stop recording.
CINDI stops recording automartically after several seconds of silence.

Upon termination of recording, CINDI plays back the greeting you just
recorded:

Your catlers will be greeted wirth: (gresting).
CINDI then retumns vou 1o the Company Informaton menu.

If you press [8], CINDI informs you that there no longer is a Nightline
Greeting:

Na greering is recorded.

CINDI then retums you to the Company Information menu.

§5-6
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5.3 Recording the Company Name

CINDI uses the company name in some Call Placements. It should be
recorded originally as partof the system initialization process, and the current
recorded name should be listed in the Management Inttialization Worksheet.
It can be the name of your company, or both the name of your company and
a division or department within the company. Although it should not be o
long, it should enable the recipient w clearly determine the origin of a call.

To change the company name:
L. Open the System Manager's Mailbox,
2. Press [3] to use the Company Information menu.
3, Press [3] o change the company name,
CINDI responds by presenting the current company nams and giving you &

list of optons:

The company aame i (company narme ).

or! No name is recorded,

T pe-record, press (1]

To raview [he current recording, press {21,
To delete the recording, press (8],

To exir with the curreni Fecprding, press [5),

If you press [1] to record a new name, CINDI asks you to read it aloud:
Whar is your compary’ 5 rame? [Beep)

State your company's name (you have approximately seven seconds Lo
record it). Stop recording by pressing any key.

After vou finish recording the name, CINDI plays it back for you:
The company rame 157 [Compeny nome b,

Following this verification, CINDI returns you to the Company Information
meny.

If you press [8], CINDI informs you that there no longer 1s 4 company name:
No name is recorded,

CINDI then returns you to the Company Information menu.
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5.4 System Storage Capacity

You are able to modify the storage capacity setting for your CINDI system
that was originally ser during echnical initializafion, To determine vour
gvstem's current setting, refer to the Technical Inidalizadon Worksheer, The
serting chooses the balance berween storage capacity and voice quality that
Is appropriate for your organization.

Yoice quality 15 partially dependent upon the rae at which @ message is
"sampled." In the seme manner that a movic is actually only a series of still
photographs taken and replayed very quickly, messages in CINDI can be
thought of as a series of samples recorded and replayed quickly (as many as
22,000 tmes per second). At fast rates, more samples are recorded, making
the recording clearer. When more samples are reconded, more disk space
must be used to store the information.

CINDI allows you to select the storage capacity of the svstem. Consider the
following comparison:

A video cassene recorder offers different recording maodes
that provide increased tme, but reduced picture quality, In
the same manner, CINDI offers different settings that provide
increased storgge capacity, but reduced voice quality. In
other words, the best voice quality results in the lowest
stoTage capacity on the system. Conversely, a lower voice
quality provides increased STOroge capaciry.

You might want to change your system’s setting to provide mone storage
capacity or better voice quality than is currendy set. You can perform this
change at any dme through the telephone. Because all messages am played
back at the setting &t which they were recorded, only messages recorded after
the change reflect the improved performance.
To modify the storage capacity setting:

1. Open the Sysiem Manager's mailbox.

2, Press [3] to use the Company Information menu.

3, Press [4] to set the system storage capacity.
CINDI responds by asking you to select the system storage capacity:

5.8 CINDI & Il System Manager's Guide



System Storage Capacity Company Information: Kay [3]

Far morilm Slorape capacisy, press 1],
For extended capacity, preass [E].

Far pormal capacity. press (3],

For best voice qualicy, press [2).

The 1able below indicates the number of hours of storage provided with cach
sroTage capacity sating.

_ Swge | Slorge | Quatty
e Y S R L R R e
1.8 _ 1.5 1.4
44 4.0 35
8.8 7.6 6.7
18.1 l 15.6 = 13.8

After you select one of the four system storage capacity settings, CINDI
acknowledges your entry:

am Sel for RLEREm Crpasiy.

or § am ser for extended copacity.
Or [ am sei for rormal capacify.
OF Fom sed for besl volce qualily,

CINDI then returns you to the Company Information menu.
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Standard Message Retention

5.5 Standard Message Retention

Because the use of your system's storage capacity is important to conrrol,
CINDI does not simply leave messages on the system indefinitely. During
housekesping operatians at night, CINDI loaks at the number of days each
message has been on the sysiem, CINDI delees those which have be¢en on
longer than the allowed amount of time. You must specify how long each
Boxholder is allowed to keep messages.

CINDI allows you to program a standard message reention time, This
parameter, which can be ser berween 1 and 7 days, iz set for 5 davs at the
factory and is initdalized for vour organization when CINDI is inswalled. Irs
current value should be recorded in the Technical Initialization Workshes.

The: standard message retention tme is used in two ways:

L. When you are adding new mailboxes. this valye, referred o by
CINDI as "Your Company’s Standard,” acts a5 default value, Tt
can be assigned to individual mailboxes by either entering [0] or
by not entering any value at all. You can assign the mailbox a dif-
ferent retention time (1-30 days) if you believe the Boxholder re-
quires it. '

2. When the standard message retenton time 5 changed, CINDI up-
dates all those mailboxes thar currently. have the former standard
value to the new standard message retention time. Updating oc-
curs during housekeeping functions thar night. Only messages
depaosited in the mailboxes after CTNDI's update process reflect
the new refention time.

To change the standard MEESAZE refenuon Hme:
L. Open the System Manager’s Mailbox.
2, Press [3) 1o use the Company Informarion meny.
3. Press [3] w change the standard MmEssage relention time,

CINDI responds by asking you to provide the new standard MESSagEe reten-
uen tme:

Encer the number af days to keep Mo ELAgEs,

When you have entered the value, CINDI acknowledges the new standard:

The redention ime i3 1ot 1o {standard),

CINDI then retums you to the Company Information meny,

L3
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5.6 Call Transfers to the Attendant

On those lines whees call wansfers are allowed, CINDI prompts callers o
press [0] to speak 1o someone. If 4 caller presses [0], CINDI requests the
extension number to which the call should be transferred. When CIND1 15 1n
Dayline mode, callers can reach the attendant by pressing [0] again -- as
CINDI states,

You might, however, not always want the attendant’s extension to actually
he [0]. Perhaps your attendant also serves as receptionist, and you want to
distribute the work load more evenly. Or, you might be using CINDI for a
special application within your organizadon with which the PEX attendant
is not familiar.

Accordingly, when a caller presses [0] 10 be transferred to the attendant,
CINDI processes the caller’s request by wansterring the call w the extension

you specify.
In addition, some telephone sysiems have a special access code to mransfer
callers to the attendant. CINDI allows you to program a call wansfer

sequence of up to four digits for attendant access. It follows the hooktlash
and precedes the extension number during the mansfer.

You are able o modify the anendant’s extension and transfer sequence, both
first defined during technical initialization. You might nesd to change these
from time to time to allow for vacations or work schedules,
To change information regarding ransfers o the attendant:

1. Open the System Manager’s Mailbox,

2. Press [3] w use the Company Information menu.

3. Press [6] to define how the atendant is reached.
CINDI then prompis:

For tke day arterdans, press [T].
Far che aiphe attendant, press (&)

When vou press the key of your choics, CINDI responds by stating the
current method for ransferring calls to the attendant and asking if you want
to modify it

The fday night) atrendant (5 row reached by dialtng: digies).
T ehange thls informacion, press 1),
Tao exir, gress [2).
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If you press [9]. CINDI returns you to the Company Information menu
without making modifications.

If you press [1], CINDI requests:
Enter 1fee exdension,
Enter the extension that shouvld receive calls that are mansferred 1o the

attendant. Up to four digies, using kevys [0] throwgh [9), can be entered for
the extension.

Afterthe extension code is specified, CINDI verifies how calls are mansferred
1o the amendoan:

The {dawnight) astendan! s new réaehed by diading - {digits).
CINDI then returns you 1o the Company Informaton menu.

If you need to change the anendan: mansfer sequence, do this via the SETUP
Utility which is fully discussed in the Techrical Reference Manual, Tnstal-
lation Guide chapter titled Techmical fritialization
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5.7 Defining VoicePath Parameters (VoicePath feature only)

Use this option to define the on-line programmable VaoicePath parameters if
vour CINDI is equipped with the VeicePath featurs option.

To define these parameters:

» Press [7] when presented the Company Information secondary
menu. You will hear:

To sl the day anendant' & sereening level, press [1).
To ser the night aitendant’ s scraening fevel, press (1)
To ser the pormel soreening (w2l press (3]

To 2xit, presy (97

Derailed descriptions of these menu options are found below.

5.7.1 Day Attendant Screening Level

As System Manager, vou determine whether or not the calls directed to the
VoicePath day attendant are screened.

Primarily, this screening function requires that gach call be accepted by
pressing [1] orrejectad by pressing [9]. The atendant accepts incoming calls
from WoicePath by pressing [1]. If the [9] key is pressed, WoicePath will
inform the caller thar the attendant is unavailable, and may offer to take a
message in the general delivery mailbox when extemal voice mail is in-
stalled.

Before authorizing screening 1o the astendant, you must also consider the
following:

= The probability of the atendant’s line being busy.

*  The coverage at the selecied anendant station,

*  The desired average call rime for the site.

While the attendant may handle your company s calls more effectively with
call sersening, screencd calls inerease call handling time (by both VoicePath
and the attendant) by approximately 30 seconds per call.

The artendant day call screening parameter is set at the factory to none, This
means that calls are ransferred immediately to the atendant.

To change the day arrendant’s screening level:
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5.7.2

1. Open the Sysiem Manager's mailbox.

2, Press [3] to use the Company Information menu.

3. Press [7] wo define the VoicePath parameters.

4. Press[1] wo set the day anendant’s screening level.
VaicePath responds by presenting the current attendant sereeming level and
giving you a list of options:

Amerdanr gally arg row beleg! rrangerred inumediately [or soreened),

To change this informution, préss (11,
T exie, press [S9)

If you press [1] wo change the day amendant's screening level, VoicePath
simply inserts the other valid sening. VeoicePath toggles between the two
valid settings (screened and transferred immediately) when you change this
DATATTRIET.

Night Attendant Screening Level

You can also set the screening level for the night anendant. The attendant
night call screening parameter is set at the factory to none. This means thar
calls are transferred immediately o the atrendant.
To change the night anendant's sereening level:

1, Open the System Manager's mailbox.

2, Press [3] to use the Company Information menu.

3. Press [7] to define the VoicePath parameters.

4. Press [2] to set the night attendant’s screening level,
VoicePath responds by presenting the current attendant screening level and
giving you a list of opdons:

Atrendart calls are pow being: ranglerved immediawely (or screened).

To change dhiz Infarmaiion, press (1],
To exir, press [9).

If you press [1] to change the night atendant’s screening level, VoicePath
simply inserts the other valid setting. VoicePath toggles between the owo
valid sertings (s¢reened and wansferred immediately) when you changs this
parameler.
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5.7.3 Mormal Screening Level

The parameter setting conmols whether non-Boxholders and Boxholders
without the call screening authorization are allowed to sereen calls coming
1o them from the VoicePath system. Although you may find it desirable
allow these individuals 1o screen calls, sach screened call requires additional
call handling time. This parameter is set 1o none at the fectory. This means
that calls directed © non-authorized Boxholders and non-Boxholders via a
VoicePath attended line are transferred to the appropriate extension imme-
diately.

To change the normal screening level:

1. Open the System Manager's mailbox,

k-J

Press [3] o use the Company Information men.
3. Press [7] to define the VoicePath parameters.
4, Press [3] wo set the normal screening level,
VoicePath responds by presenting the current normal scresning level and

giving you a list of options:

Normal calis are aow being: irargferred immediadely (or Jersensd).
To change this informarion, press [T,
T exit, press [9),

If you press [1] to change this parameter, VoicePath inserts the other valid
setting. VeicePath toggles between these two settngs (sereened and mans-
ferred immediately) whien you change this paramerer.
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Mailbox Directory: Key [4]

Adding mailboxes, deleting mailboxes, and changing Boxholder authoriza-
tions are all accomplished through the Mailbox Directory menu.

To uge the Mailbox Directory menu:

» Press [4] when presented the System Manager's main menu.

CINDI then presents the Mailbox Dirsctory menu 1o you:

To add a mailbox, press [I].

T modify aa sxizring box, press [2].
To resel a password, press (3],

T list all mailbores, présy /4],

To delere a maithor, press [5].

T exir, press [2).

CINDI | & Il System Manager's Guide B-1



Mailbox Directory: Key [4] Adding a Mailbox

6.1 Adding a Mailbox

Whether you are creating the first mailbox list for CINDI or adding mailboxes
later, vou follow the same procedures, To make adding mailboxes even
easier and to keep an accurate record of the cumment mailboxes, it is recom-
mended that you complete the Mailbox Directory Worksheet before vou call
CINDI 1o add the mailbox{es).

Please note that all mailboxes that you add o the mailbox directory are
automatically assigned the default message retrieval order (LIFO or FIFO)
specified during technical initialization. If desired, Boxholders can set their
own message retrieval order via the System User's personalize mailbox
function.
To add a mailbox:

1. Open the System Manager's mailbox.

2. Press [4] w use the Mailbox Directory menu.

3. Press[1] to add a mailbozx,
CINDI then asks for all of the information necessary 10 add a mailbox to the
System:

6.1.1  Mailbox Number

:;1; first information CINDI requires is the number of the mailhox to be
ed:

Enter the rew muailbox number.

If the mailbox number ¥ou enter is reserved

or alread 3
Boxholder, CINDI notifies you: Y assigned to a

Mailbor already azsipned.
Four last reguest was nar perfarmed.

CINDI then reums ¥ou to the Mailbox Directory menu.
61.2  Boxholder's Name

Onee you have provided the .
name of the Boxholder. new mailbox number, CINDI asks you for the

Who is this mailber for? {Beep)
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Say the name of the Boxholder. Press any key to stop the recording. CINDI
automatically continues afer a few seconds if you do not press a key.

If your CINDI is equipped with VoicePath or Voice Advisor, you may find
it useful to differcatiate between the three types of mailboxes available
(srandard voice mail, VoicePath or advisory mailbox) by recording the
mailbox type along with the Boxholder’s name.

6.1.3 Mailbox Type (VoicePath or Voice Advisor optional feature)
If your system is equipped with VoicePath or the Voice Advisor oprional
feature, you nesd 1o specify which type of mailbox you are adding: 2 standard
voice mailbox, a VoicePath mailbox or an advisory mailbox.

When VoeicePath is installed, CINDI prompts:

Fregs [ thas 15 a voice mailbox.
Frazz [2] i 2 ValceParh maiibox.

When Voice Advisor is installed, or when both Voice Advisor and VoicePath
are installed, CINDI prompts:

Pregs [ ohis s @ veice mailbox.
Press [21 0 a VaicePatk mailbax,
Press [31 i an adwsory maiibox,

The remaining information that you enter for the new mailbox varies,
depending wpon the mailbox type you specify.

6.1.4 Maximum Message Length

CINDI then asks for the Boxholder's maximum message length, which can
be set to a maximum of 13 minutes:

Enser the mertage leagih ia pinsees. Press [0 for a 30-second limidi.

Use two digits w specify the number of minutes. For example, a five-minute
maximum message length would be entered as [05]. If you want 1o assign &
30-second maximurmn, it i5 fastest if you enter [00].

If you have the Voice Advisor feamre and are adding an advisory mailbox,
the maximum messags length applies 10 announcements. Each an-
nouncemant that a Boxholder records for the advisory mailbox can be as long
as the maximum specified here,
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6.1.5 Message Retention Time
CINDT continees by asking for the Boxholder's message retention dme,
which can be set to 2 maximum of 30 days. If you are adding an advisory
mailbox, CINDI asks for the announcement retention tme instead.

For standard voice mailboxes vou hear

Enter the aumber of days ro keep messages. Press [0 wo regel do your
campany' s siardard.

If vou are adding an advisory mailbox, vou hear:

Erier the mudmien dandeacemend refention dme.  For permanent
redeniion, precs (997

Use two digits 1o specify the number of days. For example, a five-day
retenton would be entered as [03]. If you want w0 assign your company's
standard (which is sct between 1 and 7 days), it is fastest if you enter [00].

The Yoice Advisor feature gives the advisory mailbox owner the abilicy 1o
set the retention for the mailbox. The retention time that the owner selects,
however, cannot exceed the maximum tme you spacify hers.

For system storage considerations, assign permanent reétention o advisory
mailboxes selectively, Unless the owner sets a shorter retention time, all
dnnouncements recorded in the advisory mailbox will be retzined by the
systern undl the owner deletes them,

6.1.6  Assigned Line Group
CINDI next asks you to specify the line group ro be assigned to the mailbox:

Please enter ihe line proup number,

L"“. Gmups, numbered 1-8 and defined during technical initalizacon
IS]:ll:l::If_'r which lines can be uzed to place an ourgoing call (Message Fo :u-d1
g or Call Placement). You must assign each new mailbox a line oy
even if the mailbox will not be autherized to use CINDI's oudialin 'FEEEI .
CINDI does not allow ¥ou 1o assign an undefined line group o mf mal:]'.:-?xs -

Please note that CINDI dges not prompt for a lips

an advisory mailbox, group if you are adding
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£.1.7 Mailbox Authorizations

The next step in adding a mailbox 1o the system is specifying the authoriza-
tions to be given to the Boxholder. The system automarically authorizes an
advisory mailbox for personal greetngs. None of the other authorizations
presented below apply and will not be requested.

§.1.8  Authorizations for Yoice Mailboxes
You will receive the prompts displayed below if you are adding a standard
volce mailbox:

Press [1] if alfowed message forwarding.
Press [8] & noi.

Press 1) if allpwed ooll placements.
Press (8] 0 now.

Fress (1) aliowed guedl aoCouRIE.
Pregs [81 i not.

Press 1] if allowed personad preetings.
Press 18] & noe.

Press (1) If allowed groyp messaging.
Fragg [B] T ot

Press [1] if allowed persoral ufer menus,
Press 18] IF noi.

*Press (1) if allowed to change the call screening level.
Fregs (8] 0F not.

* Call screening is available only on CINDI systems equipped with Voice-
Path optional sofrware.

After each prompt, press [1) to authorize the Boxholder for the listed feature.
Press [8] to not authorize the feamre.,

5.1.0 Message Waiting Notification (MWI feature only)

If your system is cquipped with the Message Waiting Indication (MWT)
Feature option, the final question you are asked when adding a voice mailbox
is to specify the extension for the message waiting indicaror feature:

Erter the extension for message notification.

If you do not want the Boxholder to use message notification, enter zeTo,
Otherwise, enter the appropriate extension for the mailbox.
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Immediately after you enter the exension, CINDI relays the extension back
10 you,

If your system is equipped with one of the serial integrations, you enter the
exlension for message waiting via the system utilites. Refer o the Sysrem
Utiliries Chapter in the Technical Reference Manugl for information.

6.1.10 Acknowledgement

When the Boxholder's authorizations have all been specified, CINIM ac-
knowledges the addition of the new mailbox:

Mailbox: (mailbor member),
Added for! (Bozholder s nama),

CINDI then returns you to the Mailbox Directory menu,
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6.2 Modifying a Mailbox

There are fimes when you might need to modify parameters you have defined
for a mailbox. A Boxholder might require a longer message retention tme
while on vacarion or on a business wip, 2 matlbox might be assigned (o 2 new
Boxholder, or the lines directed inte CINDI might change (Tequiring re-us-
signement of line groups)

For whatever reasan, you can change a mailbox’s parameters through the
Mailbox Directory menu.

To modify a mailbox's parameters:
1. Open the Systern Manager's mailbox.
2. Press [4] to use the Mailbox Directory menu.
3. Press [2] w modify @ mailbox.
CINDI then presents the commands available to modify a mailbox:

To record the name for g mailbox, press [1],

Ta reviews a maillbox' © auihorizations, press 121,

To change if5 message retention lme, press (3],

To change irs maximum meszage lengih, press (7]

To assign ling groups, pregs (3]

*To change i message wailing rotficatisn number, press [,
To exit, presi [9].

* You can change message waiting notification via the System Manager's
mailbox only on CINDI systems equipped with the MWI feature.

Each of these commands is discussed in detail below.

6.21 Recording the Name
Sometimes circumstances require that a mailbox be assigned o a differsnt

Boxholder. It is often easier to simply re-record the name for the mailbox
than it is o delete the mailbox and add it back on 1o the system. This
Preserves messages. '
To record the name for a mailbox:

1. Open the Systern Manager's mailbox.

2. Press [4] o use the Mailbox Directory menu.
3, Press [2] o modify a mailbox,
4

Press [1] wo change the name for a mailbox.
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CINDI responds by asking for the mailbox number:
Enter the mailbox number,

If the number you enter is not an existing mailbox, CINDI informs __',rc-u ﬂ.m:l
retums you to the Mailbox Directory menu (not the mailbox medification

TV ALY,

When a valid mailbox number is entered, CINDI presents the current name
and gives vou a list of options:

Trag mailbor is for: {Boxholder' s Rame)
or ! Mg namee i5 recorded.

Toresrecord, gresa 1],

To review the current recording, press [2],
To delere the recarding, press (8],

T exit with the current recording, press [9],

If you press [1] o record 2 new name, CTNDI asks you o read it alond:
Whe iz this mailbox for? (Beep)

Say the name of the Boxholder (vou have approximately four seconds of

recording tme available). When you finish, stop the recording by pressing

any key. CINDI then acknowledges the new Boxholder's name:

Thiz mailbox ir for: (Boxholder's nome).

CINDI then returns you to the Mailbox Directory menu (not the mailbox
modification meny),

If you press [8] when presented the list of options, CIND] informs you that
there no longer is & Boxholder name:

No name is recorded

CINDI then returns vou to the Mailbox Directory menu (not the mailbox
modification menu),

E.2.2 Reviewing the Authorizations

Toreview or change a Boxholder's authorizations:
1. Open the System Manager's mailbox.
2. Press [4] to use the Mailbox Directory menu.
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3. Press [2] o modify a mailbox.
4, Press [2] to review a mailbox's authorzanons,

CINDI responds by asking for the mailbox number:
Enter the mailbox nuwmbar.

If the number you enter is not an existing mailbox, CINDI infomms you and
returns you to the Mailbox Dirsctory menu (not the mailbox modification
menu}.

When a valid mailbox number is entered, CINDI reviews the current
authorizations and asks if you want to modify them:

{Borholder’ 5 revmea). .

i5 cwrrenidy auckorized fo wie:

Message Forwarding (if authorized)
Call Placements {if awthorized)
(PR ACCOLALS {if aurhorized)
Personal Greetings (i awshorized)
Group Messaging (i awthorized)
Personal User Merus (i aurhorized)
Call Sereening (if autkorized)

A5 mor aethorized do use ¢xrerded funcions.
To change this awthorizacion, press (1],
To exit, press (21,

Notes: An advisory mailbox will enly be authorized for personal greetings.

Call screening is available only on CINDI systems equipped with VoicePath
optional software,

If vou press [9], the authorizations remain unchanged. CINDI returns you
w0 the Mailbox Dirsctory {not the mailbox modification} menu.

If you press [1], CINDI asks you to re-assign authorizations:

Presy (1] If allowed message forwarding,
Press (8] i not

FPress [1] i allowed coll placemenis.
Frecs [BTif mor,
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Press (1] iF allowed greest accouniy,
Press 18] if ner.

FPrese 1] I allowed personal greetings.
Prece FE] o naw.

FPrezy (1] i aliowed prorp messaging.
Press (8] i aot,

Frees (1] allowed peroonal uier menus,
FProgs [8]if mot,

*Frexs [1] i allowed to change the call screening level.
Fregs [B]if rot.

* Call screening is available only on CINDI systems equipped with Voice-
Path optional software,

After each prompt, press [1] if the Boxholder is authorized to use the listed
feature, press [8] if not. When you have provided these inputs, CINDI
reviews the feamres you just authorized;

{Boxholder s mama).,

A5 curreaiy authorized o use:

Message Forwarding (if aurhorized)
Call Placemenis (i authorized)
CFUEET ACColnls [ authorized)
Fersonal Greetngs  (if authorized)
Croup Messaging (I authorized)
Fersonal Uzer Menu (if authorized)
Call Sereening {1 aurhorized)

fr:
A3 Hot authorized 1 ure avtended funcrions.

CINDI then returns ¥ou to the Mailbox D .
modification menu), TCCoTY menu (not the mailbox

6.23 Changing the Message Retention Time
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You can modify a Boxholder's message retention period any ime. However,
only messages deposited in the mailbox after the change reflect the new
message retention value.,
To change the message retention Hme:

1. Open the System Manager's mailbox.

2. Pross [4] o use the Mailbox Directory menu.

3. Press [2] wo modify a mailbox.

4, Press [3] wochange & mailbox's message retention time,

CINDI responds by asking for the mailbox number:
Erter the maiibor nuimber,

If the number you enter is not an existing mailbox, CINDI informs you and
retums you 1o the Mailbox Directory (not the mailbox modification) menu.

When a valid mailbox number is entered, CINDI presents the Boxholder’s
name, reviews the current retention value, and asks if you want 1o miodify it

This musilbax iz for: (Boxholder’ s rame ).
The relention lime (3 12t to: (8 of days).

To condinue, press 1],
To cancel your request, press [8].

If you press [8], the retention time remains unchanged. CINDI remurns you
1o the Mailbox Dirsctory (not the mailbox modification) menu.

Tf you press [1], and if the mailbox is a standard voice mailbox, CINDI asks
for the new retendon dme, which can have 2 maximum of 20 days:

Enter the nunber of days o keep meisages. Press [0 & resel 1o your
company' § standard.

Tf you press [1] and if the mailbox is an advisory mailbox, CINDI asks for
the new retention ime for announcements &s follows:

Enter the number qf days o keep meftages. Press [0 o resel Io your
campany' s stendard. For infnite recentéon, erter (597,

Use two digits to specify the number of days. For example, a five-day
retention would be entered as [05]. If you want 1o assign your company's
standard (which is set between | and 7 days), it is fastest if you enter [00].
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After you have entered the value, CINDI verifies the new message retention
fime:

The receacion dme &5 sef to- (¥ of days).

CINDI then returns you to the Mailbox Dirsctory menu {not the mailbox
modificanon meni).

E.2.4 Changing the Maximum Message Length

somelimes the maximum message length assigned 1o a Boxholder should be
changed. Perhaps you have increased the storage capacity of the system, and
you are now able 10 provide the maximum message length that would have
been appropriate originally.
To change a Boxholder's maximum message length:

1. Open the System Manager's mailbox.

2. Press [4] o use the Mailbox Directory menuy.

3. Press [2] to modify a mailbox.

4. Press [4] o change 2 mailbox's maximum message length.
CINDI responds by asking for the mailbox number:

Erter iRe mailbor nurber,

If the number you enter is not an existing mailbox, CINDI informs you and
returns you tw the Mailbox Directory (not the mailbox modificaton) menu.

When a valid mailbox number is entered, CINDI reviews the Boxholder's

name and current maximum message len sth, and asks if you want to modify
the setting; )

This mailbox is far: (Boxhoider s Rame),
The magimam message lergth is: (¥ of minutes),
for 3 seconds).

To continue, press fiy
To cance! your reguest, proge (8],

If you press [8], CINDI re
mailbox modification
changed.

wms you o the Mailbox Directory meny (not the
menut. The maximum message length remaing yp-
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If you press [1], CINDI asks for the now maximum message length, which
can have a maximum of 15 minutes:

Encer the message lengih in minues. Press (O] fora Agecand fimit,

Use two digits to specify the number of minutes. Forexample, a five-minute
maximuem messags length would be entered as [U3]. [f you want to assign a
A0-second maximuen, it is fastest if you enter [00].

Afrer you have entered the value, CINDI verifies the new maximum message
length:

The masimu messoges leagok i (F of minaies)
far 30 seconds).

CINDI then returns you o the Mailbox Directory menu (not the mailbox
modificadon menu).

6.2.5 Changing the Line Group

You might need o change a Boxholder's assigned line group for many
reasons, including line waffic constraints and changing Boxholder needs.
To change the line group:

1. Open the System Manager's mailbox.

2, Press [4] wo use the Mailbox Directory menu.

3, Press [2] to modify 2 mailbox.

4. Press [3] o change a mailbox's assigned line group.
CINDI responds by asking for the mailbox numbser:

Enter the mailbon nurber.

If the number you enter is not an existing mailbox, CINDI informs you and
returmns you to the Mailbox Directery menu (not the mailbox modification
).

When a valid mailbox number is entered, CINDI presents the Boxholder’s
name and asks for the new line group number:

This maibaz it for: (Boxhoider' s namee).
Please enter the ling Froun aRmoer,
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Enter the assigned ling group (1 through ). CINDI does not allow you (o
assign an undefined line group to the mailbox.

After you have entered 3 valid number, CINDT verifies the new line group:
Groug: [lina proag nwnbar),

. CINDI then returns you to the Mailbox Directory menu (not the mailbox
medification menu).

6.2.6 Changing the Message Waiting MNotification Number (MW feature only)
If your CINDI is equipped with MWT you can change the message waiting
notification number for a mailbox. This number is the extension assigned o
the mailbox for the Message Waiting feature, It also authorizes the mailbox
for this feature,

If you are using a serial integration with your CINDI system, vou cannot
change the message waiting notification number,
Ta change the message waiting indicator number:

1. Open the Systerm Manager’s mailbox.

2. Press [4] 1w use the Mailbox Directory menuw.

3. Press [2] o modify a mailbox,

4. Press [6] to change the message notification number,

CINDI responds by prompting you (o

Entar the maiibox number,

If you do not enter a valid mailbox number, CIND _
[returns you to th
directory menu (not the mailbox modification menu). & ¢ mailbox

When you enter a valid mailbox
number, CINDI .
ton number as follows: presents the current notifica-

The mestage notification numper ;

152 {currens numbe
Ta change this information eegs (1] "
o exit, press T

It you press [9], YOu return

t i :
modification meny), " Fhe Mailbox directory meny {not the mailbox

If you press [1], CIvD] promprs;
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Enter the extension far meéssage notificarion.

Enwer the appropriate extension for message notfication. Ifyou do not want
the Boxholder 1o use the message waiting fearure, enter zero for the exten-
siomn.

After you enter the sxtension, CINDI presents the new notification number
then returns vou o the Mailbox Directory Menu (not the mailbox modifica-
tion menu).

You may want [0 note that message waiting numbers can also be changed
off-line, through the SETUP Command Menu. Refer to the Technical In-
itialization chapter in the fnsiallation Guide of the Technical Reference
Martead for more information,
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6.3 Resetting a Password

As System Manager, you are able to reset the password for any mailbox on
the system. This is helpful when Boxholders forget the password they had
selected for their mailboxes.

Because the System Manager's mailbox has the capability o reset the
password for any mailbox, you should be extremely cautious with the S VSIEm
Manager’s password, If vou suspect that securiry has been breached, change
the System Manager's password immediagaly. .
To reset the password for a mailbox:

1. Open the System Manager’s mailbox,

2. Press [4] to use the Mailbox Directory menu,

3. Press [3] to reset a mailbox's password.
CINDI responds with;

Ender the mailbor number.

If you do not enter & valid mailbox number after this prompt, CINDI remrns
you 1o the Mailbox Directory menu.

When & valid mailbox number i enterzd, CINDI presents the name of the
Boxholder and asks you to verify that this is the correct mailbox:

Thiz mailbox Is for: iBoxholder's RamiE],
To conlinne, press (1],
Yo cancel your request, press (8],

If you press (8], the password is not reser and CINDI returns you to the
Mailbox Directory men,

If you press [1], CINDI resets the mailbox's password o [0):
The pasnword is: (0]

CINDI then retumns you 1o the Mailbox Directory menu.
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6.4 Listing the Mailboxes

On occasion, you might need CINDI to list every mailbox and the name of
the Boxholder assigned to each one. This listing is presented in the order the
information appears in the Mailbox Directory (see Report 3), beginning with
the Systern Operator and System Manager. For systems with a large number
of mailboxes, this listing can take a great deal of tme (approximately 3-7
seconds per mailbox).

To listen to a verbal listing of the Mailbox Directory:

1. Open the System Manager's mailbox,

k-

Press [4] to use the Mailbox Directory menu.
3. Press [4] to list the mailboxes,

CINDI immediately begins to list the number and Boxholder's name for all
mailboxes on the system.

After all mailboxes are listed, CINDI rerems you to the Mailbox Directory
e,

If you want to cancel the listing, press any key on the telephone keypad. The
key you press is interpreted by CINDI as a command 10 the Mailbox
Directory menu. To avoid confusion, press [9] to terminate the listing; this
will rerumn you to the System Manager's main menu.
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6.5 Deleting a Mailbox

As System Manager, vou occasicnully need o delete a mailbox from the
SYstem.

Caution should be exercised when deleting a mailbox. Once a mailbox is
deleted, all information regarding the mailbox is removed from the system.
Messages which were in only the deleted mailbox are also removed.,

To delete 4 mailbox;
L. Open the System Manager's mailbox,
2. Press [4] o use the Mailbox Directory menu,
3. Press [8] wo delere 2 mailbox.

CINDI responds with:

Enter the mailhox number (o be deleied

If you do not enter a mailbox number after this prompt, CINDI returns you
o the Mailbox Direcrory men.

When a valid mailbox number is entered, CINDI presents the name of the
Boxholder and asks vou to verify that this is the commest mailbax:

P deleting the milbox for! (Bogholder' s nare k,
To condnue, press (1),
To cancel your reguest, press f&5

If you press [8], the mailbox is left on the system, and CINDI returns you to
the Mailbox Direcrory menu.

If vou press [1], CINDI acknowledges the deletion:
Maitbox (mailbor number) defeted.

CINTDM then returns you o the Mailbox Directory meni.
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CINDI has s battery-backed clock that maintzins the current time and date
for voice mail operations. You can, however, reset CINDT's ame and date if
the need arises. For example, you will want to change the time and date due
to the ransiton berween Standard Time and Daylight Savings Time.

To change the time and date,
» Press [5] when presented the System Manager's main meni.

CINDI then presents the current setting to you and asks you for the correct
Hme:

The fimne £F; (current dbme ).
Ener the ime,

Enter the correct ime, using four digits, Forexample, 3:45 would be entered
as [0345]. After you have entered the time, CINDI asks whether itis AM or
PM:

I vhis iimee Is in the AM, press Ji].
For PM, press [5].
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CINDI acknowledges the dme you just entered, presents the current setting
for the date, and esks you 1o provide the correct month:

The time §50 (cwrerenr time),
fourrent gare).
Enter the month, [1] through [12].

Use two digits o enter the month, For example, January would be [01].
CINDI then asks for the correct date:

Erter the date.

Enter the day of the month, again using wo digits. CINDI then acknowledzes
the month and day you just eatered and returns you to the System Manager's
main menu,
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CINDI allows vou to create a System Bulletin to be praseated to all Box-
holders. When recorded, Boxholders hear the Sysiem Bulletin when they
enter the Message Receiving fearure.

To record or change the System Bullenn:

» Press [6] when presentad the Syswem Manager’s main menu.

If one is not currently recarded, CINDI responds by asking you to record the
System Bulletin.
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8.1 Deleting the Current Bulletin

[f there already is a System Bulletin, CINDI responds by asking if the current
bulletin should be cancled:

FPress [T] 1o save ke currerr bullenn.
Fress M o delete i

If you press [1], CINDI returns you to the Svstem Manager”s main menu.

If you press [8], CINDI acknowledges the daletion of the current bulletin and
gives you the choice of recording a new bulletin or retumning o the main
menu;

Currend bullerin delpied,

To record a new balletin, press [1].
Ta axit, pragg [9],

It you press [9], CINDI retumns you to the Systern Manager's main menu,




Recording a Mew Bullatin Systern Bulletin: Key [&]

8.2 Recording a New Bulletin

When you request 1o record 4 System Bulleon, CINDI enters the Message
Recording feamre with the prompt

Al the tone, please read me the bulledin, [(Beep)

After you have accepted the recorded bulletin, CINDI asks how long you
want it 1 remain on the sysiem:

Ender the numtber of days ro keep thiz badlecin.

You can have the bulletin rerzined for @ maximom of 14 days. If you do not
specify the number of days, CINDI assigns 2 one-day retention tme.

When the number of days is determined, CINDI returns you (o the System
Manager's main menu.
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¥ ou can request printed statistical reports either by telephone or by keyboard
input through Port 2. CINDI directs the statistical report output 1o the
R3-232C Port 2.

Pressing the [7] key allows you w© generate the following reports:

Report Number Report Name
1 General System Configuration
2 Telephone Line Interface Configuration
3 Mailbox Listng
4 Subscriber Mailbox Configuration
5 Subscriber Mailbox Actvity
& Systern Activity Summary
7 Hourly Activity
] Port Activity by Category

An example of each report and detailed descriptions of the information on
each report can be found in the chapter, System Manager Terminal Functions.
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Ragquasting Printed Reports via Telephons

9.1 Requesting Printed Reports via Telephone

9.1.1

9.1.2

To request the statstical reports by telephone command:
» Press [7] when presented the Sysiem Manager™s main menu,

CINDI responds by asking you for the report number you want:

To print a stadgrical report, enter the report number, one through eighe,
Fress (9] to exir,

Before some reports are printed, CINDI requests addidonal information from
you after you request a specific report number. These requesis are discussed
in the following sections.

The pén that you use to call into the system to run the reports will be unable
to service further calls or commands until all reports are printed. Becaue of
this we recommend that you use the last port in the voice mail hunt ETOUD to
run these reports to minimize the possiblity of having an unserviced all,

Report 1 - General System Configuration Report

This report lists the system configuration settings for your CINDI systern.
You can request this report by telephone by pressing [1] from the Sratistcs
Meanu,

CINDI requires no additional information from you when the printing of this
report is initiated through the elephone,

Report 2 - Telephone Line Interface Configuration

_This report provides information on the call trangfer sequences CINDI uges
in performing call processing operations. Yoy can request this report by
telephone by pressing [2] from the Statistics Menu.

EL‘Q'DI ra-qmrc:s 0o additonal information from you when the printing of this
Teport 15 initiated through the telephone,

813 Report 3 - Mailbox Listing

This report displays a currest list of mailboxes, You can '
. . uest this re
by telephone by pressing [3] from the Statistics MEnL, - oo

is initi m ¥ou when the pring ;
Feport 18 initiated through the telephone. printng of this
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9.1.4 Report 4 - Subscriber Mailbox Configuration Report
This report provides information on & mailbox 's configuration, including call
handling setting and authorizations, You can request this report by telephone
by pressing (4] from the Statistics menu, CINDI continues:

To prine this report for 3 specific mailbox, press [1],
To print it for @ range of mailbozes, press (2],
Tor exii, press [9],

Tf you press [1] 1o request the repor for 2 specific mailbax, CINDI asks for
the mailbox number:

FErter the maiibor number,

If vou press [2] to request the report over a range of mailboxes, CINDI asks
vou to define that range:

Enter the lowest mailboz rimber to be reporied,

If you want to generate a report for all mailboxes, it 1s often easiest to enter
[0] here. The number entered does not have w be the number of an exisdng
mailbox; vou are only defining the lower limit of the range.

-

Enter the greatest mailbox number.

Tf you want to generate a report for all mailboxes, it is often casiest to enter
[99], (9991, or [9999] here. The number entered does not have 1o b the
number of an existing mailbox; you are only defining the upper Limit of the
range.

CINDI then begins the output of the report. If you requested the TCport over
a range of mailboxes, the muilboxes are reported in the order they appear in
the Mailbox Directory.

9.1.5 Report5- Subscriber Mailbox Activity Report

This report provides information regarding the usage of o mailbox by the
Boxholder.

If you initiate printing of this report through the telephone by pressing 5]
from the Staristies meny, CINDI continues;

To print this report for & specific mailbox, press [1],
To print it for a range of mallboxes, press [2].
To exi, press (9],
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Regquesting Printed Repons via Telephone

9.1.6

If you press [1] to request the report for a specific mailbox, CINDI asks for
the mailbox number:

Enter the mailbar number,

If you press [2] o request the report over a range of mailboxes, CINDI asks
you to define that range:

Enser the lowest mailbor rumber 1o be reporred,

If you want to generate a report for all mailboxes, it is often easiest 1w enter
[0] here. The number entered does not have 1o be the number of an existing
mailbox; you are only defining the lower limit of the range.

Enter the greatest mailbox rumber.,

If you want to generate a report for all mailboxes, it is often easiest 1o snter
[95]. [999], or [9999] here. The number entered does not have to be the
number of an existing mailbox; you are only defining the upper limit of the
range.

CINDI continues:

To continue aecumulating the counts, press [1].
T elear the counts, press [8),

All of the information in the report following the "Cleared" date can be reset
b zero at your request. This is useful if you EEncTate reports at regular
intervals -- weekly, monthly, ete. -- and need to compare usage information.
If you are generating an interim Teport, you probably want to continue the
accumulation of the counes. -

Report & - System Activity Summary Report

This re i
POrt provides a Summary of system activity, including system digk

USHAEE, incoming eql] ¢ :
DUnt, connect t 3 _
management functions, e attendant information, ang call
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If you initiate printing of this repert through the telephone by pressing [6]
from the Statstics menu, CINDI continues:

To continye accumulaiag the counts, press [1],
Ta clear the counts, prece (8],

All of the information in the report following the "Cleared” date can be reset
to zero at your request. This is useful if you generatc reports at regular
intervals — weekly, monthly, etc. -- and need 10 COMpArs Usage information.
If you are generating an interim Ieport, you probably want to continue the
accumulaton of the counts.

Press [1] and the systerm activity statistics will continue 1o accurnulare, Press
[8] and the syswem activity statistics will be reset 1o 2ero. If you do not
respond to the prompt, CINDT assumes you want to continge accumulating
the counts.

9.1.7 Report 7 - Hourly Activity Report

This report provides information on incoming calls, call transfars, and
Phonehook access for cach hour the sysiem is in use.

If you initiate printing of this report through the telephone by pressing [7]
from the Statstes menu, CINDI continues:

To continue gocumulong the counts, press [1].
T clear the counts, press (8]

All of the information in the repont following the "Cleared” date can be reset
to zero at your request. This is useful if you generate reports at regular
intervals - weekly, monthly, ete. -- and need to compare usage information.
If you arc generating an inlerim report, you probably want to continue the
accumulaton of the counts.

Press [1] and the parity count will continue to accurnulate. Press [8] and the
parity count will be reset to zero. If you donot respond to the prompt, CINDI
ASSUMES YOU Wilnt to continue accumulating the counts.

9.1.8 Report 8 - Port Activity by Category Report

This report provides information on incoming calls, call transfers,
Phonebook access, and connect time for each port in the system.

If vou initiawe printng of this report through the telephone by pressing [§]
from the Statistics menu, CINDI continues:

CINDI | & 1| System Managars Guids -5

e e o s o e e e e L s o



Genarating Reports: Key [7] Requesting Prinled Repors via Talephone

To confinue aocumulaning the counts, press (1.
To clear the counts, press (8],

All of the information in the repont following the "Cleared” date can be reset
0 zero at your request. This is useful if you generate reports ar regular
intervals -- weekly, monthly, etc. -- and need to compare usage information.
If you are generating an interim report, you probably want to continue the
accumulation of the counts.

Press [1] and the port activiry statistics will continue 1o sccumulate. Press [£]
and the port activity statistics will be reset 1o zero, If you do not respond to
the prompt, CINDI assumes you want to continue accurnulating the counts.
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9.2 Requesting Printed Reports via the Keyboard

To request stasistical reports using keyboard input, refer to the chaper,
Sysrem Manager Terminal Functions, for report descriptions and procedures.
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Personalizing the Manager's
Mailbox: Key [8]

The System Manager's mailbox, because of its specialized purpose, does not
require the same customization capabilities as docs a standard mailbox.
However, one capability -- changing the mailbox's password -- is extremely
important 10 keep your organization’s CINDI secure.

To personalize the System Manager's matlbox:
» Press [§] when presentad the System Manager's main menu.
CINDI then presents the Personalize Mailbox menu:

To change vour password, press [2],

To record your rame, press [2].

Ta recover the current sysicm bulledn, press [4).
T solect the order of message retrieval, press |71
T exir, press [9),
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Personalizing the Manager's Mailbox: ey [8] Changing the Password

10.1

Changing the Password

CINDI is programmed at the factory with the Systemn Manager's password
set 1o [0]. If it is currently at [, you should enter the password that you
will use in managing CINDI,

A password can be any combination of numbers or letiers on the wlephone
keypad, up w four characters long (the [*] and [_#] keys cannot be used).
Some examples of passwords are:

85,2789, WL, USAF, 2BIT

[f the Sysiem Manager's password is cver lost, the System Manager's
mailbox cannet be opened. You will have to contact the people servicing
your CINDI system and have them call the Genesis Service Center so that
Genesis engineers can rerrieve the authorization. To avoid this, be sure to
record the password you select and store the information in a safe place,

Because you control many of the Boxholder privileges and can reser the
password of any other mailbox, it is important that access to the System
Manager's password be well conmolled. If you have reason 1o believe that
there is unauthorized use of the System Manager mailbox, you should chan oe
the password immediately,
To change the System Manager's password:

L. Open the System Manager's mailbox.

2. Press [8] w use the Personalize Mailbax menu.

3. Press [2] o change the Dassword.

CINDI asks vou for the new password:
ERier your new pagnvord.

Afler you cater the password, CINDI
i » VLS TEpedts your enery and asks vou 1o

The pagsword is- [LLEDWARrT ),
To keep this password, presx iy,
Tg changpe e passwory, press faj,

If the password is incorrect, press [8] 1o ch

enter the new password angeit. CINDI again asks oy 1o

10-2

CINDIT & 1i System Manager's Guide



Changing the Password Pergonalizing the Managars Mailbox; Key [B]

If the password is acceptable, press [1). CINDI confirms the password one
more fime:

The password ix! {paspvordg).

CTNDI then retumns you to the Personalize Mailbox menu,
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Persenzlizing the Manager's Mailbox: Key [5] Ra-recording the Mams

10.2 Re-recording the Name

When you first install CINDI. or when you are g new person performing
Systen  Manager duties, you should record the name for the Sysem

Manager’s mailbosx.
To record the Systerm Manager’s name;
I. Open the System Manager's mailbox.
2. Press [8] w use the Personalize Mailbox menu,
3. Press [3] to record the name.
CINDI responds by stating the name as it ig currently recorded and asking

you if you want to change it:

This mailbox ix for; (Tysrem Monager's rame),
or: Mo name Is Fecorded.

To re-récord, press fi].

To review the carrgni recording, press [27.

To delete ihe recording, prers JE7,

To et with the current recording, press (9.

If you press [1] w record 3 new name, CINDI asks you to read it alo ud:
Who iz chis mailbox for? (Bee D)
Say. your name {you have approximately four seconds of recording dme
available). When you finish, terminate recording by pressing any key,
CINDI acknowledges the new System Manager’s name-
This-mailbox is far: (Fystem Manager' s name),

CINDI then retums you to the Personalize Mailbox meny,

If vou press [8], CINDI informs you that there no longer is a name recarded
tor the System Mangger's mailbox:

Mo name i recordsg

CINDI then retums You to the Personalize Mailbox meny.
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Recovering the System Bulietin Parsanalizing 1he Manager's Mailbox: Kay [8]

10.3 Recovering the System Bulletin

The System Bulletin is presented 1o you in Message Receiving immediaely
prior to presentaton of any messages. Afrer the bulletin, you are given the
gption of saving It (meaning it is played sach Hme you enier Message
Receiving) or deleting it.

You can recover access to a System Bulletin you have deleted as long as the
bulletin remains on the system.
To recover the System Bulleon:
1. Open the System Manager's mailbox.
2. Press [8] to use the Personalize Mailbox men.
3. Press [4] to recover the System Bullern.
If the bulletin has already been deleted from the system, CINDI informs you:

There {5 ko current sysiem bulletin,

Your last request was pof perormed.

If the bullerin still remains ¢n the syswem, CINDI nodifies you that you have
access o it again through the Message Receiving feature.

Recovering mEsszge.

In both cases, CINDI returns you 1o the Personalize Mailbox menu.
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10.4 Message Retrieval Order

You may choose to receive the messages deposited and stored in your
mailbox in either first in, first out (FIFOQ) or last in, first out (LIFQ) order.
In both  cases, CINDI presents new messages first followed by saved
mﬂﬂblilg:?i.

To select the order of message retrieval:
1. Open vour mailbox,
2. Press [8] o use the Personalize Mailbox menu,
3. Press [7] w select the order for message retrieval.

CINDI presents the current retrieval order for vour messages, then prompts
for anew selection;

Messages aré currenily presented: first b, fivst ot
ar: Lasrfa, Firgt Our

Tiv charge this information, prage (1],

To exit, pregs 19,

Press [1] w change your remieval order. When vou do this CINDI confirms
your request. Press [9] to return o the Personalize Mailbox menu.
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System Manager Terminal
Functions

I'his chapter discusses the System Manager Terminal functions which are

used to access on-line wrilides and reports.

The terminal functions described in this chapter can be accessed while CINDI
is on-line and do not interfere with operations.

11 -
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System Manager Terminal Functions Accassing the On-Line Litlities

11.1  Accessing the On-Line Utilities

To access the on-line urilites,
»  Typean 'L’ on the terminal keyboard.

When you type an ‘L' o request to Jogon, CINDI provides a one-minute
window for you to enter your pussword. If no password is entered during this
window, CINDI cancels the request. The system will prompt you to enter
your password as follows:

id:

Eespond by entering the same password you use to access the System
Manager's mailbox. To ensure privacy, the system overwrites the characrers
you enicr. Please note that when you enter your password to aceess the
on-line wrilities, you cannot access the Sysism Manager’s mailbox at the
SAIE drme.,

After you enter your password, the system presents the Main Menu, Note
that itern 4, VoicePath Mailbox Menu and item 5 » Yoice Advisor Mailbox
. Menu will only be displayed if you have che optional software for each

installed, In standard voice mail, thess items will not appear in the display,

11-2
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Accessing the OneLing Utilities System Manager Terminal Functions

dir not have w0 enter a return, <CR>, after entering the nurmber, The sysiem
will process vour selection when you prass the key.

If yvou request a mailbox report, CINDI continues by asking for the mailbox
number:

Maillbox number?
In some reports, CINDI displays a query at the end of the repor:
Clear?

Responding with a "Y' clears the accumulared totals in the report just
generated. An "N allows the counts @ continue accwmnulating from their
curment values, Again, a ong-minute window is provided for vou 1o respond
to this query. If you do not respond during this time, CINDI assumes an "'
LrpLLL.

Pressing [(] simply redisplays the Main Menou. Pressing [9] exits from the
T,

If vou do not make a selecton, CINDI automatica lly tirme s-out from the menu
and logs you off after approximately one minure, This ensures the security
of your CINDI system in the event you leave the terminal unatiended, No
ane can tccess the Main Menu without knowing vour password once CINDI
Hmes Qut.

Menu options 1-3 are presented in the following sections, Mote that in the
menus in the following sections, keys [9] and [0] have the same definirions.
Pressing key [9] in any of the following menus will return you to the Online
Utilities Main Menu. Pressing key [0] displays the menu you are in again.

11.1.1 Report lllustrations and Desctiptions

The uss of the letrer "n" in the report illustrarions represents a space where
a numerical value might be displayed in the corresponding report category.
Therefore, category values represented by "na” cannot exceed 99, values
represented by “non’ cannot exceed 599, and so on.  However, not all
category values 2ccrue to these limits, because these Limirs exceed the valid
cange for some of the caregory values. '

Likewise, the leter "L represents a space where a lenter of the alphabet is
displayed. The number of "Ls" represents the number of letters that should
be displayed.

Other words and terms that are displayed on the rerminal and on the repon
are shown in parentheses. For example, if the report item is either ves or no,
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“(yes/no)” is shown in the illustration. Other terms include: (AM/EM),
(mmediate/screened), and (voice/rone). When the report 18 run, the actal
serang will be shown,

Drares and times generally are illusraed as mm-dd-yy and hh:mem;ss, respec-
tvely.

The report examples presented in this chapter reflect 2 CINDI systermn with
Voice Mail, VoicePath and Voice Advisorinstalled, The reports yOu generate
O ¥Our system may not contain all the items listed here, depending upon
what, if any, optional software is instlled on your syslam,
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11.2 Configuration Reports

Selection 1 allows you to access the configurarion reports. When you press

the [ 1] key the following menu 1z displayed:

o

T
R#'[l‘DHHEPﬂHFEMEmI’ =

CINDI | & Il System Manager's Guide
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Configuration Repors

11.2.1 General System Configuration Report

Press the [1] key to gencrate the General System Configuration Report. The
following 15 displayed on the terminal screen:

General System Conflguration mm-dd-yy hh:mm AMPM

Drive 1 blks usad:
available;

Humber of pors:
Number of boxes:
Last MFD update:

Entries in PE;
Last PEB Update:

Store capacity:
5ld retention:
Prsnl greeting:
Mallbox length:
Telephomne:

IMP suppressiat:
Biox & override:
Retrieval order;

Max axt langth:

M axt length:

Walid 15t digits:

Bad key response:
Slandard xfer moda:
Non-box xfer mode:

Current line modae:
Day atlendant ext:
xfar sequence:
¥fer mode:
Hight attendant axf:
xfar sequence:
xfer mode:
Aulo nightline hour:
minute:
Extenslon xfar seq;

Humnt group xfer zeq:
Dayline hunt groups:;

Default boxes:

Port  Dayline
1 nhnn

2

3

d

nnnmn
M

|
nnn

mm-dd hih:mim {AM/PM)

finn

mm-dd hh:mm (AN/PM)

(minimum/maximum)
n days

nh saconds

n

(AN nnn-nnnn

lyesno)
(yesno)
(ltatita)

n

n

MM,y

{voice'tana)
(mmediate/screanad)
immedlate’screanad)

(dayline/nightline)
nnnn

LLLLLLLLLLLL
[immediate/screenad)
nnnn
LLLLLLLLLLLL
{immediate/screened)
hh

mm

LLLLLLLLLLLL

LLLL

nAAN,nAARLANNN,ARARRARRAR,ANNN,ANAR, DN
Nightline hunt groups: naNn,ANNN,ANAT,ARRE,ARRR,IOAR,AN0 I

Hightline
nnnmn

(Ports 5 through 8 left off in this example)

i1-8
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Sysiem Manager Termiral Functions

Report item definitions

Drive 1 blks used:

available:
Mumber of pors:
Mumber of bosxes:
Last MFD update:

Entrias in PB.
Last PB update:
Slora capacity:
Std retention:

Pranl greeting:

Mailbox length:

Telephone:

IMP suppression:

Bax # overrnda:

Number of drive 1's blocks in use at the time the
report is generated. The count includes blocks allo-
cated for software requirements.

sumber of drive 175 blocks available for use at the
time the report is generated.

The number of ports in the syStem.
The total number of mailboxes created on the svs-
tern. This includes subscriber, $ystem maniger,

system operator, and VoicePath mailboxes.

The date and time the Mailbox File Directory was
last updated.

Number of entries in the Phonebook

Date and rime the Phonebook was last updated.
The setting for the storage capacity of the disk.
The standard retention time of the system.
Maximuem lengih (in seconds) of a personal greet-
ing allowed by the system, It can be between 10 and
|80 seconds. A typical grecting is berween 10 and

15-seconds.

The number of digits required in a mailbox, CINDI
allows maitbox lengths from 2 to 4 digits.

The telephone number CINDI uses w ask for a
return call if a call placement was not successtul.
CINDI will tell the called party 1o call this number
in returning the call,

Indicates whether or not the Initial Mailbox Prompt
has been suppressed.

Indicates whether or not the Boxholder’s name will
be presented instead of the mailbox number,

CINDIL & Il System Manager's Guide
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Candiguration Beports

Retrieval ordar:
Max axt langth:
Min ezt length:
Valid 15t digits:

Bad key response:

Standard xfer meode:

Mon-box xfer mode-

Current line made:
Day attendant gxt-

xfer sequence;

xfer mode:

Might attendant ax1-

Sets the default messape rerieval order, Either
FIFO, first in first our, or LIFO last in, first out

The maximum number of digits allowed for an
extension number,

The minimum number of digits allowed for an
extension number,

The valid digits the system will accept as the firse
digit of an enty.

The system response when an invalid key is pressed
In response m 2 VoicePath mailbox menu, The
response is either a tone or a voice prompt that says,
“Invalid entry,”

The sewting of the standard transfer mode for the
system. The system can either be set for immediage
transfer, or can be set for call screening.

The sering of the non-boxholder ransfer made for
the sysiem. The system can either be set for imme-
diate wansfer, or can be set for call screenin E.

Indicates whether the system is in dayline or
nightline maode.

The extension number of the attendant for dayline
Operatons,

The call ransfer sequence which allows calls
10 be transferred (o the dayline atendant, The
default setting is HWXR: perform 2
hookflash, wait for ane second, dial the
attendant’s extension, and detset 2 ring.

The transfer mode for the dayline armendant,
Calls ransferred 1o the attendant will sither b
transferred immediately, or screened
The extension number for the arge ndant for
nightline aperations.
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wier saguencea: The call wansfer sequence which mansfers
calls to the nightline arendant.

zfar mode: The transfer mode for the nightline atendant,
Calls will either be trensferred immediately or
screened,

Auto nightling hour:  The hour that the automatic nightline engagement
is activated.

minuta: The minute(s) that the automatic nightline
engagemen t is activated.

Extension xfer seq: Transfer sequence for extensions.

Hunt group xfer seq. Transfer sequence for extensions in hunt
group lists for dayline and nightline opera-
tions.

Dayling hunt groups: Extensions that will use hunt group mansfer

sequence during dayline operations

Mightline hunt groups: Extensions that will use hunt group ranster
sequence during nightline operanions.

Default boxes: The default mailbox assignments for cach port
Port The number af the port.
Dayling The mailbox assigned as the default dayline
mailbox.
Mightline The default nightline mailbox.
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11.2.2 Telephone Line Interface Configuration Report
Press key [2] 1o generate the Talephone Line Interface Configuranon Report
The following is displayed on the terminal screen:

Telephane Line Interface Configuration  mme-dd-yy  h:mm ANMPM

Extension xier seq:  LLLLLLLLLLLL

Busy reconnect &g LLLLLLLL

Reorder reconnect:  LLLLLLLL

AMA reconnect seq:  LLLLLLLL

Consultation seq: LLEELLLLLLLL

Busy reconnect seq: LLLLLLLL

Reorderreconnect:  LLLLLLLL

RMA reconnect sedq:  LLLLLLLL

Connect sequence;  (hana)

Refused call regon:  (nane)

Volce mall xfer seq: LLLLLLLLLLLL

General delivary: (el slu}

Hard Hold Sequences
Hold sequance: LLLLLLLL
BuUsy recovery: LLLLLLLL
Ext xfer seq: LLLLLLLL
Sereaned xier sad: LLLLLLLL
Day att xfer seq: LLLLLLLL
Mite att xfor saq: LLLLEELL
Refused reconnect: LLLLLLLL
Accepl connect: LLLLLLLL

Hold repeat count: rrk

Holding retry count:  nn

Halding retry delay:  nn

Internal RNA duratlon: mury

Extarmal RMA duration: mn

Int answer detact delay: nnnn

Ext answer detect delay: nnnmn

H hoakflash duratlon:; n

L hookilash duration: n

OTMF detection threshold: nnn

Silence detect threshold: nnnn

CINDI disconnect duratlon: nnnn

Voice detect threshold: n
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Group Lml
1 X
2
3
4
2
&
7
23

Ling
Line Equ
1 100
2 100
3 1040
4 100
5 100
& 100
7T 100
B 100

Ln2 Ln3
x X
Det
Wink WVal
oo 2
Qoo 2
nod 2
agd 2
1] 2
(i) 2
00d 2
000 2

Report ltem Definitions

Lné
4

Lng

X

LrG La? Lng
X ®

Cont

Loop Speak Call Gut  After  Call MW
Delay Xfar Oial  nessg Proc  Opt

Disc
50
330
3=0
as0
350
350
380
350

0

= o [ e

Extension xfar sequance:

Busy reconnecl seq:

Reoorder reconnect:

b)

R
A
£ o g o
TEZZZZZZ
TEZZZZZZ

The call wansfer sequence which mansfers
calls 1o extznsions other than the attendant’s.
It can be the same as the auendant mansfer
sequence. However, since CINDI allows for
different codes, this sequence must also be
defined. The defauli is HWXR: perform a
hookflash, wait for one second, dial the exten-
gion, detect a ring.

The call wansfer sequence that refurns CINDI
wo & caller if a busy signal is encountered. I
can contain up to cight operations. The default
iz H: reconnect by hookflash,

The call transfer sequence that retums CINDI
to a caller if a reorder signal is encountered. It
can contain up weight operations, The default
iz H: reconnect by hookflash.

CIMDI | &1 Systern Manager's Guide
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RMNA reconnect seq:

Consultation seq:

Busy reconnsct seq:

Reorder reconnact:

RNA reconnect seq:

Connect sequence:

Refused call recan:

Voice mail xfar seq:

General delivery:

Hard hold sequence:

The call transfer sequence that retums CINDI
to a caller if CINDI was requested to check for
in answer detection (A) which was not
received -Ring, No Answer. Tt can contain up
w cight operations. The defawl is H: recon-
nect by hookflash,

The call ransfer sequence that CINDI uses to
initiate a consultaton call. This sequence
places the caller on hold and calls the re-
quested starion,

See "Busy reconnect seq” above.
ses "Reorder reconnect” above.
See "RNA reconnect seq” above,

The call eransfer sequence that CINTM wses 1o
connect a caller to the called pamy after the
called party has scoepred the call. The default
is “none’,

The call mansfer sequence that reconnects
CINDI with the caller after the called party has
refused the call and then disconnected. The
factory serting is "none”,

The call mansfer sequence that ransfers the
caller into an cxternal voice mail System,

The mailbox or extension number for the
general delivery voice mail mailbox,

The seguence that places the caller on hard
hold (caller elected 1o hold for a busy ext) and
is required for the Call Manager pricridzed
holding feature. The defaylt setting is ‘none.’
If this setting is 'none,” then the remainder of
the hard hold sequences will NOT he dis-
played,

1M1 =-12
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Hard hold racovery:

Hard hold non-screensd

pxtension transier:

Hard hold screened
extension transier:

Hard hold day
attencant transtar:

Hard hold night
attendant transfer:

Hard hold refused
call reconnect:

Hard hold accepted
call conanct:

Hard hgld connect:

Hold repeat count:

The sequence that reconnects CINDI o the
caller after the caller has been placed on hard
hold and CINDI encountered & busy, RNA or
reorder one.

The sequence that initiates 2 non-scresned call
ransfer o another sxtension while the caller
is an hard hold. The default setting is “none.”

The sequence that initdates a screened call
ransfer 1o another exension while the caller
i3 an hard hold. It is vsed inswead of the se-
quence to initiate a conference call defined
above. The default is "none.”

The sequence that initiates a call mansfer tothe
day antendant while the caller is on hard hold
waiting for the day attendant. The default is
"none.

The sequence that initiates a call wansfer o the
night auendant while the caller is on hard hold
waiting for the night attendant, The default is
'none.”

The sequence that reconnects a caller who 1%
an hard hold with CINDI when the called
party has screening enabled and has refused
the call and disconnected. The default is
‘none.’

The sequence that connects a caller whe 1s on
hard hold o the called pary when this party
has screening cnabled and has accepted the
call. The default is "none.”

The sequence that connects the caller who 15
on hard hold w the called party. The default is
'none.’

The number of tmes that a caller can ask 10
ke placed on hold.

CIMDI | & Il System Manager's Guide
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Helding retry count:

Holding retry delay:

Internzl RMA duration:

External RNA duration:

Int answer detect delay:

Ext answer detect delay:

H hookflash duration:

L hogkflash duration:

The number of times that CINDI will atternpt
tar call a requested extension while the caller
iz on hold.

The duration, in seconds, betwesen the at-
tempts CINDI makes o a requested extension
while & caller is on hold.

The duration that CINDI waits for an answer
before assuming a no-answer condition.

The duration that CINDI waits before gssum-
ing a no answer condition,

The duration that CINDI waits before
monitoring the ling for call progress.

The duration that CINDI waits before
monitoring the line for call progress.

The duradon, in 1/10-second Increments, of
the hookflash CINDI makes when transferring
callers to the attendant or other extensions.

The duration, in 1/10-second increments, of
the second hookflash, if required by the
telephone system, CINDI makes to transfer
callers to the anendant or ather extensions,

DTMF detection threshald: The duration of 4 sustained one re-

CIND] disconnect duration:

Voice detact threshold-

11-14

recognition.

quired for its recognition as a valid
DTMF input.,

The duration of the signal the telephone

sysmml needs 10 receive in prder [0
Tecogmize a disconnecy,

The durston of voice nput required for its

___-_'___,3_'“——‘——-—-—-___._____
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Group

g

Line Equ

Wink

Det Vol

Loop Disc

Speak Delay

Call Xier

Cut Dial

Cont After Massg

Call Proc

MWI Opt

The group specifications

The line specifications as defined through the
SETUP uility.

The line equivalent programmed for each
port. Line cquivalents, thres digits long, are
described in the Technical Reference Manual.

The duration of the wink start, in milliscconds
{ms), used for this line. With wink-start sig-
nalling formats, this duration is between 140
and 290 ms. For delay-dial signalling formats,
CINDI automatically uses 130 ms, Loop-start,
ground-star, and immediate-start signalling
formats all appear as 000 ms.

The default volume level.

The length, in milliseconds, of the loop dis-
connect signal. The default is 350 ms.

The duration of the delay before speech.

Indicarzs whether the line has call transfer
capabality.

Indicates whether the line has ouwtdial
capability,

Indicates whether the line will allow the caller
to continue after

Indicates whether the line has call processing
authorization.

Indicates whether the line iz authorizes for
WIWTL

CINDI 1 & Il System Manager's Guide

11-15



Systam Manager Terminal Funciions

Canfiguration Reports

11.2.3 Software Configuration Report

Press key [3] w generate the Software Configuration Report. The following
15 displayed on the terminal screen:

Software Conflguration mmi-dd-yy¥ hh:mm ANPM

CPLU sarial number;

C-ll v& Offica Communicatlons System
Par number nnAannnn Rov X

C-ll v VoleaPath Sofftware
Pan nuimber nnnnnnn Reav X

=11 vE Voice Advisor Solftware
Part number nnnnnnn Rey X

Phrasas: Standard Set
Part number nnnnnnn Rov ¥

Copyright (C} 1935-1990 Genesls Electronics Corperation

Report ltem Definitons

CPU serial number: The CPU number for the CTNDL

G-Il w6 Otfice

Communication System:  Informs vou that the CINDI communications
software resides on your system. Presents
the software part number and revision level,
All systems will present this line,

C-ll v6 VoicePath
Software: Informs you thar the VoicePuth optional

software resides on the system. Presenes
the software parr number and revision level,

C-1l v6 Vaice Advisar

Software; Informs you that the Voigs Advisor optional
software resides on the system. Presents the
software part number and revision leve),

11

-15

_—
CINDI & |y Systam Manager's Guide



Configuration Reporns

System Managar Temminal Funclions

Phrases:

Copynght:

Indicates the phrase setresiding on the sysiem
and the phrase set part number and revision

lewel,

Genesis copyright notification.

CIMND | & 1l System Manager's Guide
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11.2.4 Mailbox Listing Report
Press key [4] w0 generare the Mailbox Listing Report. The following is
displaved on the terminal screen:

Mailbox Listing mm=dd-yy hih:mm AMPM

Mibx CM MF CP GA PG GM PM Mbx CM MF CP GA PGS GM PM
nAn (y/n) (yin) (yind (yin) (i} (yim) (yin} nnn - {y/m} (WRh{ymn) (y/n) {yim) (yin} (y/n)
nnn o (yin) (ym) (yin) (yind (vind (win) (yin} non - {yin} (winhiyin) (y/n} {y'm) (ymn} (yin)
nno (ying (ym) (yin) (yin) (yin} (wn) {yin} non - (yin) {yin}{y/n) (y/n} {y/m) (yin} iywin)
nnn [yind (ym) (yin) (ying (win} (yin) {yin) nan  {yn) {yim)iying (yin} {yim) (yin) (yin)
nnn (i} (yin) (yin) (R (yin) (ying {win) nan (ying {yim) wing (yin) (yin) {yim)  (yin)
hhn  {VolcePath Box) nnn {Volca Advisor box)

Report Item Descripitons

Mibx The mailbox aumber

CM Indicates if the call management features (screen-
ing, blocking, eic.} are enabled for the mailbox.

MF Indicates if the mailbox is enabled for messa age
forwarding,

CP Indicates if the mailbox is enabled for eall place-
LS.

Ga Indicates if the mailbox is engbled for guest ac-
counts,

PG Indicates if the mailbox is enabled for pérsonal
arectings,

GM Indi
mdicates if the mailbox is engbled for group mes-
SEEES,

PM

_—
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11.2.5 Subscriber Mailbox Configuration Report

Press key [5] to gencrats the Subscriber Mailbox Configuration Report. The
following is displayed on the lerminal screen:

Subscriber Mailbox Configuratian mim-dd-yy bk AMPM

MAILEOX NUMBER: mnnn

Creatlon time:

mm-dd hbmm {AMPM)

Hame recordad: i)
Retention time: nn days
Max message: nn minues
Hew massages: n
Saved massages: n
Line group: n
Autharily: MF cP G P& GM CM
(YN} (YN} (YN (YN (i) (Y/H)  (YIN)
Guest accounts: n
Groups defined: n

Report ltem Definitions

MAILBOX NUMBER

Craeghion time:

MWame recorded:

RBetention tims:

Max message.

Mew massages:

Saved messages:

Line group:

The number of the mailbox the report Covers.
The date (month and day) and the dme (hour and
minutes and AMPM indicadon) thar the mailbox

was created on the sysem.

Indicates whether or not 2 name has been recorded
by the boxholder.

The standard retention time of the messages in the
malbox.

The boxholder's allowed maximum message
length.

The number of messages currently in the mailbox
which have not besn received by the boxhelder.

The number of messagss heard by the boxholder
and currently saved for future review.

The line group assigned to the boxholder.

CIMDI I & | Systam Manager's Guide
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Call management:

Authonity:

Guest accounts:

Groups defined:

11 - 20

Conliguration Reports

For a VoicePath or Voice Advisor mailbox, a
description of the call handling feature in use, such
as, "forwarded o 710",

A list of the fzatures which the Boxholder is
authorized to use, The value is "Y" if the feature is
authonzed; "N if not.:

MF - Message Forwarding

CP - Call Placement

GA - Guest Accounts

PG - Personal Greeting

GM - Group Messages

CM - Call Management

P3 - Personal User Meny

The number of guest accounts created by the box-
holder.

The number of groups defined by the boxholder.

CINDII & o1 Svstem Manamem. o
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11.3  Activity Reports

Secection 2 allows vou 10 access the Activity Reporls. When you press key
[2], the following menu is displayed:

-'*?Aﬂ_tmi?ﬂmmma

gf Dlsplay hismenu”

L Ewﬂtmyﬁummaﬁ
ﬁa‘;ﬂ-{:ﬂﬂw

Mﬂﬂww Cateunnr

i -i F-m'lﬁ-ﬂi'ﬂh'

-----

Press the kev to make your selection.
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11.3.1 System Activity Summary Report |
Press key [1] 1o generate the System Activity Summary Report. the following
is displaved on the terminal sereen:

System Activity Summary mm=did=yy hh:mm (AMPK)

Pr greetings: nnnnn
Saved messages: nnnnn
Last clearad: mm-dd hh:mm {AM/PM}
Parity count; nnnnn
High dlsk: ooyl
MNew messages: nnnnn
Expired msgs: nnnnn
Duplicate msgs: nnnnn
Call placements: nnAnn
Message forwards: Firerrm
Cutgeing calls: nnnnn
Incoming calls: Ty Tl ly]
Connect time: h:mm:ss
All ports busy: h.mm;ss
Hald time: h:mm:ss
Phonebook aceess:  nnnnn
At default: T Taly|
Att requests: nnnnn
Attandant RMA: nAnnn
Attendant busy: nnnnn
Monbox ext attempis: nnnnn
Imm ext attampts: nAnnn
Refused screens: NARE

Accepted screens: nnnnn
Blocked attempts: nnnnn
Forwarded attempts:  nannn

Extenslon RNA: nnnnn
Extension busy: nnnnn
Hold requests: nnnnm
Hold repeats: nrAnn

Invalid extensians:
Rearder; nnRnmn
Bad 1st digt: nnnnn

Hunt group xiers
Daviine nrnnn
Mightline nnann

Clear?
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Report Item Desc riptions

Pr greetings:

Saved messages:

Last cleared:

Parity count:

High disk:

Mew messages:

Expired msgs:

Duplicate msgs:

Call placements:

Count of personal grestings stored on the system.
The maximum length of a personal greeting is
defined during system initialization. It can be be-
tween 10 and B0 seconds. In most applications, a
typical greeting is between 10 and 15 seconds in
length,

When this report is generated, CTNDI pauses at this
itemn to count the personal greetings. After a FEW
SECONDS of what appears 1o be no actviry,
CINDI resumes report Output.

The number of messages heard by the boxholder
and currently saved for future review.

Date on which the rotals were last cleared, The data
in this report are accumulations from this date.

The sember of memory failurss since the last report
was generated.

The maximurn number of disk blocks which were
in use at any one time on Drive 1.

ne number of messages currently in the mailbox
which have not been received by the boxholder.

The number of messages automatically deleted by
CINDI because they remained on the sysiem
beyond the defined retention time for the mailbox.

The number of new messages which were dupli-
cates resuling from the use of the group message
feature, If 2 message were Sent (o & group contain-
ing eight Boxholders, the New Message Count
would reflect all eight of these messages, and the
Duplicate Message Count would show that seven
duplicates were mads of the message.

The number of call placements inidated by CINDI
for this boxholdar. The count 15 accrued at the ome

CIMDI 1 & Il System Manager's Guide
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the call is mede, and includes retries resy lting from
busy signals and no-answer conditions,

Message forwards:  The number of calls placed by CINDI o forward
the boxholder’'s messages. This toral ingludes
remmies seheduled because of busy signals and no-
answer conditions.

Outgoing ecalls: The number of calls made b ¥ the sysiem,
Incoming calls: The number of calls received by the SYSIEmm,
Connect time: Total connect time, in minutes, from the ime

CINDI picks up & line undl the time CINDI hangs
up. If four pors were in constant use for one hour,
the: connect time would reflect four howrs of pse.

All ports busy: The actal elapsed rime all ports on the sysiem
were busy,
Hold time: The toral time calls were on hold,

Fhonebock access:  The number of imes the Phoncbook was accessed.

Att default; The number of times the aendant was requested
by defaulr.

Att requasts: The number of requests o mansfer to the anendant,

Attendant AMNA; The number of times the attendant did not answer

when a ransfer was attempted.

Attendant busy: The number of times the atendant was busy when
i transfer was attempied,

Nonbox ext attempts: The aumber of redfjuests W mansfer o a non-mailbox
: extension.

Imm ext attempts:  The number of immediate transfer anempis.
Reiused screens: The number of refused screens.

Accepted screens:  The number of screens accepted.
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Blocked attempis:

Forwarded attempts:

Extansion RMNA:

Extension busy:
Hold raquests:
Haold repeats:
Invalid extensions
Reorder:
Bad 1st digit:
Hunt group xiers
Dayline:

Mightline:

Clear?

The number of blocked attempis,
The number of forwarded attempts.

Mumber of times the extension called rang but had
[0 AnSWwer.

Number of time the extznsion called was busy.
Number of Initial requests to hold.

Number of requests wr hold after initial requests,
Mumber of times the extension entered resulted in
a fast busyfreorder condition.

Mumber of dimes the first digic was bad.

Number of mansfers made using the hunt group
mansfer sequence during dayline operatons.

Mumber of wansfers made using the hunt group
transfer sequence during nightline operations.

Responding with & "Y' clears the accumulated to-
rals in the report just generated. An "N’ allows the
counts to contnue accummularing from their current
values.

CINDI & 1| Syslem Manager's Guide
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11.3.2 Hourly Activity Report
Press key [2] w generate the Hourly Activity Report. The following is

displayed on the terminal screen;

Houry Activity Repor

Last cleared: mm-dd hhzmm (AMPM)
For 12:00 AM Far 12:00PM
Incoming calls: nARRA Incoming calls: nnnnn
Attendant xfers: nnnnn Attendant xfers: nnnnn
Immediate xters: NRRRR Immediate xfers: nAnnn
Scraened xfers: ililillyt Screened xlers: nnnnn
Blockad xfers: nNnne Blocked xfers: MMnnn
Honbox xfers: nnnnn Honbox xiers: N
Humt group xfers Hunt group xfars
Dayline: nnnnn Dayline: nnnnn
Hightline: nnnnn Mightline: Mrnnn
Failed xiars: nnnnn Failed xfers: nnnnn
Fhonebook actess:  nnnnn Phonebook access:  nnnnn
For 1:00 AM For 1:00PM
Incoming calls: ARRRR Incaming calls: nAn[n
Attendant xfers: nnnnn Attendant xfers: nnnnn
Immedlate xfers: nannn Immediate xiers: nnnnn
Screened xlers: nnnnn Screened xfers: nAnnn
Blocked xfers: nnnnmn Blocked xfers: rrnnn
Monbox xfers: nnnnmn Nonbox xfars: nnnnn
Hunt group xfers Humt group xlers
Daylina: AARAD Dayline: nnnnn
_ Nightline: annnn Mightiine; RANNAN
Failed xiers: nAnnn Failed xfers: nmnnn
Phonebook access:  nnnnn Phonebook access:  nnnnn
For 2:00 AM Far 2:00PM
L”t':ﬂmmﬂ ﬁaJIEE_ nnnnn Incoming calls: finnnn
endant xtars: nnnnn Attendant xfars: nnnnA
Immediate xfers: rAnnn Immediate xfers; nnRAn
Screened xfers: Annnn Screened xfers: i
Blocked xfers: nnnRnn - Blocked xfars: n
i MNonbox xfers: nninnn Monb A nnn
Hunt group xfe ONDoX xférs: nRAnn
s Hunt group xfers
Dayline: nAnAN Dayline:
Nightling: nnnnn e nnnnn
Falled xfers: i Nightline: nhnnn
Phonebook access: Aemishuiin fnnnn
: nRnnn Phonebook accoss: nnn
Faor 3:00 AM '
Incoming calls: nnann IFME:WFM
Attendant xfers; nnnnn [coming calls: nnAnn
Immediate xers:  pnnmn Attendant xfers: ~ ppono
Screened xfers: nn Immediate xfers; nn
nnn R
Blocked xters: nnnnn Screonad xfers; nRnnR
Blockod ®farg:

nnhnn

—_ _._.__.___._—-_.______ -
—_—
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Hanbax kfers: nnnmnm Monbox xlers: i lplaly]
Hunt group xfers Hunt group xfers
Dayling: Rrmnn Dayline: nnannn
Mightline: nnann HWightline: nnnnn
Falled xfers: nannn Failed xfers: nnnnn
Phonebaak access: NONNN Fhonebook access:  NNOON

{The report continues as abowve for the entire day - until 11:00

AM/PM)

Clear?

Report Item Definitions

Last cleared:

For hhumm {AMPM)
Incoming calls:

Attancant =fars:

Immediate =fars:

Screened xfers:
Blocked xfers:

Nonbox xfars:

Hunt group xfers
Dayling:

Mightline:

Failed xters:

Phanebook access:

Date on which the totals were last cleared. The data
in this report are accumulations from this date,

The hour that the activity report COVErs,
Number of incoming calls for that howr.

Mumber of call mansfers o the awendant for the
haur,

Number of calls mansferred immediately during the
hour.

Number of calls screencd during the hour.
Number of calls blocksd during the hour.

Number of calls ransferrd to non-mailbox exten-
sions during the hour.

Number of mansfers made using the hunt growp
wansfer sequence during dayline operations.

NMumber of munsfers made using the hunt group
wransfer sequence during nightline operations,

Mumber of rransfers that wers not complated during
the hour,

Number of times the Phonebook was accessed
during the hour,

CINDI1 & Il System Manager's Guide
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Clear? Responding with a "Y' clears the accumulated to-
talz in the repor just generated. An "N allows the
counts to continue accumulating from their current
values,

11- 28
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11.3.3 Hourly Activity by Category Report
Press key [3] to generare the Hourly Activity by Category Report. The
following is displayed on the terminal scTeen:

Hourly Activity by Category — mm-dd-yy hh:mm ANPM

Last cleared:  mm-dd hhemm AMPM

Incoming calls:

AM 12 RN P 12 Mnrnn
1 nARRn 1 AR
2 il 2 nmnmnn
3 rtinnRn 3 nmnnn
4 nfnnn 4 nannn
5 nnnnn 5 nnAnnn
& nnnnh ] iy
T AR T P
a M B nrnnn
9 rERn g nmnnn
10 AnAnn 10 nnnnn
i1 nnRnn 11 nannn

(Al report categories will list the hours from 12 through 13 AM
and PM, They are left off in the remainder of this example.)

Attendant transfers:
AM 12 NARMN (=11 I firnnn
. AR . L lalilil
. MM . LTl
11 (o Talalal4] 11 mnnnn
Immediate transiars:
AM 12 nnnnn PM 12 ARAnMN
nRnnn . FLEYY T
. ARARN . nAnnn
11 nAnRn 11 nAnnn
Seresned translfers:
AM 12 nnnnn PN 12 nnnnn
nnnnr . nnnnn
N nnnnn . nnnnn
11 nAfnn 11 nannn
Elocked transfers:
AM 12 fAanAnn P 12 nAnnn
. M i nnnnn
ML . nannn
11 nnnnn 11 nnnnn
Monbax transiers:
AM 12 il PM 12 nAnnn
(e Te il . nnnnn
nannn . nnnnn
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11

nnRAA 11 nnhnn

Hun! group xfers

Daylline:
AM 12

11

nnnnn o 1 I M
AARAA : nnnnn
RRnnn - nnnnmn
ANARA 11 nnnnn

Hunt group xfers’

Mightline:

AN 12 nnnnn PM 12 (1 14T41¢Ts]
nnnnn . [ alalaly]

. nnnnn . AR
11 Annnn N nnnnn

Failed transfers:

AM 12 nnnann PM 12 [l 3lalili]
nnnnn . i 5 ulals]
nonnn . Aannnn

11 MmN 11 nnnnn

Phonebook acocoss:

AM 12 nnnnn PR 12 nnnn
iy . nnnnn

a nnnAnn , nAnnn
11 nnnnn 11 nnnnn
Clear?

Report ltem Definitons

Last cleareq:

Incoming calls:

Attendant xiers:

Immediats xfers:

Screenad xfars-
Blocked xiars:

MNonbox xfers:

_Du & om which the oals were lagt cleared. The data
in this repom are accumulations from this date,

Nunmerﬂfhmnnnngcmﬂa

Number of call mansfers tq the amendant.
Number of cally ransferred imm:diatclg.r..
Number of ¢alls sCreened,

Number of calls blocked.

:‘fumbcr of calls ansfercd 1o non-mailbox exten-
sions,

11-30
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Hunt greup xfers .
Dayline: Number of transfers made vsing the hunt group
eransfer sequence during dayline operaions.

Nightline: Number of tansfers made using the hunt group
iransfer sequence during nightline operanons.

Failed xfers: Number of transfers that were not completed.

Phonebook access:  Number of imes the Phonebook was accessed.

Clear? Responding with a 'Y clears the accumulated to-
tals in the report just generated, An "N allows the

counts to continue accumulating from their current
values.
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11.3.4 Port Activity Report
Press key [4] o generate the Port Activiry Report. The following is displayed

on the termanal scroen:

Part Activity Repan

PCRT 1

Last cleared: dd-rm

Incoming calls:
Cannact timea:
Haoldimg time:
Altendani xfers:
Boxholder xlers:
Monbox transfers:
Humnt group xfars:
Dayllne:
Mighiiine:
Failed transfers:
Phonebook access:

Clear?
PORT 2

Last cleared: dd-mm

Incoming calls:
Cannect iime:
Holding timea:
Altendant xfars:
Boxholder xfars;
Monbox transfers:
Hunt group xfers:
Davline:
Mlghltlna:
Failed transfers:
Phanabaak access:

Clear?

FORT 3

Last cleared: dd-mm

Inceming calls:
Cannect timea:
Holding time:
Attendant xfers:
Boxhalder xfers:
Monbox transfers:
Hunt group xlers:
Dayling:
Nighltine:
Falled transiers:
Fhonebook access:

Clear?

h:mm AMPM
mRnnn
h:mmiss
h:mm:ss
FErrrn
ARran
AnnnnR

hibalalylyl
nAnnn
nnnnn
nnnAnn

hh:mm AMPM
Firirrn
hizrmim:ss
h:mm:ss
N
iy ady
nnrnm

nnrnm
nnnnn
nnnnn
nonnn

ki :mm AMTFM
nnnnn
h:mm.ss ‘
h:mm:ss
nnnnn
nanAn
nonnn

nnnnn
nnnnn

nnnnn
nnnnn

11
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PCRT 4
Last cleared: dd-mm Rz ARMPM
Incoming calls: Rnnnn
Connect time: hmmiss
Halding Lime: himm:ss
Attendant xlers: nnnnn
Boxholder xiers: nnnnmn
Nonbox {ransiers: nnnmn
Hunt group xlers:
Dayline: [ilatqlil]
Mighlilne: AAANN
Falled transfers: A

Phonebook access: NARNM

(The report will cominue if you have more than 4 ports. It will con-
tain the number of ports you have On your sysierm.)

Claary

Report ltem Definitons

Incoming calls:

Connact timea:

Attendant xfers:
Holding time:
Boxholder xfers;

Maonboy wfers:

Hunt group xfers
Dayline:

Mightline:

Phanebook accass:

Number of incoming calls .

Total connect time from the time CINDI picks up a
line until the time CINDI hangs up. If four ports
were in constant use for one hour, the connect ome
would reflect four hours of usea.

Mumber of call mansfers 1o the attendant

The toral ime calls were on hold.

Mumber of call ransfers o boxholders.

Mumber of calls mansferrd to non-mailbox exten-
slons,

Number of transfers made using the hunt group

transfer sequence during dayline operations.

Number of wansfers made wsing the hunt group
transfer sequence during nightline operations.

MNumber of Gmes the Phonebook was accessed.

GIMDI & || Systern Manager's Guide
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Failed xfars:

Clear?

MNumber of ransfers that were not completed.

Responding with a "Y" clears the accumulated to-
tals in the repert just generated. An "N° allows the

counts 1 continue accumulating from their current
values,

—
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11.3.5 Port Activity by Category Report ﬁ _
Press key [5] to generate the Port Activity by Catzgory Report. The following

is displayed on the ierminal screen:

Port Actlvity by Category mm-dd-yy hh:mm ARPM

Incoming calls
Port 1

o =) hoin fs L3 PR3

nrnne
nAnne
nnnnn
nnnnn
nRnnn
nnnnre
AR
MR

Attendant transfars

Port 1

o - G &R 4w DO BJ

nnnnn
nnnnmn
nnnnm
nnnnm
nnnnn
nnnnn
nnnnr
nannn

Boxhalder transfers

Part

-t

=R I (E T AP ]

nnnnn
nnnnn
nnnnmn
Terrerer
rirnnn
nannnn
nnnnn
nnnnr

Hunt group xfers

Dayline
Pan

1
2
3
4
5
&
7
8

nAnnnre
nnnne
nnnnmn
mannn
nnnnn
nnnnn
M
mnnnn

FPhanebook access

Pat 1

th & L R

nnnnr
Annemn
nnnnn
nnnnn
nnnnn

Connect time

Port

Hold time

Fan

oo - O B L b =

o o= O e LD R =

amm:ss
h:mm:ss
mmm:ss
himm:ss
nimm:ss
hemm:ss
h:mm:ss
n:mim:ss

himm:ss
himm:ss
R:mm:ss
R:mm:ss
f:mm:ss
h:mm:ss
h:mm:ss
h:mim:ss

Hantox transiers

Port

oo = & o e L R =

Mightline

Pan

O =d O L B G RO ==

nnfhn
nnff
nnnnn
nnnnn
nnann
nnnnn
nnnnm
mnnnn

nnmnnn
nnnnn -
nnnnn
nnnnr
nnnnmn
nnnnn
nnnnn
nnnnr

Falled transfers

Pon

9

o e L by

mnnnn
nnnnn
ARRnn
nnnn
NN
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Activity Reports

Clear?

nRnnn G nnnnn
frnnn 7 nnrnn
iTiTilils! & nnnnmn

Report itern Definitons

Last cleare:

Incoming calls:

Connect time:

Holding time:
Attendant xfers:
Boxholder xfers:

Monbox xfars-

Hunt group xfarsg
Dayline:

Mightline:

Failed xfars:

Phonebock acress-

Clear?

11 - 36

Dare on which the totals were last clearsd. The data
in this report are accumulations from this date.

Mumber of incoming calls |

Total connect tme, in hours, minytes, and seconds
[rom the time CINDI picks up a line undl the tdme
CINDI hangs up.

The towl dme calls wers on hold.

Number of call transfers to the atendant

Number of call ransfers to boxholders,

Numnber of calls sansferrd 1o non-mailbox exten-
sions.

Number of ransfers made using the hunt g;mui::

transfer sequence during dayline operations.

Number of mansfers made using the hunt group
oansfer sequence during nightline operations.

Murnber of ransfers that were not completed.
Number of times the Phonebook was accessed.
H.cs;_mndin gwith a 'Y’ clears the accumulated to-
tals in the repor Just generated. An ‘N allows the

COuUnIS (o continye accumulating from their current
vallss,
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11.3.6 Subscriber Mailbox Activity Repont

Press key [6] to generae e Subscriber Mailbox Activity Report. The
following is displayed on the werminal screcn:

cubseriber Mailbox Activity mm-dd-yy hivmm AMPM

MAILBOY NUMEBER: nnn

Lasi clearad: rrim-dd nibemm AP M
Transfer reqguests: nnnnnm
Busy atiempts: nnnn
RMNA attempis: nnnnn
Blocked attempts: nonnn
Forwarded attempts: AR
Screen calls refused: nnnmnn
Scroen calls accepted: nnnnn
Hold requesls: nnnnn
Hold tlmea: h:mm:5s
CivimiEr acCessas: nnnnn
Gues] accesses; nnnnn
Callar aocesses: TN
Crwher connect time: h:mim:ss
Cuest cannaect fima: h'mm;ss
Caller eonnact time: h;mm:ss
Caller Activity:
Calls  Tima Calls  Time
AR 12 nnAnn h:mm:ss AMAZ2  nnRAn  emmeoss
1 nnnnn nmm:ss 1 nannn hommoss
2 nnnfn himm:ss . 2 phanan emmoss
3 nonnn k:mm:ss 3 nARnn emmEEs
4 nnonn Emm:ss 4 nannn  Emmss
= nnnnn mmess £ nponnn himmiss
B nannn himmess 6 mnnnnn  h:mmoss
T nnnnn honmiss 7 nanAn  EmMmoss
g nannn hammiss B nnnni  Mmss
| nonnn h:mmss 3 nnAna  RMAMEs
10 nonnn REEmass 10 nnnnn himmss
11 nnnnn hzmm:ss 11 nnnnn h:mmss
Incoming msgs rovd: .nnnnn
Explred messages: nAnnm
Group messages sent: (lalilily]
Cerlifled msgs sent: nnnnn
Lang distance iCzlls Time
Message forward: AR hmnEs
Call placements: AAARD h:mm:ss
Tatal: nnann h:mm:ss

Lacal
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Activity Reports

11 -

Messzage forward: nnnnn h.mm:ss

Call placements: nannn h:mmiss

Total: nrnnn h:mm:ss
Clear?

Repaort Item Definitions

MAILBCX NUMBER:

Last cleared:

Transier requests:
Busy attempts:

RMNA attempts:
Blocked attempts:
Forwarded attempts:

Screen cails refusad:

Screen calls accepted:

Hold requests:
Hold time:

Owner accessos:

Guest accesses:

Caller accesses:

Owner connect time-

Mumber of the mailbox covered by the r&port.

Dyate on which the totals were last cleared. The
dlata in this report are accumularions from this
clate,

Number of transfer requests,
Number of busy attempts.

Number of fing, ro answer allEmpts.
Number of attempts blocked.
Number of attempts forwarded.

MNurnber of scresned calls refused by the box-
holdsr,

Number of screened calls accepted by the
boxholder,

Number of calls placed on hold
Total time cally were on hald.

MNumber of times the mallbox owner accessed
tive mailbox.

The number of calls made by guests of the
boxholder w0 access their accounts hosted by
this mailbox,

The number of calls made to the mailbox,

Total time the mailbox Wwas in use by the
OWner,
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Guest connact time:

Caller conneact ime:

Caller activity:

Incaming msgs rovd:

Expired messages.

Group messages sent:

Cerified msgs sent:

Long distance

Message forward:

Call placemants:

Toal:

The wotal tme the mailbox was used by guest
LCCOUNTS,

The total dme the mailbox was in use by
callers depositing messages.

The number of calls and time the mailbox was
in use by callers,

“ne number of messages sent to the box-
holader,

The number of messages automatically
deleted by CINDI because they remained on
the system beyond the defined retention time
for the mailbox.

The number of group messages sent by this
mailbox. This count s accrued on a pre-
recording basis.

The number of certified messages sent by this
boxhalder 1o another boxholder.

The number of long-distance calls and amount
af time CINDI uwsed to forward the
hoxhalder's messages. This wotal includes all
remies scheduled because of busy signals and
ne-angwer conditions,

The number of long-distance calls and the
amount of tme CINDI used to make call
placements for this boxholder. This count is
accrued 2t the tme the call is made and in-
cludes rerries resulting from busy signals and
no-gnswer conditions.

The total number of long-distance calls placed
by CINDT and the wial time used to place the
calls.

CINDI 1 & Il System Manager's Guide
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Activity Reports

Local

Message forward:

Call placements:.

Tatal:

Clear?

The number of calls and amount of time
CINDI used to forward the boxhalder's mes-
shges. This wtal includes all retries scheduled
because of husy signals and no-answer condi-
tions,

The number of calls and the amount of time
CINDI used o make call placements for this
boxholder. This count is acerued at the time
the call is made and includes remies resulting
from busy signals and no-answer conditions.

The rotal number of local calls placed by
CINDI and the total time used to place the
calls,

Responding with a "Y' clears the accumulated
rorals in the report just generated. Ap "N
allows the counts to continue accumulating
from their current values.

11-40
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11.4 Phonebook

Phonebook is a directory feature that allows callers © use the telephone
keypad to enter a person's name instead of their extension number, Selection
3 allows vou to create and modify the enmies to the Phonebook, gensrate the
Phonehook Activity Repor, and list the contents of the Phonebook, When
you make the selection, the Phonebook Information Menu is displayed:

- ]
i

s
L

£

.

11.4.1 Phonebook Maintenance
When you press [ 1], CINDI displays the Phonebook Maintenance Menu:
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When CINDI prompts you 1o enter a name Ur AN extension number when vou
are modifying, listing or deleting an entry, vou can enter a sin gle name or
number or specify a range of names or extension fumbers. You can also
specily all entries by entering ' 45 the name. You Can even enter & partial
name, in which case all enmies that mateh the Characters entered will be
displayed. Youmust, however, enter atomplete extension number; o pardal

nurnbers will be accepred.

You can “abridge” or limir the list by pressing the <escapes key durin £ the
listing. Further entries in the selected ran ge-will not be listed on the werminal.
They will be included on the reported record count, however. An abridged
list will be identified by the following in the name column before the range
record count:

Escape terminated listing

When CINDI prompts FU D BAIET & name or extension number, vou can
press <UCR> or <escape and return 1o the Phonebook M gintenance Menu,

Add Entries
Press the [1] key to add enmies 1o the Fhonebook. CINDI displavs the
tollowing:

Enter hame:

Enter the person’s name (last name first, then first name). Leave a Space
between the last and first names. CINDI will ignore any punctuation |, so you
do not need o separate the names with d comma. You may enter up 1o 16
characters for the name, However, the first charaeter of the name must be a
letter. Press the return key. CINDI then displays the following:

Enter extension:

Enter the person’s extension. CINDI displays the following when an entry
15 successfol:

Non-boxholder (or Boxhalder) added
Note that you can enter several different ways of spelling the same name.

This means that callers can enter either spelling and stll reach the person
they want,

Modify Entries
Press the [2] key 1o modify the existing enmies in the Phonebook. The
following is displayed:

Modify Name ar Extensian-

11 - 42
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Enter the name or the extension that you want to modify, or a range of names
and extensions, a partial name or "*" for all entries, CINDI will display the
current entry and ask:

Modify?
Enter "Y" and the following is displayed:
HHHMH Last name First name

Mew name:
Mew axtension:

Enter the new name and extension. You cin pass Over entries or exiensions
by entering a retum, <CR> CINDI displays the modify prompt again.
¥ oucan Tetern to the Phonebook Maintenance menu by pressing <CR= or

List Phonebook
Press the [4] key to list the contents of the Phonebook. The following is
displayed:

List Name or Extensicn:

Enter the name (last, firsth or the extension number, or a range of names or
exiension aumbers, & pantial name or "*" to list all entries. CINDI displays
the list and the number of records listed:

MMMN Last mame First name

MMMH Last nama Firgt name
— 02 Record(s)

Abandon Changes
Press the [6] key to abandon all the changes you just made to the Phonebook,
The following 15 displayed:

Abandon changes?

If you enter a "Y". CINDI responds with the following and discards your
changes, retaining the previous version of the Phonebook:

Discarding all changes
If vou enter & "N" or a <CR>, CINDI responds with the following:
All changes remain

You can then exit and save the changes.
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Delete Entries
Press the [8] kev 1o delete entries from the Phonebook, The following is
displaved:

Calete Name or Extension:

Enter the name or exension, or range of names or extensions, partial name
ar "*" for all entries that you want o delets. CINDI displays the name and
mailbox number and displays the following:

Delate?

Enter "Y" to delete the entry,

Exit Maintenance
Press the [9] key to exit the Phonebook Maintenance Menu and save the
changes you have made. When you press the key, CINDI sorts the entries in

the Phonebook to reflect the additions, deletions and modifications vou
made. The following 15 displayed:

Sort completa
Fhenebook updated

You are returned to the Phonebook Information Meny,

—_
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11.4.2 Phonebook Activity Report

Press the [2] key to generute the Phonebook Activity Report. The following

15 displayed:

Phoneboak Activity Repart mm-dd-yy hh:mm [AMPM)

Lastcleared: mm=dd nhmm AMFPM
Coannect {ime: h:mm:ss

Acoess couni: AR

No matches: el

Retry count: nnnnn

Artendant xiers: nnnnn

Clear?

Report ltem Descriptions

Last cleaned:

Connact time;
Access count:

Mo matches:

Retry count:

Attendant xfars:

Clear?

Date on which the totals were last cleared. The data
in this report are accumulations from this date.

Total time the Phonebook was used by callers.
Number of tmes the Phonebook was used.

Number of times the name entered did not match
any enmy in the Phonebook.

Mumber of gmes

Mumber of dmes a caller ransferred to the attendant
from the Phonebook,

Responding with & "Y" clears the accumulated to-
1als in the report just generated. An "N° allows the
counts to continue accumulating from their current
values,
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11.4.3 Phonebook Listing
Press the [3] key o list the contents of the Phonebook. The names are listed

11 - 28

alphaberically,

Phonebook Listing mm-dd-yy hh:mm AM/PM

Ext#
oviG
0310
o711
Qrza
orza
o713
Grs
0715
UEN ]
0456

Mame

BAGGINS BILBG
BAGGINS FRODO
CASE CAREYON
MACGREGOR BILL
MCGREGOR BILL
MILL KAFY

MILLS HAYLEY
PFEIFFER PFRED
WINTER OLDMAN
YOUNG STEVE
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11.5 VoicePath Mailboxes (VoicePath Feature Only)

If you have VoicePath oprional sofeware installed on your system, selection
4 allows vou 10 assizn the Dayline and Nightline mailboxes to ports and
generate VoicePath mailbox configuranon and activity reports. When you
make the selection, the following menu is displayed:

- VOICEPATH MAILBOX MENU
e Display thisMenu

Note that you can also use YoicePath mailboxes to present greetings on CO

runks. See the Technical Reference Manual chapter tited, Integrations for
more information.

11.5.1 VoicePath Mailbox Dayline Port Assignment

Press kev [1] 1o assign a Dayline VoicePath mailbox to a pert. The following
is displayed:

Enter port:
Enter the port number. CINDI responds:
Mo mallbox assigned 10 port 2

Entar naw VolecaPath mallbox:

Enter the number of the Dayline VoicePath mailbox, CINDI responds:
Mailbox HHMHN assigned to por 2,

To cancel the assignment, press [1]. The following is displayed:
Enter port:
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Enter the port aumber, CIND] responds:
Mallbox NNNN assigned to port 2.

Enter new VioleePath mailbox;:
Enter a dash, "-", instead of & mailbox number, CINDI responds:
No mallbox assigned o port 2.

11.3.2 VoicePath Mailbox Nightline Port Assignment

Press key [2] w assign g Nightline VoicePath mailbox 1o a port. The
following is displayed:

Enter port:
Enter the port number. CINDI responds;
No mailbax asslgned to port 2

Enter new VeicePath mallbox:
Enter the number of the Nightline VoicePath mailbox, CINDI responds:
Mallbox NNNN assigned to port 2.

To cancel the assignment, press [1]. The tollowing is displayed:
Enter pon:

Enter the port number, CIND] responds:
Mallpox NNNN assigned to part 2,

Enter new VoicePath mailbox:
Enter a dash, =", instead of a mailbox number. CINDI responds:
Mo mailbox assigned to part 2,
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11.5.3 VoicePath Mailbox Configuration

Press key [3] 1o generate the Mailbox Conliguranion Report. The following

is displayed:

VolgePath Mailbox Conflguration mm-dd-yy hh:mm AMPM

VOICEPATH MAILBOX:

Cragtion time:
Passward:
Max recording:
Greeting recorded:
Mame recorded;
Meni racarded:
Manu rep count:
Multl key status:
Key definitions:
Key

I R A R

Report Itam Definitons

VOICERPATH MAILBQX:

Creation fime:

Max recording:

Greeting recorded:

Mame racorded:

nnn

mm-dd by {ANPR)
{none/passwaord)

nn secs

iyes/no}

{yes/ngj

{yesno}

n

(enabled/disabled)

Function

undefined key
undefined key
transfer ta mailbox 711
transfer to extension 711
transfer ta attandani
terminate call

move to any mallbox
move 1o any extension
undefined kay

access phonebook

E terminate call

Number of the VoicePath mailbox covered by
ihe Tepori.

Date and time that the mailbox was originally
created on the system.

The maximum recording length allowed on
the mailbox,

Indicates whether or not a greeting has been
recorded for the mailbox.

Indicates whether or not & name has been
recorded For the mailbox.

CINDI | & Il System Manager's Guide
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Menu recorded:

Menu rep count;

Multi key status:

Key definitions:

Indicates whether or not g meny has been
recorded in the mailbox,

Indicares the number of times the meny will
be presented 1o a caller.

Indicates whether or not multiple key inputs
arc enabled or disabled for the mailbox.

Lists the key assignments and automatic exit
assignments for the mailbox,

11 -50
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11.5.4 VoicePath Mailbox Activity

Press key [4] w generate the Mailbox Activity Report. The following is
displayed on the werminal screen:

VoicePath Mailbox Activity mm-dd-yy hh:mm AMPM

VOICERATH MAILBOX:

Last clearad
Crwher accoss:
Cwner connect:

Caller access:
Callar connect:
Hangups during
Greeting:
Mienu:
Mo Input actlon:
Key salects:
Key Vaolume
0 i}
1 n
2 mn
3 n
4 n
Caller aciivity:
Calls
A 12 nnnnn
1 nnnnn
2 nnnnn
3 nnnnn
4 nnnnn
S N
& mnnnn
7 nnnnn
& nnnnn
2 nnnnn
10 nnnnn
11  ARAAn
Clear?

Report Item Definitions:

VOICEPATH MAILBOX:

Last cleared:

nnn

mm-dd
nnnnn
haminiss
nnnann
h: i ss

e
nAnnn
nnAnAnR

&

¥

0 =] B

Timme

f:Imm:ss
m:mm:ss
m:mm:ss
m:mm:ss
h:mm:ss
h:mm:ss
h:mm:ss
h:mm:ss
h:mm:ss
h:mm:ss
h;mim:ss
h:mm:ss

Walurma

E =233 3
-
ra

T LR

calls

mnnnn
nnnnh
nnnAn
nnnnn
nnnnn
nonnn
Momnn
mmnnm
mAnnn
nnnnn
nnannn
il latelil

hh:mm [AMPM)

Time
hmm:ss
h:mm:ss
hmm:ss
h:mm:ss
nmm:ss
h:mm:ss
h:mm:ss
h:mm:5s
h:mm:ss
h:mm:55
h:mm:ss
h:mmiss

Number of the VoicePath mailbox covered by
the report.

Drate on which the totals were lastcleared. The
data in this report are accomuladons from this

date.
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Qwner access:
Dwner connact:

Caller access:

Caller connect:

Hangups during

Greeting:

Menu:

Mo input action:

Key selscts:

Caller activity:

Clagr?

Number of times the mailbox was opensd.
Time the owner gccessed the mailbox.

Number of tmes the mailbox was used by
callers.

Time the callers used the mailbox.

Number of times callers hung up during the
greedng presented by the mailbox.

Number of tmes callers hung up during the
menu presented by the mailbox.

Number of times no entry was made in
response to the mailbox,

Lists the keys and the number of enmies for
gach key.

Lists, by each hour in the day, the number of
calls received during che hour, and the total
duration of the calls in hours, minutes and
seconds,

Responding with a 'Y* clears the accumulated
totals in the repom just generaed. Ag N

allows the counts o continue accumulating
from their current values,
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11.5.5 VoicePath Invalid Key Response Assignment
Press key [5] 1o define the response 10 an invalid key input while using a
VaicePath mailbox. The following is dispalyed on the terminal screen:
VolcePath Invalid Key Aesponsa Assignment
Response sel to volce(ar tone).

Enter choice (T

Enter your choice: "T" means that CINDI will respond with a beep when an
invalid key is pressed: "V means the CINDL will say the prompt "Invalid
response” when an invalid key is pressed. CINDI then displays:

Response set to tone (or valcel,
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11.6  Advisory Mailboxes (Voice Advisor Feature Only)

If vou have Voice Advisar optional software installed on your system,
selection 5 allows you 1o assign Dayline and Nightline mailboxes to ports
and to generate Advisory Mailbox configuration and activity reports, When
you make the selection, the followin £ meénu i3 displayed:

Note that you can also use Voice Advisor mailboxes o PTEsent greetings on
CO trunks. See the Technical Reference Manua) chaprer titled, Integrations
for mere informartion,

11.6.1 Advisery Mailbox Dayline Port Assignment
Press key [1] to assign a Da yline Advisory mailbox o a port. The following
15 displayed:

Enter port:
Enter the port number, CINDI responds:
Mo mallbex assigned to port 2

Enter now Advisory mailbox:
Enter the numbsr of the Dayline Advisory mailbox, CINDI responds:
Mallbox NNNMN assigned to pan 2.

To cancel the assignment, press [1]. The followin £ 1s displayed:
Enter port;
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Enter the port number. CINDI responds:
Mailbox NNMM assigned 1o pon 2.

Enter naw Advisory mailbox:
Enter a dash, "-", instead of a mailbox number. CINDI responds:
Mo mailbax assigned to port 2.

11.6.2 Advisory Mailbox Nightline Port Assignment
Press key [2] to assign a Nightline Advisory mailbox to a port. The following
15 displayed:
Enter port:
Enter the port number. CINDI responds:

Mo mailbox assigned o port 2

Enter new Advisory mailbox:
Enter the number of the Nightline Advisory mailbox. CINDI responds:
Mailbox NNNM assigned to port 2.

To cancel the assignment, press [1]. The following is displayed:
Enter port: . '
Enter the port number, CINDI responds:

Kailsox HHMM assigned 1o port 2.

Enter new Advisory mailbox:
Enter & dagh, "-", instead of a mailbox number. CINDI responds:
Ho mailbox assigned to pant 2.
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11.6.3 Advisery Mailbox Configuration Report |
Select option [3] from the Advisory Mailbox Menu in order to access the
Advisory Mailbox Configuration Report. This TEPOMT presents the current

design structure of an advisory mailbox.

As soon as you press [3], the system will prompt you to enter & mailbox
numoer. Whea you enter a valid advisory mailbox, the system presents the

configuration starms.

Yoice Advisor Mailbox Conflguration mm-dd-yy hh:mm AMPM

VQICE ADVISOR MAILBOX: nnn
Creatlon time: mm-dd hh:mm {AMPM)
Password: {none/password)

Max recording: nn sacs

Greetlng recorded: (yesno)

With ann greeting: ('Y/M)

No ann's greeting: (¥/N)

Annduncemant count: n

Responses: LY

Retentlon current: (permanant}

Retention maximum: {permanent)

Blacking status:
Protactlon status:

(disabled/enablad)
{disabled/enabled)

Mame recorded: (¥esno)
Meanu recorded: (yes'na)
Menu rep count: n
MU key status: (enabled/disabled)
Bad key response: {errortona)
Key definitions:

Key  Function
undefined key
undefined koy
transfer to mallbax 711
transfer to extenslon 711
transfer to attendant
terminate call
move te any mailbax

T b a3 o

T move to any extension
8 undefined key

3 dCcess phonebook

AE terminate cajl

Heport Item Definitonsg

VRICE ADVISOR

MAILEBO X Number of tha Voice Advigor mailbox

covered by the Tepor

—_——
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Creation time;

Password:

Max recording:

Greeting recorded:

With ann greeting:

Mo ann's greeting:

Announcement Couni:

Responzes:

Retention current:

Retention maximum:;

Elocking status:

Protection status:

Date and time that the mailbox was onginally
created on the system.

If the caller is required 10 enter & password,
that password is displayed here. If no
password is reguired, this item is defined as
NONE,

The maximum anonouncement length defined
for the advisory mailbox. The length is dis-
played in seconds (SEC).

Indicates whether or not a greeting has been
recorded for the mailbox,

Indicates whether or not the "announcements
present” gresting has been recorded.

Indicates whether or not the "no-an-
nouncement present” greeting has been
recorded.

Indicames the total number of anouncements
recocded for the advisory mailbox.

Indicatas if the advisory mailbox is response
preferred (i.e. callers can record a response
after hearing each announcement).

Current retention time is mailbox owner
defined and indicates the number of days the
system will acmally retain the announcements
recorded for the mailbox.

Maximum retention time s defined by the
Svsiemn Manager. Current retention time can-
not excesd this maximum

Indicates whether or not the advisory mailbox
is blocked.

Indicates whether or not the mailbox is
protected.

CINDI & 11 System Manager's Guide
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System Manager Terminal Functions

Advisory Mailboxes (Voice Advisor Feature Only)

Mame recorded:

Menu recorded:

Menu rap count;

Mulli key status:

Bad key response:

Key definitions:

11 -58

[ndicates whether or not 2 name has been recorded
for the mailbox.

Indicates if the owner has recorded & menu for the
advisory mailbox

The number of dmes the owner defined menu will
be repeated {i.e. menu repetition count).

Indicates whether or not the mailbox meny will
accept multiple key inputs,

Indicates the system response w an invalid key
entry.

Lists the telephone keys and their corresponding
functions which are used in the owner defined
menu. Also shows the automaric exit action,
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Advigory Mailboxes (Voice Advisor Feature Only) System Manager Terminal Functions

11.6.4 Advisory Mailbox Activity Report

Select option [4] from the Advisory Mailbox Menu in order 10 access the
Advisory Mailbox Activiry Report. This report presents phone line activity,
hourly caller activity and caller response activity for an advisory mailbox.

Ag 00N as you press [4], the system will prompt you (0 enter a miailbox
number. When you enter a valid advisory mailbox, the sysiem presents the
TEpOLL

Volge Advisor Mailbox Activity mm-dd-yy hh:mm AM/PM

VOICE ADVISOR MAILEBOX: nnn

Last cleared rmm-dd hhzmm (ARNERM)

Ohwhnear access: nAnnn

Jwner connect: h:mm:ss

Caller access: [plalalylyl

Callar connest: b Es

Hangups during
Greeting: AR
Announcemenis: FAFLFRRE
Menu: [alalalali

Ho Input action: alalylaly

Kay selacts:

Keay Yolume Kay WValume

i} n > ni

1 n & n

2 n T n

3 h B n

4 n a n

Caller activity:

Calls Time Callg Time

A 12  nnnnn h:mm:ss PM 12 nnnAnn h:mim:ss
1 nnAnn hmim:ss 1 nnnnn h:mm.ss
2 nannn h:mm:ss 2 nannn h:mm:ss
3 nAn6nn h=mm:ss 3 nnnnAn h:mim:ss
4 nnnnn hzmmiss 4 nnnnn n:mm:ss
5 nnnnn h:mim:ss 5 nnnnn h:mm:ss
& nnnnn h:Mmm:ss 6 nnnnn n:mm:s5
T nnnnn Fimim s T MM h:mm:ss
g nnnnn h:mm:ss g nnnnn h:mm:ss
9 nAnnn h:mm:ss 3 nonnn hzmm:5s
10 nnnnn h:mm:ss 10 nnnnn M:mim:ss
11 mnnnn h:mm:ss 11 mnAnnn h:mm:ss

Clear?
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System Manager Terminal Funetions Advisery Mailboxes (Voice Advisor Featurs Onily)

Repaort item o efinitionsg:

Last cleared: Date on which the totals for this advisory mailbox
were lust cleared. All the following data in this
Tepart is accumulated from this date.

Cwner access: Number of times the owner used the mailbox.

Owner connact- Time the owner accessed the muilbax,

Caller access: Number of times the mailhox was used by
callers.

Caller connect: Time ;thc callers used the mailbox,

Hangups during
Gresting: Number of times callers hung up during the
greeting presented by the mailbox.

Announcements: Number of times callers hung up during the
dnnouncements presented by the mailbox,

Meanu: Number of times callers hung up during the
mehu presented by the mailbox.

Mo input action: Number of times no enIry was made in
response o the mailbox, '

Key selects: Lists the keys and the number of entries for
each key,
Caller activity: Lists, by 2ach hour in the day, the number of

calls received during the hour, and the ol
duratior of the calls in hours, minutes and
seconds,

Clear? Responding with a Y’ ¢lears the sccumulated
totals in the repor just generated.  An "N
allows the counts o continge accutrularing
from their cumrent values,

11 =
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System Manager's Mailbox Lock Systemn Manager Terminal Functions

11.7 System Manager’s Mailbox Lock

You can lock the Sysiem Manager's mailbox using this terminal function.
This lock prevents anyone, including the System Manager, from accessing
the mailbox znd wsing the System Manager's mailbox functions. You must
unlock the mailbox in order to use it Callers requesting 1o sign onto the
mailbox will be presented with the following prompt:

Mailbox is currertdy locked,
The caller returns 10 the Inifal Mailbox prompt.

If vou activate the lock while the System Manager is using the mailbox, the
lock will take effect as soon as the mailbox is closed.

To activate the 1ock, select option [6] from the Main Menu,

: y Mailbox Menu
6= System Manager's mmmmm:m%

The following prompt 15 displayed:
System Manager's Mallbox Lock Access MM-DD  HH:MM  xm.

The System Manager's mailbox is currantly {'LG-E:KED.I'LIHLGEF.ED}
Do you wish to change the lock status? [N]
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System Manager Terminal Functions

Systemn Manager's Mallbox Lock

Type 'N” 10 leave the lock status unchanged. Type 'Y* to change the stams.
You de not have to enter a-rewrmn o intdere the command. All othet antries
result in the following error message and redisplay of the prompt shown
abowe,

invalld entry. Please input 2 Y or an N.
After you enter your choice the new status of the mailbox i displayed;
The System Manager's mallbox is currently (LOCKE DVUNLOCKED).

If you do not make an entry within one minute after the initial prompt is
displayed, areturmn is assumed by the system and you are returned o the Main
Menu.

i

« §2
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Diagnostic Reports Menu System Manager Terminal Functions

11.8 Diagnostic Reports Menu

Use selection [T] from the Main Menu o access the Mailbox Message
Delivery Tracking Report. This report contains the time and date messages
were delivered 1o 2 particular mailbox.

When you press [7], the following prompt is displayed:
Mbx?

Type in the number of the mailbox you want the report 1o cover. The report
is then presented. If you enter an invalid mailbox number, the prompt is
displayed again.

Delivery Order; LLLL  Current Users: LLLLLL (LLLLLL)

Msg Stat  Ddate Dilmg Typ  RAdale Rilme Sendar
nnn-x = mm-dd hhmm x.m. | mm-dd hh:mm x.m. mmmm
nnn=x & mm-dd hh:mm =.m. 1 mmi-dd nh:mm x.m.  mmmm
non-x s mim-dd hhmm xm. t mm-dd hb:mm X.m.  Mmmim

Report Item Definitions

Delivery Order Message retrieval order at the ime of the report -
gither LIFO or FIFO.

Current Users List of the types of users currently using the mail-
box

IDLE - Mailbox is not currently opened for
updare

OWNER - The boxholder is currently signed
onto the mailbox,

GUEST - A guest is currently signed onto the
mailbox.

CALLER - A message is being recorded for
the mailbox either by an outside caller or
another boxholder uwsing the Main Menn
'Send a Message” feature - key 1.
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System Manager Terminal Funciions

Diagnostic Aeports Menu

Msg

Stat

CALLER. OWNER - The boxholder is signed
on and & message i3 being loft atthe same nme.

CALLER, GUEST - A guest is signed on and
o message is heing left at the same Hme.

OWNER, GUEST - The boxholder is signed
on and a guest is signed on at the same tme.

For the purpose of monitoring delayed message
delivery reports, the key element iz whether the
hoxholder is signed on during the report. I the
boxholder is signed on, the T value may be valid.
If the boxholder is not signed on when the report is
senarated, the T value for the Staos is invalid and
should be reported 10 Genesis Elecronics.

Providing the other information for current mailbox
activity allows the System Manager 1o determine
whether and by whom a mailbox is being accessed
ot the fime of the report. This is helpful in detecting
passwaord security breac hess.

The index number of the message. The first three
digits indicaw the first message 10 be played,
second message 1o be played, st The digit after the
hyphen is the message scgmeant level indicator and
indicates the first message heard, seeond message
heard, etc.

Current receipt stams of the message:
5 - message in saved queue
» - message in new guede
T - message is marked for transition between
queues. A lemporary condition that should not
appear unless the boxhelder is currently in the

mailbox.

blank - appended message segment

11 -
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Ciagrastic Reparts Menu

System Manager Terminal Fundlions

Ddate

Mima

Typ

Rdate

Rtime

Sandear

Month and date the message was delivered - arrived
in the mailbox, [f the message was a canned integra-
ton message, the software will pant "Stock Mes-
sage” in place of Ddare and Dome. No other
information will be printed after this,

Hour, minute and AM or PM indicator of the time
the message was delivered to the mailbox.

Method of delivery forthe meszage to the mailbox.

1 - directlv deposited in mailbox

2 - deliversd by General Delivery

3 - wansferred with comments

4 - ransferred without comments

5 - delivered through integraton feature

Month and date the message was recorded.

Hour, minute znd AM or PM indicator of the time
the message was recorded.

The message sender’s mailbox number or other
indicaor:

CALR - message was left from outside of
mailbox

GST = messape was @ response (o a guest
message

CPLC - message was a response 10 a call
placement

CIMDI | & 1| System Manager's Guida
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Genaral Informalion

General Information

This chapter reviews some important general information regarding CINDI
10 help you understand how CINDI operares,
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Gangral Inermation Housakeeaping

12.1

Housekeeping

Each night, arpund 2:00 AM, CINDI performs housekeeping operations,
Several functions cecur during these cperations, wncluding:

MESSAGE DELETION: Messages are allowed o be on the
system only temporarily - for the Boxholder's assigned
message reention ome,  Similarly, when you record the
System Bulletin, vou specify the number of days it is to
remain on the system. During housekeeping, CINDI checks
each these recordings and, if approprizte, deletes them from
the sysem.

MESSAGE RETENTION TIME UPDATING: You can scf &
standard message retentdon period between one and seven
days for vour system (see the chapter, Company Informarion:
Key {3]). When this serting 15 changed, any Boxholder
assigned the previous value is reassigned the new value. This
reassignment oocurs during housskeeping. Any messages
received by the affected Boxholders after housskeeping
reflect the new standard message retention time.

GENERAL CLEANUP: Dwring the day, some disk blocks
might be removed from service for 2 number of reasons.
During housekeeping, CINDI determines exactly which
blocks arc available for use and which are not. This guaran-
tees that callers have access to all of the available storape
CEpaciry.

If you have & printef or terminal connected o CINDT s Port 2, CINDI displays
a message when housckeeping operations are complete:

Housekeoping complewed  mm-dd-yy  hh:mm xM

If any other message appears, you should contact the people servicing your
CINDI system.

If the year displayed is incorrect, vou can reset it via the SETUP command.
Refer to the Technical Reference Manual, System Utilities chapter for
Insructions.

12-2
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Housakagping General Infarmation

12.1.1  Usage During Housekeeping

Although CINDI first mies to begin housekeeping at 2:00 AM, it cannot be
started while a caller is using the system’s voice mail features. If 2:00 AM
arrives and callers are already on the system, CINDI allows them to continus
uninerruped,

However, any callers reaching the system after 2:00 AM are prevented from
using CINDI's voice mail features until housekeeping is completed. Callers
reaching the system during this time are presented this message:

Flease presy the [6] key on your telephone beypad i vou would (ike fo hold.
{wall be werk wel (n a few REANIES.

When the caller enters a [6], CINDI tells them to wait until housekesping
operations are completed:

Please hoid the fine. §will be with you sforly.
Once housekeeping is completed (it might be several minutes, depending on

the usage of your system), CINDI checks to see if the caller is sull waiting:

Pleate presy che [G] key ro confinge.

After the caller presses [6], CINDI greets the caller as if CINDI had just
rec=ived the call.
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General Idormation Systemn Storage Capacity Limits

12.2 System Storage Capacity Limits

To help you manage the use of vour System's storage capacity, CINDI tracks
the amount of disk space in use at all times (chskusage is displaved in statstc
Repart 1. This tracking helps alert you when Your organization's growth
requires an expansion of CINDI's MEmoTy.,

In addition, when 50% or more of the Systicm's capacity is used, CINDI
notifies all Boxholders when they open their mailhox:

'm reaching the limits of my sioraee capaciy.  Flease delere any
HRRECEIIArY messages immediately,

Because this notification is provided at the 80% level, there is usually more
than enough capacity remaining on the SYStEm (o accomodate any messages
that are recorded while space is being freed,

It is helpful to monitor how often the 80% notificadon occurs, A single
instance might not require any modifications 1o your system. However, if
you begin hearing the warming frequently, you should consider either ex-
panding the storage capacity of vour CINDI or madifying Boxholders'
parameters (message retention tme, maximum message length, personal
greeting authorizations, erc.).

Youcan also reduce the amount of storage new messages require by changing
the voice quality setting on CINDI. You should remember, though, that this
does not make space availahle immediately -- messages already recorded are
unaffected.
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Telephone Menus and Menu

Maps

SYSTEM MANAGER: MAIN MENU

[1] Record a message

[2] Beceive messages

[3] Change company informarion

[4] Access the Mailbox Directory

(3] Set the time and date

[6] Change the System Bulletn

[7] Generate statistes

[8] Personalize the System Manager mailbox
[9] End the call

MESSAGE RECORDING MENU

[1] Accept the message (send)

[2] Review the message

[3] Continue recording the message
[4] Re-record the message

[8] Cancel the message
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[2] MESSAGE RECEIVING SECONDARY MENU (abbreviated)

(presented after each message plaved)
[1] Keep the message

[7] Take action on the message

[8] Dalete the message

[9] Exit message receiving

[0] Other options

[2] MESSAGE RECEIVING SECONDARY MENU (complete)

(presented after [0] pressed)

[1] Keep the message

[2] Repest the mEs5age

[3] Replay previous en seconds

[4] Move ahead ren ssconds

(5] Skip ahead through the message

[&] Stop playback for 30 ssconds

[7] Take action on the message
[1] Copy the message with commenzs
(2] Copy withour comments
[6] Relay information to a mailbox
[7] Leave a response for the sender
(9] Exit without 1aking action

[8] Delete the message

[9] Exit message receiving

[3] COMPANY INFORMATION SECONDARY MENL

[1] Change Dayline Greeting

[2] Change Nightline Greeting

[3] Record company name

(4] Bet the system stoTage capaciry

[3] Set the standard message retention Hme

(6] Define how the attendant is reached

[7] Define VoicePath paramerers (only if VoicePath is installad)
[9] Exit Company Information menu
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[4] MAILBOX DIRECTORY SECONDARY MENU

[1] Add a mailbox

[2] Modify an existing mailbox
[1] Record the name
[2] Review authorizatons
[3] Change message retention time
[4] Change maximum message length
[3] Change Line group
[6] Change message waiting notification
[9] Exit marlbox modification

[3] Reset a password

[4] List the mailboxes

[8] Delete a mailbax

[9] Exit Mailbox Direciory menu

[T1STATISTICS SECONDARY MENU

[1] Print Report 1 {General System Configuration)

[2] Print Report 2 {Telephone Line Interface Configuration)
[3] Print Report 2 (Mailbox Listdng)

[4] Print Report 4 {Subscriber Mailbox Configuration)

[5] Print Report = {Subscriber Mailbox Activity)

[6] Print Report & {System Activity Summary)

[7] Print Report 7 {Hourly Activity)

[8] Print Report 8 {Port Activity by Category)

[9] Exit Stanstics menu

[8] PERSONALIZE MAILBOX SECONDARY MENU

[2] Change the Systermn Manager password
[3] Record the names

[4] Recover the Sysiem Bulledn

[7] Select message retrieval order

[9] Exit Personalize Mailbox menu
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CINDI Worksheets

This appendix containg copies of the Management Initialization Worksheer, VoicePath Mailbox Defini-
rion Worksheats, and the Mailbox Directory Worksheet.

Additional copies can be created by copying blank worksheets.
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MANAGEMENT INITIALIZATION WORKSHEET

Company or organization name:

CINDI's standard grestings:

Dayline Greeting -- When CINDI answers vour company s calls during business hours,

Nightline Gree ting -- When CINDI angwers your company s calls after hours in Nightline made.
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Mailbax Directory Worksheet

Mailbox

Ext

Humbar Humbear

Boxholder's Hamg MBML{MAT)

LG

MF | CP | GA PG!GM|GE

MW |

PUM

MML - Maximum Message Length PG - Personal Greeting
MRT - Message Retentlon Time &M - Group Messaging

LG - Line Group

MF Message Forwarding
CP - Call Placement

GA - Guest Accounis

CS - Call Screening
MWI - Message Walting Indicatian
PUM - Personal User Menu
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Introduction

This User's Guide tells vou how CINDI can increase your welephone com-
MUunicaron power.

CINDI is an acronym for Central INformation DIspatch. Because you are a
CINDI Boxholder,

= CINDI will answer your telephone and take messages

s CINDI will call you &t another number and deliver your messages

s CINDI will call other people and deliver messages from you

s CINDI will deliver "certified” messagss from you to other
Boxholders

s CINDI will deliver a group message from you 10 as many as 247
other Boxholders

»  CINDI will take messages from you for your guests
In fact, CINDI can provide all of your telephone messaging needs.and using
CINDI is as simple as pressing the keys on your telephone.

But before you can begin, vou must have two pieces of informanon, First,
vou need to have the telephone number or main extension assigned to CINDL

CINDI | & |l System User's Reference Guide 1.1



Calling CINDI

Imroduction

1.1

1.1.1

Calling CINDI

You can reach CINDI by calling the telephone number or main extension
assigned to CINDL just like you would call any other number, CINDIs
telephone number should be listed on the first page of this chaprer.

When CINDI answers, simply follow the instructions provided by pressing
the appropriace kevs on your telephone keypad.

The phrases that you hear when you call CIND] depend on 1) the greetings
recorded for your erganization; and 2) the fearure options included on your
SYSIC.

For example, when you first call CINDI you might hear a gresting recorded
specitically for your organization. Or, you might hear a standard greeting.
Far simplicity’s sake, the examples in this chapter use the standard CINDI
presting.

If your CINDI is set up to forward calls to voice mail or direct 1o a mailbox,
you might hear a brief tone just before the system greeting or personal
greeting is played. This tone 15 a signal to CINDI which ensures thar you hear
the entire greeting,

Next, what you hear depends upon whether or not your systemn includes one
of the opdonal feature packages, If one or more of thess options is installed
on your system, not all telephone lines used with your CINDI SYSIem may
have identical capabilides.

As an example, if your organization is using the VoicePath feature, some of
the system’s telephone lines may be allocated for the VoicePath functions.
The remaining lines may be allocated for standard voice mail funchons
exclusively.

On a system like this, there may be two telephone numbers available to call
CINDI: one for VoicePath and one for standard CINDI, As a user, you need
Lo know which capabilities each number has. Contact vour System Manager
for this information.

Leaving a Message

This secton describes how callers leave messages for you in vour mailbox.
For practice, you will leave 2 message in your own mailbox.

CINDI & Il System User's Reference Guide 1-3



Calling GINDI

Introduction

Thank you.
Your message kas been delivered to: (your name),

Depending on how your System Manager has configured your system,
CINDI might conclude the call or give you the option to continue:

Thark vou. Good dayevening.
of

To cortnue, press (1],

To end this call, press (9],

» For now, if vou are given the opton, press (0] 1o conclude the
call In the fure, vou should always remember to press [9] so
CINDI hangs up when you do.

1.1.2  Using the Phonebook

If the caller presses [#] in order w access Phonebook, CINDI prompts:

Pigase enter the person’ § name, using the keys on the relephore keypad, lasr name
Jollowed By first,

Press the [1] key w0 enrer @ "0 ora 27

Tir fgave the Phorebook, press (O],

T end this call, prexs the [7] key.

The caller should enter the last name followed by the first name using the
telephone keyped. The caller needs to enter enough characters for CINDI o
uniquely recognize the person's name. In some cases the caller will only enter
2 few characters: in other cases, the caller will need ro enter the full last name
as well as part or all of the first nume. After the caller enters 2 name that
CINDI recognizes, the caller hears:

You have selected: (boxhelder' s name), mailbox (mailbox pumber).
To accepr your selection, preis [1].

To enter & rew name, press (97,

To leave the phonebook, press [0].

To end this call, press the [B] key.

If the caller presses [1], CINDI calls the requested party’s extension.

If CINDI s unable toidentify the name, the caller is presented with a selection
of names. For example, if the caller enters the last name and more than one
hoxholder has the same last name, CINDI says:

Press [1] for tboxholder” s nams),
FPress (2] for (next boxholder’ s name).
To enter a rew name, press (9,

To leave the Phonebook, press [0].
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Cpening Your Mailbox Introduction

1.2 Opening Your Mailbox

The previous sections showed you how you can reach CINDI and how callers
leave messages for you in vour mailbox. This section explains how to open
your mailbox so that you can receive your messages and gain access to other
important feamwres.

To open your mailbox, you need a "key,” This key is a password thar you
can enter with vour telephone kevpad, You are the only person who can Open
your mailbox, since no one else knows the password you choose.

When the System Manager first creates your mailbox, the system automar-
wally assigns password [0] o the mailbox. This is the defanir passwond vou
will enter the very first dme you open vour mailbox.

Once you log onto your mailbox and enter the default password, CINDI will
Prompt ¥ou to enter your own unique password. Before vou open your
mailbox for the first time, you shoold decide what this password will be.

A password can be any combination of numbers or letters on the elephone
keypad, up to four characters long (the [*] and [#] keys cannot be used).

Some examples of passwords are: 85, 2789, VW, USAF, 2BIT

Make sure you record your password where you can find it, should you forget
It. You can always change it later it you don’y like it

1.2.17  Opening Your Mailbox for the First Time

To open your mailbox for the first time, follow the Steps presented below,
Flease note that these steps apply to standard CINDI lines. If ¥OU are opening
your mailbox from an VoicePath line or from an integrated line, please refer
to the end of this chapter for the steps you should follow,

1,
telephone num-

t{'::.rﬂ CINDI by dialing an extension or the company
2. When CINDI ANSWETS, enter vour mailbox number. You can enper

o
W
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Coening Your Mailbox

Intreduction

With VoicePath and Using a Personal User Menu

If your system is equipped with VoicePath and you are authorized to use &
Personal User Menu and you have the menu enabled, open your voice
mailbox as follows:

1. Call CINDL
2. Enter your mailbox number.

3. Enter the key vou defined in your Personal User Menu as "To leave
& message in a voice mailbox...”

4. Enter an [8], followed by your password.

If your Personal User Menu is disabled, skip step 3 above when opening your
mailbox.

With an Integration
If your CINDI is equipped with one of the inte gradons, You Can Open your
mailbox from your own telephone station as follows:

1. Call CINDL
5. Enter your password when CINDI asks for it.

You can gain access to your mailbox in this manner only when calling ons
of CINDI's intagrated lines from your own telephone station, When you call
CINDI from your station, the $ystem awtomatically receives your mailbox
aumber and [#]. As a result, the system only requires your passwortl

Remember, if you call CINDI from another telephone station, the system will
automatically receive the mailbox number (and [8]) associated with that
station. CTNDI will accept only the password for that mailbox. To sign onto
vour own mailbox when calling from another station, press [#] first. Then
enter your mailbox number, [8], and your password.

1.2.3 The Importance of Opening Your Mailbox

In arder to have full access to CINDI's features, it is important that you open
vour mailbox each time you call CINDI, even if you o not intend 1o use any
of the Boxholder features available inside your mailbox. By opening your
railbox, you ell CINDI that you are 2 Boxhelder, and so are allowed other
privileges during your call.

For example, the System Manager can prevent CIN DI from presenting the
following prompt to non-Boxholders:

To continue, press [1].
To end thiz call, press (9],

CINDI | & | System User's Relerence Guide 1-9



The System User's Main Menu Introduction

1.3 The System User’s Main Menu

When you open your mailbox, CINDI tells vou the number of new MESSages
in your mailbox and presents the System User's main menu to you. This
menu tells you all of the fesmres available to a CINDI Boxhalder:

To receive your messages, press (21,

For mesrage forwarding, press [ 3],

For coll piacements, press (4],

For group messages, press [5].

Far cergified messages, press (6],

For guest aroouns, press [ 7).

To personalize your mailbox, press (8],

To record a message, press [1].

Tov end thiz call, press 19),

if your'd like to speak with someone, press i

You select a feature by pressing the appropriate key. Remember, vou can
make your selection even while CINDI is spsaking.

Each of the fearures is discussed briefly below, Those marked with an
asterisk are special features anthorized by your System Manager and might
not be assigned to your mailbox. Check with vour System Manager to verify
which have been authorized for you,

[1] RECORD A MESSAGE
With this feature, you can “close” your mailbox and record a standard
message for any Boxholder. If you want to use other Boxholder features
after you record the message, you must re-open your mailbox.

[2] RECEIVYE YOUR MESSAGES
All new and saved messages left in your mailbox can be reviewed with
this feamre.

(3] MESSAGE FORWARDING *
Use this feature to have CINDI forward your messages to any welephone
number you specify, including long distance.

(4] CALL PLACEMENTS *
This feamre allows you to have CINDI make an outgoing call and deliver
a message from you.

[5] GROUP MESSAGES *
Using this feature, you can send a message o as many as 247 people at
ong time,
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Message Recording

(ne of the primary fearures with which every CINDI user needs 1 become
fammiliar is Message Recording, Familiaricy with this feamre is important
because Message Recording is used inmany other CINDI features, including:
message mansfers with preceding comments, call placements, group mes-
sages, certified messages, and guest messages. These are In additon o the
message recording key [1] in the main menu.

When you press [1] from the main menu o recond 3 MEsSage, you should
rernamber that this “closes” your mailbox. If, after you finish recording the
message, you want to access your mailbox’s features again, you should open
vour mailbox by re-entering your mailbox number and password.

When you send messages to other Boxholders in the system, CINDI will only
be able to identify you as the sender of the message if you opened your
mailbox prior to sending the message. By opening your mailbox first, the
message recipient can respond easily to your message without having w look
up and enter your mailbox number, CINDI will automarically send the
response to you. If you do not open your mailbox pricr 10 sending a message,
CINDI will not know who vou are and the recipient will need to specify your
mailbox if he or she wants to respond 10 your message.

When you access the Message Recording feature, CINDI will prompt you
with the phmase:

CIMDI | & Il System User's Reference Guide |



Message Recording Menu Message Recording

2.1 Message Recording Menu

When vou have finished recording, CINDI presents the Message Recording
MENU 10y

If 1his message Is accepeable, press (1],
T review the message, press [2].

'z continue this message, press r3).
I'0 re-record the message, press (4,
To cancel the message, press 18],

This menu gives vou complete control over the content and presentation of
¥Oour message,

21.1  Accept the Message (Send)
Unuil the message vou record is acceptable 1o you, CINDI does not deliver
it to the specified receiver(s).

To tell CINDI that the message is acceptable:

»  Press (1] when presented the Message Recording menu.

Depending on how you accessed the Message Recording feature, CIND]
acknowledges your input with a hrisf delivery confirmation or by continuing
with the feature you used to access Message Recording.

21.2  Review the Message

To review the MESFALT a5 it is currently recorded:
»  Press [2] when presented the Message Recordin £ menu,

CINDI plays back the entire message for vou and then presents the Message
Recording menu to YOu again.

If you enter g key while the message is bein £ Played back, CINDI trears the
key as another Tesponse 0 the Message Recording menu, This means that
¥Ou can press:

*  Another [2] to restart the review PTOCESS,

" A[3] o continue recording from the end of the fument message
(not from the point in the message where you press [3]).

" Any other key in the Message Recording meny,
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Message Recording Menu Massage Recording

This meatment is especially important for callers with rotary phones, These
callers can record messages and know they will be delivered, even though
they cannot provids CINDI with any tone input.
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Talset Messages {IVMS Intagratian Only) Message Recording

2.3 Telset Messages (IVMS Integration Only)

If your system is equipped with the TVMS integration for the Northern
Telecom SL-1, vou have the Opportunity of leaving a Telsat Message rather
than recording a voice message. Telset Messages are shore MESsAges pre-
recorded on the CINDI system that Boxholders can depositinto any mailbaox.
Callers can leave a Telset Message by pressing a telephone keypad code that
commesponds with the desired message.

For more information on Telser Messages, refer to the IVMS Chapter in this
guide. For dewmiled instmictions on how 1o leave Telset Messages from your
telephone set, please refer to the SL-1 documentation.
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Message Receiving: Key [2]

In order [0 receive your messages,

% » Press [2] when presented the Systern User’s main menu.

If there is a Svstem Bulletin, CINDI presemts it to you each ime you enter
Message Receiving., After it's presented, CINDI asks whether you want 10
continue to have it presented in the future:

Svarems bulledin: (bulletin)
Press [1) io rave the current bullenn.

Press (8] to delee i

» If you want the Bulletin presented each fime you enter Message
Receiving, press [1]. Press [8] if you do not need to hear it each
time. (You can recover access to the Bulletin if you delete it --
refer 1o the chapter, Personalizing Your Mailbox: Key [8].)

When the System Bulletin presentation is complete, CINDI presents your
new messages followed by your saved messages. CINDI presents your
messages in either LIFO (Jast in, first out) or FIFQ (first in, last out} order,
depending upon the message retrieval order set for your mailbox. Refer to
the chapter, Personalizing Your Mailbox: Key [8], for information about
how 1o st your message remieval order.
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Message Receiving Menuy Message Receiving: Key [2]

3.1 Message Receiving Menu

After each message, CINDI 1ells vou the date and rime the message was
deposited in your mailbox. For General Delivery messages and messages
copied without comments, your System Manager can set CINDI to tell you
the date and time thess messages were delivered to your mailbox and the date
and ame they were recorded.

LCINDI then presents an abbreviated menu of the available Message Receiv-
ing commands:

To keep chis message, press (1)
T take aotion on i, press (7],
To delete the message, press (8],
For other oprions, press [0].

If you want to hear the complese menu, prass [0], and CINDI plays it for you:

T'o keep the message, press [1].

T'o repear the mestage, press 25

To replay the previous ten seconds, press [3],
T move ahead fen seconds, press f4],

To skip akead through the magsage, press [37,
To stop playback for 30 teconds, press | &7,
T wke action pn Hhis message, press (7]

To delete the message, press (8],

To exit message receiving, press [,

Every Message Receiving command can be entered while the message is
being played -- you do not need to Jisten to the entire message before pressing
a key. The function associated with that key is executed immediare]y.

Descriptions of the commands vailable during message receiving are found
below,

3.1.1  Keep the Message

To keep the message and move on to the nex; o,

#  Press [1] during or immediately after the message,

If you keep the message, CINDI condnues o re
ISlEntlon period assigned
CINDI's emory during
the assigned time perjoq,

! member it for the mesgy e
o dm mailbex. .Thﬁ MEsSage is removed ﬁ'niu
routing housekeepin £ chores once it hae Exceeded




Messags Receiving Meanu Message Receiving: Key [2]

When you press [7], CINDI gives you some additional options:

T copry the megzage with comumenis, press [

To copy wilhou comments, press (2],

To relay information (o another milbox, press [6),
T respond to the sender, press (7],

T ey wirkou! lakag any acizen, press (9],

Each of these is discussed below. In all cases, you return to the Message
Receiving menu with the message stll in your mailbox. If you are finished
with the message, you should delete it from your madlbox.

Copy With Comments
If you press [1]. CINDI asks you for the mailbox number to receive the
message. CINDI prompts you as follows:

Enter the maiibex number o receive IRLE message.
» Enter the mailbox number to which you want the message copied.

CINDI then asks you to confirm the recever:

Thiz maiiboz i for; (Boxholdes's name),
To confinue, precs [I].
To cancel your requess, press [8].

» If the Boxholder named is the intended recipient, press [1].

After vou verify the recipient, CINDI asks you to record your COMMENts:
Please pive me vour prefaciag commends,

When you have finished recording your comments, CINDI presents the
Message Recording Menu. (For information about this menu, refer to the
chapter, Message Recording.) When you have accepred te recorded com-
ments, CINDT executes and confirms the delivery of the copy and your
comments:

Message delivered.

Copy Without Comments

As with sending a copy with comments, if you press [2] o send a copy
without comments, CINDI asks you for the mailbox number to receive the
message. After you verify the recipient, CINDI confirms the delivery of the

copy:
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Message Receiving Menu Messag_n Recaiving: Key [2]

2.1.8  Exit Message Receiving
Press [9] to return to the System User’s Main Meny,

3.1.10  Other Options

As mentioned above, CINDI presents only an abbreviated menn of available
commands after each message. Every command is operational -- CIND] just
doesn’t prompt for all of them unless You request the cntire menu.

Fress [0] if vou want to hear the complete Message Receiving menn. CIND]
then lists all available commands.
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Message Forwarding: Key [3]

Message Forwarding allows you to have CINDI deliver your messages to
vou o whatever time and location you choose. Itis a special feature and
must be authorized by your System Manager. Check with your System
Manager 10 determine whether you are authorized 1o use it, Please note that
IVMS integrated lines do not support this function.

To use the Message Forwarding feature:
w» Press [3] when presented the Sysiem User’s Main Menu.

If you have not been authorized to use the Message Forwanding feature,
CINDI informs you:

This mailbox is not autkorized for (s furction, Please check with the
System Manager,

CTNDI then retums you to the System User's main menu.

If vou are authorized t© use the feature, CINDI presents the Message
Forwarding secondary menu o you:

T enabie Messape Forwarding, presz (1],
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41 Enabling Message Forwarding

411 Time

To cnable Message Forwardin IS
L. Open your mailbox.

Fd

Press [3] to use the Message Forwarding meny,

Lad

- Press[1] to enable Message Forwarding,

CINDI responds to your request to enable Message Forwardin £ by asking
for all of the information necessary o deliver your messages to you properly,

The first information CINDI must be given is when 1o make the call:

The time i5: {current time).
Enter the time to call, For immediate forwarding when messages arrive, enter
fA9ga),

If you want your messages forwarded to you immediately when they are left
in your mailbox, enter [9999]. CINDI then asks for the date you wan: the
call to be made, This armangement is especially useful when you have CINDI
activate a pager.

If you want your messages forwarded 1o You at a specific time, enter that
time using the telephone keypad. If you are in a different gme zone,
remember 1o enter the time from CINDI's perspective, not your own, For
example, if CINDTis in California, and YOou want messages forwarded to you
in New York at 9:00, enter [(604)] for the time., If you want to reccive your
messages at 2:30 in New York, enter [1 130] for the dme.

When you enter a specific ime, CINDI asks if the time is AM or PM (again,
from CINDI's perspective):

{Fthis time ix in the AM, precs [1],
For FM, press (8]

»  Enter [1] or [8].

When requesting forwarding at a specific time, itis important for you to know
that CINDI forwards messages o the designated number only if there is at
least one new message in your mailbox at the scheduled dme for the call, It
not, and if daily forwarding is scheduled, CINDI checks again at the re-
quested nme the next day to see if there are new messages o be forwarded,
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Enabling Message Forwarding Massage Forwanding: Key [3]

To ingert @ four-second delay, press [5].

For mesrage forwarding lo a pager, press [61.
To imsert o goar ey, press 7).

To cancel the enmry ard try again, press [8],
Dial 19) 1o cancel the call,

You want to ]l CINDI to wait for adial tone, 5o you press [4] when presented
the menu. After you hear CINDI's response, press [3] to continue entering
the rest of the number, and then enter [ 19169854050

As you can see, CINDI makes it very casy to enier numbers. Any Gdme you
stop dialing, CINDI asks you what you want to do next If you are just
thinking, you can press [3] and continue entering digits. If you want to check
the number you've entered so far, press [2]. It is advisable o check the
aumber prior wo pressing [1].

When programming the telephone number, there are soms special congidera-
tions which you should note:

Tf you are going to use a long-distance service, you might have o insert a
second dialing delay o wait for the service dial tone. Some long-distance
sarvices do not provide 4 dial tone between the access code and the desting-
tion telephone number, yet they require a small delay between these segments
for accurate dialing. If your service is like this, request CINDI to pause
between these numbers by pressing [5] wo insert a four-second pause.

If you arc using the speed dial feature on your wlephone system, be sure o
insert enough pauses in the number you give CINDI to allow the telephone
system to dial the expanded number before any other digits are o be dialed.

4.1.4 Time Window
If you requested forwarding to OCCUT A8 SO0N 45 MESSAEes arrive (immediate
forwarding), CINDI allows you to establish & dme-window during which
messages will be forwarded:

Please enter the earliest rime you will pecept cails ar this number,

» Enter the beginning of the time-window. Remember 10 enter the
time from CINDI's perspective if you're in a different time zone.

If thix pime 05 in the AM, press [1].
For PM, press [B].

» Enter [1] or [&].
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Message Forwarding to a Pager Meszage Forwarding: Kay [3]

4.2 Message Forwarding to a Pager

Instead of having CINDI call you o deliver messages laft in your mailbox,
you can elect to have CINDI activate your Pager simply to notify you that
vou have received new messages,

To do this, you follow the same steps listed above for enabling Message
Forwarding, However, when FUU dre programming the telephone number,
one additonal step is required,

Alter you have completed entering the digits for the telephone number, listzn
for the telephone aumber menu.

Before you press [1] to accept the welephone number, press [6] o inform
CINDI that the number is used 1o acovate a pager.

Once you have pressed [6], CINDI does not allow you 1o add any more digits
to the number, Therefore, if you plan to include digits in the t=lephone
number to be displayed on your pager's LCD readout, be sure to add them
before pressing (6] from the meny.

Because you have told CINDI thar forwarding is going to a pager, CINDI
knows to handle the call a linls differently. First, CINDI does not speak
anytime during the call; CINDI dials the number as programmed, waits
approximately 30 seconds, and then hangs up.

Also, there is no way 1o verify whether a pager has been activated by the call
-- the pager may be turned off, the signal could be prevented from reaching
the pager, etc. Consequently, in order 1o improve the chances of informing
you that you have new messages, CINDI calls the programmed aumber four
times at 15-minute intervalg (ualess you call CINDI and receive your
messages within that time),
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How CINDI Reschedules Message Forwarding

Message Forwarding: Key [3]

4.4 How CINDI Reschedules Message Forwarding

4.4.1

4.4.2 No Answer

[f CINDI encounters & busy signal or if thers is no answer at the specified
pumber, CINDI will continee to call the number in an amempt o forward
your messages.

Busy Signals

If a busy tone is received afier dialing the number, CINDI hangs up and
schedules the first call rerry for five minutes later. The second and third
retries, with & continued busy condition, are also scheduled at fve-minute
intervals.

Assuming the line remains busy and does not become available, CINDI
schedules the next group of call rerries for 172 hour later. (A group of call
retries consists of a scheduled call retry followed by three calls at five-minute
intervals).

CINDI schedules two additional call retries for one hour and two hours,
respectively, after the last busy wone of the preceding group is encountered.
Thus, when continually receiving a busy tone, CINDI could dial a number
as many as 16 imes before no longer attiempiing 1o forward messages. This
means that CINDI could make a call originally scheduled for 1:30 PM ar 6:00
PM. For a summary of this “worst-case” condition, review the following
illustration:

i
Loy
] 1

|1+|-\-¢-|+HH+1H-I—|-|—!—|+I-I+H T

il

1

"30 min 2 hrs

Elvo minutes per line. Boldsd Hnes indicale pessible calls,

When CINDI receives a no-answer condition, the first, second, and third call
retries are scheduled for 1/2 hour, one hour, and two hours, respectively. If
there is still no answer by the third rery, CINDI no longer attempts to mike
the call. However, receipt of o new message rescts the message forwarding
fearure,
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Cancelling Message Forwarding Meszsage Forwarding: Kay [3]

4.6 Cancelling Message Forwarding

To cancel Message Forwarding;
1. Open your mailbox.
2. Press [3] to use the Message Forwarding menu.
3. Press [8] o disable Message Forwarding,
CINDI responds by acknowledging the cancellation of Message Forwarding:

Message Forwarding cancealied,

CINDI then refurns you to the Message Forwarding menu.
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Call Placements: Key [4]

The Call Placement feature allows you to have CINDI deliver a message
from you to another person at whatever time and location you choose. Itis
a special feature and must be authorized by vour System Manager, Check
with your System Manager to determine whether you are authorized o usc
it. Please note thar [VMS integrated lines do not support this function.

To use the Call Placement feamre:

» Press [4] when presented the System User’s Main Menu.

Tf you have not been authorized to use the Call Placement feature, CINDI
informs you.

Thiz mailber i med authorized for this function. Please check with the
Swstem Manager.

CINDI then returns you to the System User's main menu.

Tf you are authorized to use the feature, CINDI presents the Call Placement
secondary menu 10 you:
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Scheduling a Call Placemeant Call Placements: Key [4]

5.1 Scheduling a Call Placement

Call Placements can be scheduled up to 14 days in advance, and you can have
up 1o cight Call Placements scheduled at any one time.

CINDI makes your call at the dme you request. If you schedule rwo call
placements for the same dme, CINDI makes the ¢alls in the order in which
they were scheduled.

If two or more Boxhalders have scheduled calls for the same time, CINDI
will make the calls simultaneously, providing thers are enough lines available
to make the calls, Otherwise, if fewer lines are available, CINDI selects calls
for handling and processss the remaining calls as soon as lines become
avatlable.
To schedule a Call Placement:

1. Open yvour mailbox,

2. Press [4] to use the Call Placement menu.

3. Press [1] to schedule a Call Placement

If you already have eight Call Placements scheduled, CINDI informs you:
P gorry, I've run out of space.
CINDI then retums vou to the Call Plagement menu.

I fewer than eight Call Placements have already been scheduled, CINDI asks
for all of the information necessary in order to make the call.

5.1.1 Telephone Number
The first informaton CINDI must be given is what number to call:

Flaage encer the telephaone number where ! can redch your party.

When you are entering 4 telephone number for a Call Placement, you must
consider exactly how you would dial the number from CINDI's location.
CINDI allows you o enter up to 29 digits (including any inserted pauses
and/or delays) for the telephone number to be dialed.

For cxample, suppose you want to instruct CINDI to forward your calls to a
number that you dial as:
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Scheduling a Call Placemant Gall Placerments: Kay [4]

5.1.2 Time
CINDI continues by asking for the time you want the call 1o be made:

The timte f5; (Cwrrent Umel
Flease enter the time o call,

As you enter the time, remember to enter it from CINDI's perspective, not
the receiver's. This is important if the receiver is in a different me zone
than CINDL For example, if CINDI is in California, and the receiver in New
York is expecting the call at 9:00, enter [0600] for the time. If the receiver
ig expecting the call at 2:30 in New York, enter [1130] for the time.

CINTYI then asks if the time is AM or PM (again, from CINDI's perspective):

Af this tioee 15 in the AM, press [1].
For PM, press [G].

» Enter[1] or [8].

51.3 Date
CINDI then asks for the date you want the call to be made:

Enter the date on which [ should call,
Today's date is: (current date).
Enter the month, one through welve,

» Enter the month, using two digits. For example, January is [01],
and December is [12].

After vou enter the month, CINDT then asks for the date:
Ender ihe dace.
» Enter the day of the menth, again using rwo digits.

5.1.4 Retry on No Answer

CINDI then asks if you want the call retried if it is not completed on the first
aftempt:

To cancel the call if no ene answers, press (1],
To have me keep irying, press (2]

If, by pressing [8], you tell CINDI to keep trying, several atempis arc made
to complete the call. The method CINDI uses to reschedule calls is detailed
in a following section.
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Scheduling a Call Placement Call Placemeants: Key [4]

5.1.8  Acknowledgement

Alter you enter the necessary information, CINDI acknowledges that the Call
Placement has been scheduled:

Fimdelivering a mesrage to: (receives's name).

CINDI then returns you to the Call Placement meny,
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what a Call Placemen! Receiver Hears Call Placamants: Key [4]

At any time -- while listening to the message or 0 the opions presented
above, the recipient can press [0] for help. When the recipient presses [0].
CINDI presents the full menu of message receiving options:

To respand to the message, press (1],

To repeat the message, press (2.

Te replay the previous fen seconds, press (3],

To move forward ten seconds in the message, press [4].
Tor skip o the end af the message, press [3].

To step playback for 30 secords, press (G,

To conclide this call, press (9],

If the recipient presses [1] to respond to the message, CINDI enters the
Message Recording feaure. The response is recorded the same way any
ather message is recorded. CINDI concludes the call after the recipient has
finished recording the response.

Keys [2] through [6] have the same function here as thev do in Message
Receiving. Please refer o the chapter, Message Receiving: Key [2], for
more informaticn,

If the recipient presses [9], CINDI concludes the call.

5.21 Call-Back Message

If the recipient does not provide the comect password, CINDI leaves a
call-back message telling the recipient how the message can be received:

{your name)

From: (your company”s name)

Called for: (recipient’s name).

The telephone number is: ared code

{your company’s telephons number).

The message can be found in valce mailbox: {your mailbox number)
Zero.

Following this information, CINDI asks if the recipient wants the call-back
message repeaicd:

Pregs [1] 1o repeat the message.
Press [9) if the message has been received.

When the recipient indicates that the call-back information has been received,
CINDI concludes the call.

The message you recorded then can be received in the same manner that a
guest receives messages. In fact, if the password assigned to the Call
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How CINDI Reschedules Call Placemants Call Placaments: Kay [4]

3.3 How CINDI Reschedules Cal| Placemenis

If CINDI encounters a busy signal or if there is no answer at the specified
number, CINDI can continug to call the number in arder 1o deliver your
message to the intended recipient.

5.3.1  Busy Signals

If a busy tone is received after dialing the number, CINDI hangs up and
schedules the first call retry for five minutes laer, The second and third
retries, with a continued busy condition, also are scheduled ar five-minute
intervals. If, after the third call retry, the line memaing busy, CINT res-
chedules the call ONLY if you requested CINDI 10 keep mying when a
no-answer condition is detected,

If you instructed CINDI to eancel the call if no ope answers, there is no
arempt to place the call again. CINDI informs vou of this condition when
you check the status of your call placements, at which point you can ask
CINDT o reschedule the call,

If you insructed CINDI to keep trying the call, CINDI schedules the next
group of call retries for 1/2 hour later. (A group of call retries consists of a
scheduled call remry followed by three calls at five-minute intervals).

CINDI schedules two additional call retries for one hour and two hours,
respectively, after the last busy tone of the preceding group is encountered.
Thus, when continually receiving a busy tone, CINDI could dial 3 number
as many a5 16 times before no longer arempring to make the call placement.
This means that CINDI could make a call originally scheduled for 1:30 PM
at 6:00 PM. For a summary of this "worst-case” conditon, review the
following illustration:

i | | | | I
—_— == i I —]
1 hr 2 hrs

30 min

Five minutes per ina. Balded lings incicale pessibia calls,

5.3.2 No Answer

If CINDI detects a no-answer condition while Placing a call, and if you told
CINDI to keep on trying if there was no answer at the destinadon telephone
number, three additional attemprs 1o complete the call are made, The first
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Checking the Status of a Call Call Placements: Key [4]

5.4 Checking the Status of a Call

Vo are able to check on the satus of Call Placements that are schedulad o
be made or that have been cancelled by CINDL Onee CINDI completes a
call, all information concerning the call is removed from the system.

To check the stats of & Call Placement:
L. Open your mailbox.

4. Press [4] 1o use the Call Placement menu.

-

5. Press [2] to check the status of your calls.

[§ there are no pending or cancelled Call Placements in your mailbox, CINDI
notifies you:

You have no coll placements pending,

The notification provides two pieces of information:
s Scheduled Call Placements have been completed.

= (Call Placements cancelled because of no answer conditions have
hesn deleted because they were on the system longer than your
allowed message retention dme.

CINDI then remums vou to the Call Flacement meni.

If there are pending or cancelled Call Placements in your mailbox, CINDI
lists the stams of the call and the name of the receiver:

A call i5 scheduled to: (peceiner’s name),
or
I was wrable io reack, (receives’s namel

The following sections detail the oprions you have concerning each of these
two ypes of calls,

5.4.1 Pending Call Placements

When the Call Placement is currently scheduled to be made, CINDI presents
s menu of options concerning the call:

T kedp this call, press [1].

For more information, press [3].
To cencel the call, press [H].

To it this meny, press (9]
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Checking the Stalus of a Sall Call Placaments: Key [4]

Keys [3], [8], and [9] all function in the same manner as described above for
pending Call Placements.

Key [1] allows you to reschedule the cancelled call, without having o
re-record the receiver’s name and the message. 'When you press [1], CINDI
Tesponds with:

Recovering message.

CINDI then guides you through the same steps you used to orginally
schedule the call:

s Telephone number

*  Time

= Dais

= Hemry on Mo Answer

= Confirmation

After you have provided this new information, CINDI acknowledges that the
call iz rescheduled and moves on to review the stams of the next call, If there
are no other scheduled calls, CINDI notifies you:

End of call placements.

CINIM then returns vou to the Call Placement meny.
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Group Messages: Key [5]

Maost CINDI features are designed o allow you 1o send a messages o one
person. The Group Messages feature, however, allows you o send a single
message 1o as many as 247 people at one Gme. This feature cnables you 1o
communicate rapidly with all the members of a department or sales force.
Group Messages is authorized by your System Manager. Check with the
Systern Manager o determine whether you are authorized to use this feature,

If you are authorized for Group Messages, CINDI lets you define up to eight
groups and lets you decide the number of members for cach group. You are
allowed a maximum of 247 members that may be allocated any way you
want among the eight groups.

To use the Group Messages feature:

» Press (5] when presented the System User’s Main Menu.

[f you have not been authorized re use Group Messages, CINDI informs you,

This mailbox is Aot autharized for this function. Please check with the
Sysiem Manager.

CIMDI then returns you (o the System User's Main Menu.
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6.1 Sending a Group Message

Before you can send 2 group message, you must define the group by
specifying the Boxhalders that are members, (Adding members to a group
15 datailed in a later section in this chapter.} If you attempt to send a message
[© an undefined group, CINDI guides vou through the process of adding
members (o that group.
To send a group message:

L. Open vour mailbox.

2. Press [5] to use the Group Messages menu.

3. Press [1] to send a group message.

6.1.1  When the Group Is Defined

If you have at least one group defined, CINDI responds 1o your request to
send a message by asking for the group 1o receive the message:

Please enter the group number.
If the group you select does not have any members, CINDI informs you:
There are no members in thar group.

CINDI then guides you through the process of adding members to the group
(please see the following section).

When the group number vou H]Je:c.if}' has members, CINDI enters the Mes-
sage Recording feature (detailed in another chapter) where you record the
message o be delivered.

When CINDI returns from the Message Recording fearure with the com-
pleted message, CINDI distributes it to all members of the ETOup:

Fleage wair while  deliver your message.

There is a brief pause while CINDI delivers your message to cach member,
When complete, CINDI acknowledges delivery:

Thark you for wailing. Your message has been deliversd to Eroup.; (groap
number).

CINDI then returns you to the Group Messages menu.
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Adding Membars fo a Group Group Messages: Key [5]

6.2 Adding Members to a Group

You can define a maximum of eight groups and can allocats a total of 247
group members any way you want among the eight groups.

To add 2 new group or to add members o an existing group:
1. Open your mailbox.
2. Press [5] to use the Group Messages menu.
3. Press [3] to add members w a group.

CINDI responds by asking you for the group number:

Flegse enter the group number,

If vou have already assigned a total of 247 users to your groups, CINDI
notifies you that no space is left for additional group members:

" sorey, I've run owt of space.
CINDI then remurns you to the Group Messages menu.

[f there is room for additional members, CINDI asks for the Boxholder to be
added to the group:

Enfer the mailbox nember, Press (0] 1o e,

As you enter mailbox numbers, CINDI states the Boxholder’s name o
acknowledge each addiden, You cannot include the System Operator or
vourself as a member of the group.

If the length of the mailbox number is less than the defined mailbox length,
for cxample entering three digits when the lengthis four, CINDI will respond
with:

fnvalid entry.

After you have added all of the members, press [0] to exit the additon
process. CINDI then retums you to the Group Messages menu.
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Delating Group Members Group Messages: Key [5]

6.4 Deleting Group Members

To delete one or more members from a group:
L. Open your mailbox,
2. Press [3] o use the Group Messages menu.
3. Press [3] to dalete group members,
CINDI responds by asking you for the group number:

Flease enter the group number.

IFthe group you select is not defined, CINDI notifies you:
There are no members in that group.

CINDI then returns you to the Group Messages menuw.

If the group you select has members, CINDI lists each one. After the
member’s name or mailbox number, CINDI asks if You want to retain the
member in the group:

Tz keep the mailbox, presg [I],
T'o delete the mailbor, press (8],

If vou elect 1o keep the member in the group, CINDI moves on 1o the next
member. If you delets the member, CINDT acknowledges the change:

LDreleted,

CINDI then mMOVes on to the next member,

After all of the group's members
are confi R
CINDI notifias yu: contimed or deleted in this manner,

End of group

CINDI then Telms you 1o

the Group Messages meny,




Certified Messages: Key [6]

The Cerrified Messages fearre allows you to send another Boxholder a
message and dewermine if and when that message was received. You can
have up o eight certified messages outstanding at onc fime.

To use the Cemified Messages feature:

» Press [6] when presented the System User's Main Menu.

CINDI then presents the Cerified Messages secondary menu o you:

To send a certified message, press (1.

To check delivery sialus, press (2],

To cancel notification for a message, press (8]
To exit this menu, press (9.
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Checking Dalivery Status

Certified Massages: Koy [6]

7.2 Checking Delivery Status

You are able to check the starus of each Certified Message you have sent o
determine if and when the message was received, One of three different
conditions cxisis for sach message:

Received: CINDI prescnts the date and time the Boxholder received
the message,

Not yet received: CINDI presents the dare and tfime you sent the
message.

Expired: CINDI presents the date and time the message was delered
from the system because the Boxholder did not receive it within the
allotted message retention tdme.

After CINDI presents the status of a received or expired message, CINDI
removes information concerning the message from your mailbox. This
releases space for you t send another cerified message,

To check the statws of a certified message:

1

2

3.

Open your mailbox,
Press [6] to use the Certified Messages menu,
Press [2] to check delivery statys,

If you do not have any outstanding certified messages, CINDI informs you:

You have no cernfied messages.

CINDI then returns you to the Cerrified Messages menu.

IT you have certificd messages to review, CINDI preseats the stams of the
first message:

{Recipient's name)...

wreceived your message on: (dae)

2t (time),

or

«foas mot received the message seni on: (date)

ads {ume),

ar

~-Rever received the mesrage cancelied an: (date)
ar: (rime),

CINDI then asks if you would like to review the next Message or exit status
checking:
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Cancelling Notification Cartified Messages: Kay [6]

7.3 Cancelling Notification

CINDI allows you to cancel notification of receipt for a certified message.
This is important when you have ¢ight certified messages outstanding and
you need to send another, more Important, message.

When vou cancel notification, the message is stll delivered to the recipient
25 4 certified message. Only the notification back to you is cancelled.
To cancel notification for a certified message:
1. Open your mailbox.
2. Press [6] o use the Certificd Messages menu.
3, Press [8] to cancel notificatien.
CINDI then reviews those messages that have not yetbeenreceived and gives

vou the option of cancelling notficaton:

(Fecipient's name)
s noxt Feceived the message sent on: (daws)
als {ume).
To keep norification, press (1]
To carcel i1, press [8].
If vou elect w cancel notification, CINDI confirms your sclection:
Notification cancelled.

CINT then moves on to the nextcertified message that has not been received,
If no other ones exist, CINDI informs you:

frd of messapes,

CINDI then returns you to the Certified Messages menu.
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Guest Accounts: Key [7]

The Guest Accounts feature allows you to leave messages for people with
whom you communicate frequently but who are not Boxholders on g CINDI
system. It is a special feamire and must be authorized by your System
Manager. Please check with your System Manager 1o determine whether
you are authorized o use it

Each guestis idenrified by a unigue password that you assign when you open
the guest account. Only you and your guest, by entering the password, have
access o the guest's mailbox.

To use the Guest Accounts fearure:

»  DPress [7] when presented the System User’s main menu.

If you have not been authorized 10 use the Guest Accounts feamre, CINDI
informs you:

Thiv puplbox Is not auchorized for this funcrion. Please check wirk the
Syerem Manager,

CINDI then refums you to the System Usar's main menu.
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Recording 8 Guest Message Guest Accounts: Key [7]

8.1 Recording a Guest Message
Each gusst can have up to five messages in their mailbox at any one tme.

Omnce @ guest receives a message, the message is automatcally deleted from
the SySICIM; EUESTS CiNNOL Save Messdges.

Torecord a guest message:
1. Open your mailbox.
2. Press [7] to use the Guest Accounts menu.
3. Press [1] worecord a guest message.

If you do not have any open guest accounts, CINDI informs you:
¥ou have a0 assigned gieesl accounts,

CINDI then rerums you to the Guest Accounts menw.

If you have at least one Open guest account, CINDI responds by asking for
the password of the guest to receive the message:

Please enter your guest' s pasnword.

If the password you enter does not maich any guest’s password, CINDI
notfies you:

No guest i asgigned to that passwerd.

CINDI then remms you to the Guest Accounts menu.

If the specified guest already has five messages, CINDI notifies you:
It sy, Tve i oul of space, Tour (G5 request was not perfarmed,

CINDI then retumns you to the Guest Accounts menu.

If the guest can receive 2 message, CINDI reviews the name of the guest:
This guest aocown Is for: (guest’s name).

CINDI then enters the Message Recording feature (described in another
chapter), where you record the message o be delivered to the guest.

When vou have accepted the message, CINDI delivers the message to the
guest's mailbox, and retums you to the Guest Accounts menu.
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A lEY ] U LT D0 G RN mraranr o meem s =



Checking the Status of a Guesl Message Guest Accounts: Key [7]

Keep the Guest Message
If you press [1] to keep the message, CINDI moves on o the next message
in the guest account. If no other messages remain, CINDI notifies you:

End of messages.
CINDI then retums vou to the Guest Accounts menu,

More Information

If you press [3] o receive more information, CINDI presents the message to
vou, followed by the date and dme it was recorded. CINDI then lists the
menu of oprions availabla 1o you.

Delete a Guest Message

The guest’s messages are presented in a first-in, first-out (FIFO) order.
Because of this, if you press [8] to delete the current message, the next
message in the account i assigned the posidon of the message just deleted.
For example, if 3 guest has three messages and vou are reviewing Message
1, when you elect 1o delete ir, Message 2 becomes Message 1. Similarly,
Message 3 becomes Message 2.

This reassignment of positon is imporant to recognize. After vou press [8]
to delete a message, CINDI moves on to the next message, announcing its

position. The positon will be the same as the message you just deleted. Be

sure to listen carefully when réviewing this next message.

When vou elect to delets 2 message and no other messages remain, CINDI
notifies you;

End of mesiapes,
CINDI then returns you o the Guest Accounts menu,

Exit Guest Message Status

If you press [9] when checking the status of a guest's messages, CINDI
remums you 1o the Guest Accounts menu. The message being reviewed is
retained in the guest's account.
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Listing Your Gues! AGCOUnts Guest Accounts: Key [7]

8.4 Listing Your Guest Accounts

By listing your guest accounts, you an: able to review both the name and the
password of each of your guests. This is helpful if you need to send a guest
message and can't remember the password,

To list your guests:

1. Open your mailbox,

[

Press [7] to use the Guest Accounts menu.
3. Press [4] to list your guests.

If you do not have any open guest ACCOUNIS, CINDI informs you:
You kave no aisipned gree st @roouns.
CTNDI then returns you W the Guest Accounts menu.

If you have ar least one open guest account, CINDI lists each guest's
password and name. When all guests have been listed, CINDI notfies you:

End af guest gresuns.

CINDI then returns you w the Guest Accounts menu.
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Heaw a Guest Receives Messages Guest Accounts: Key [7]

8.6 How a Guest Receives Messages

Guests open their mailboxes in the same manner that you open yours:
1. Call CINDI.
2. 'When asked, enter your mailbox number.
3. Follew the mailbox number immediately with [8].
4, Enter the password.

[f you have & Personal User Menu, your guest will have o open their mailbox
In the same way you Open yours:

. Call CINDI
2. Enter your mailbox number,

3. Enter the key you defined in your Personal User Menu as, "To leave
& message in a voice mailbox "

4, Enter an [8], followed by the password.,

Only the last step 15 different for your guests, because each guest has a unique
password. Once the guest opens the mailbox, CINDI announces the number
of messages:

Youhave _ message(s).

CINDI then presents the first messags in the mailbox. After each message,
CINDI tells the guest the date and time the message was recorded, followed
by a menu of options available to the guest:

To respond 1o this message, press 1],
T have the message repoated, presy [2].
T micve Jo Lhe neil megsage, press [ 3],
T conciude the call, press (9],

Respond to the Message

The guest is able o respond to each message you record, without having o
re-enter your mailbox number. When the guest presses [1] wrespond, CINDI
enters the Message Recording feature. The response is recorded the same
way any other message is recorded,

When the guest returns from the Message Recording feature, CINDI begins
presentation of the next message. If no more messages remain, CINDI
informs the guest:

End of messages.
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Personalizing Your Mailbox:
Key [8]

The Personalize Mailbox feature is used 1o record a Personal Greeting,
change the password for your mailbox, record your name, and perform other
important functons.
To personalize your mailbox:

» Press [B] when presented the Systemn User’s Main Menu.

CINDI then presents the Personalize Mailbox menu:

To charge your personal greefing, press [1].

To change your pagsword, press (2],

T record your name, gress (3],

To recover the cirrent fyiiem bullelin, prezs [4].

*To change your mestage waiting rotificatien status, press [5].
*Ta ger your call management level, press [6].

T select the order of mestage retrieval, press (7]

*To change your personal ker mEn SIalus, press {87,

To exit, press [9].
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Changing ‘Your Parsonal Greating Parsonalizing Your Mailboux: Hey [&]

9.1 Changing Your Perscnal Greeting

A Personal Greeting is a special feature that must be authorized for vou by
the Svsiem Manager. Please contact the System Manager to determine
whether you are authorized o have a Personal Greeting.

[f you are authorized, you can record a Personal Greeting up to the maximum
length programuned for CINDI by the Sysiem Manager. The maximum
length can be as short a4 ten seconds or as long as thres minues. Again,
contact the System Manager for the length of dme possible,

Your Personal Greeting 15 played every time a caller enters your mailbox
number, CINDI plays a standard greeting if no personal greeting is recorded.
To change your Personal Greeting:

1. Open vour mailbox,

2. Press [8] o use the Personalize Mailbox menu.

3. Press [1] o change your Personal Greeting,
If you have not been authorized to use the Personal Greeting feature, CINDI

informs you:

Thiz mailbox iz ror aushorized for this function. Please check with the
Jystem Morager.

CINDI then returns vou to the Personalize Mailbox menu.

If you have been authorized to use the feature, CINDI presents the curment
greeting (if any) and asks if you want to change ir;

Your callers will b greeted with! (personal mreeting).
or

Mo preeting is recorded.
T re-record, press {17,
T review the current recording, press [2],

To delede the recording, press [8],
To ezt with the current recording, press [9),

If you press [1] to recond a new greeting, CINDI asks vou to read it aloud:
How showld I greey your callers? (Beep)

When you finish, you can terminate recording by pressing any key or
remaining silent. CINDI confirms the new Personal Greeting:
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Changing Your Passwond Parsonalizing Your Mailbox: Key [8]

9.2 Changing Your Password

When your mailbox is created by the System hManager, the passwond 15 set
to [0]. You can change this password at any time. If you have reason to
belicve thet there is unauthorized use of your mailbox, you should change
your password Immediarely.

A password can be any combination of numbers or letters on the telephons
keypad, up 1o four characters long (the [*] and [#] keys cannot be used).
Some examples of passwords are:

85, 2789, WL, USAF, 2BIT

To change your password:
1. Open your mailbox.
2. Press [8] w use the Personalize Mailbox menu.
3. Press [2] to change your password,

CINDI asks you for your new password:

Enter waur new password,

After vou enter the password, CINDI repeats your entry and asks you o
confirm it

The pasrword is; (password).
T keep this password, press [1]
To change the pussward, press 8],

If the password is incorrect, press [B] wo change it. CINDI again asks you to
enter the new password.,

If the password is acceptable, press [1]. CINDI confirms the password one
more tme:

The passward is: (password).

CINDI then returns you to the Personalize Mailbox menu.
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Recovaring g the Syetern Bullstin Parsonalizing Your Mailbox: Key [8]

9.4 Recovering the System Bulletin

The System Bulletin is presented to you in Message Receiving immediately
prior to presentanon of any messages. After the bulletin, you are given the
option of saving it {meaning it is played cach time you enter Message
Receiving) or deleting it.

You can recover access to a System Bulletin you have deleted as long as the
bullatin remaing on the system.

To recover the System Bulletin:
1. Open vour mailbox.
2. Press [8] w use the Personalize Mailbox menu.
3. Press [4] to recover the System Bulletin,
If the bulletin has already been deleted from the system, CINDI informs you:

There Is no currenl system budletin, Your last request was nol performed.

If the bulletin still remains on the system, CINDI notifies you that you have
access o it again through the Message Receiving feature.

Recovering mezsage,

In both cases, CINDI retums you to the Personalize Mailbox menu.

=l
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Changing Message Waiting Nalification Slalus Parsonalizing Your Mallbox: Heay [8]

-

3. Press [5] to change your message waiting notification stams.

CINDI presents youUr current message notification stams:

Meisape notficalion ...
cotmiabiled.

or

dizgbied,

T change this informanion, press (1,
T exiy, press [9]

If yvou press [9] to exit, the cumrent notificanon status i5 retained and CINDI
returns o the Personalize Mailbox menu.

If you press [1], the notification starus switches 1o the other setting. CINDI
then confinms the change:

Merzage nolification is..
dizabied,

ar

merabled,

CINTH then remms vou to the Personalize Mailbox menu,

For Fujitsu Focus 960 integration users, automatic callback to CINDI is
available from digital display welephones with this message waiting feature.
When your indicator signals a new message, you can press the message
waiting key on vour phone to aureomatically call CINDI. You are routed
directly to your mailbox without having to first dial CINDI's extension.
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Changing Call Managemeant Personalizing Your Mailbox: Key [8]

The sections below discusses how to use this menu in order wo set your call
management sclecion.  After vou select 3 management featre for your
mailbox, CINDI confirms your decision by presenting the new selection and
giving vou the option 1o change or retain it

For information about receiving a screened call from VoicePath and for
addidonal information about call screening, blocking, and mansferring,
please refer to the chapter, VoicePath,

8.6.1 Transfer Without Screening

If you press [1] from the Call Management Menu, CINDI will transfier all
incoming calls directly w your extension without first scresning the calls.
You receive calls in the standard fashion,

8.6.2 Screen Calls

If you press [2], CINDI will screen each call directed to you. Before you
speak with the calling party, CINDI will present the party’s identty and give
you the opportunity w accept or refuse the call.

9.6.3 Block Incoming Calls

If you press key [3] to block all incoming calls, you must provide a reason.
The system has & pre-set reasons from which yvou can choose. Each of the
reasons has an associated reason code. ‘When you press key [3], CINDI

Tequests:

Enier the code.

Choose a reason code from the following list. Press the appropriate key on
your elephone kevpad to enter the code.

[1] = is not available

[2] - has left for lunch

[3] - is il today

[4] - 15 out of the office

[5] - 15 out of town

[6] - is in a meeting

[7] - 15 cut, but expects to return today
[8] - is on vacation
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Message Retrisval Order Personalizing Your Mallbox: Key [8]

9.7 Message Retrieval Crder

You may choose o receive the messages deposited and stored in your
mailbox in either frst in, first out (FIFO) or last in, first out (LIFO) order.
In both cases, CINDI presents new messages first followed by saved mes-
Sages.

To select the order of message retrieval:
1. QOpen your mailbox.
2. Press [B] to use the Personalize Mailbox menu.
3, Press [7] to select the order for message retrieval.
CINDI presents the current retrieval order for your messages, then prompts

for & new selection:

Messapes are currently presented...
O T

or

dasrin, firsy oul

To change this informarion, presi (1].
Tor exit, press {9,

» Press [1] tochange yvour retrieval order; CINDT will confirm your
request. Press [9] 1o return to the Personalize Mailbox menu.
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Key [9]

[9] is used throughout CINDI to allow you to exit a function and return o
the previous menu.

From Secondary Menus

When in one of the secondary menus, pressing [9] returns you to the System
User’s Main Menu. The sscondary menus, listed below, are discussed in
detail in other chapters.

»  Message Receiving Menu

=  Message Forwarding Menu
= (all Placement Menu

v Group Messages Menu

»  Cerified Messages Menn

v Cjuest Accounts Menu

=  Personalize Mailbox Menu.
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Call Transfers: Key [O]

When you reach CINDI on a line thatis programmed to suppaort call transfers,
vou can press [0] to ransfer 1o the attendant or another extension.

Generally, when you press [(], CINDI asks you for the extension you desire:

To what extension should I irarsfer your call?
Prass [0] to reach the aiendan,

» Enter the extension of the person with whom you want 1o speak.
Press [0] again if yow want tw reach the attendant.

After you enter the extension, CINDT attempis the wansfer, promptng:
Please weit while [ rransfer your cail.

Depending on how CINDI is configured, CINDI may connect you with the
extension as soon as it rings, or CINDI may wait until the phone is answered.
If the requested line is busy, or if CINDI waited for an answer and there was
none, CINDI tells you:

This gxrension I5 wravaiiaile.

You can then continue your session with CINDL
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From CINDI Menus

Call Transfers: Key [0]

11.1  From CINDI Menus

*fou can press [] from most CINDI menus, including:

Within each of these menus, CINDI presents the following opton:

System User's Main Menu
Message Forwarding Menu
Call Placement Menu
Group Message Menu
Certified Messapes Menu
Guest Account Menu

Fersonalize Mailbox Menu

If you'd [ike o speak with someone, press [0,

This option is not presented if the line you are using is not programmed to
allow call ransfers.

If you request o transfer from any of these menus and the transfer is not
completed, CINDI returns you o the System User's Main Menu.

CINDI I & 1l System User's Reference Guide
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Systems with VolcePath Call Transfers: Key [0]

11.3 Systems with VoicePath

If vou request 1o transfer on a line providing VoicePath support, you hear the
following Initial Extension Prompt:

Please enter the extension of the persom you'd like to reach,
Press [9] 1o leave a message if you do ret need io interricpt this person.
FPress [0 to have an anendani asss! You.

» Enter the extension to which you want to be transferred.

If you requested the mansfer from within you mailbox, CINDI automatically
closes your mailbox.

If your transfer is unsuccessful, you can either be placed on hold for the
extension, leave 3 message in the called party®s mailbox, aticmpt 10 wransfer
to another extension, or speak with the attendant.

If you press [9] in response o the inital exwension prompt presented above,
CINTDI prompts:

Please enter the mailbox rumber.
if you do not kngw the number, press (0] to leave @ meisage in the general delivery
miailbox,

To return to your own mailbox, open your mailbox as you normally would.

CIMDI | & | System Lisers Reference Guide 11 -5

IO 2 1 SYSEERT LESED = MSIT 5T nJaulndT



Helpful Hints

Once you become familiar with CINDI's features, vou will discover short
cuts in using them. This chapter reviews some of these short cuts, and it lists
some other pieces of information that help you use CINDI more effectively.

12,01 Command Inputs

CINDI is not offended if you interrupt a prompt to enter a cornmand or
mailbox number. When you know what you need to enter, press the proper
key(s), CINDI immediately stops talking and responds to your request.

When you are more familiar with the various menus, you can press the key
you want before CINDI says anything. For example, if you are leaving a
message for someone, you can skip over the personal greeting, Simply press
[1] immediately after you enter the mailbox number, CINDI responds with:

Recording. (Beep)
You then can leave your message.

12.0.2 Quick Entry of Dates and Time

When CINDI requests the month, enter both the month and day together as
four digits. For example, January 4th is entered [0104], CINDI then skips
ahead quickly without prompring you for the day.
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Helpful Hinis

This feature also helps keep 2 raveling sales force in touch with the home
office.

Remember, if you use the $L-1 VM3 integration, I'VMS lines do not support
message forwarding. Contact vour S ystem Manager if you are not sure which
lines are standard CINDI lines and which lines are IVMS integraed

12.0.7 Other Tips

Tf you need to exit CINDI while you are listening 10 new messages, press [9],
Every message you did not listen o remains on the system. You can listen
10 those messages the next time you enter Message Receiving (unless they
have exceeded the message retention time set by your System Manager).

You can use your telephone system's speed dial features when using the
Message Forwarding or Call Placement features.

If you call CINDI and decide not to leave a message, press [###] when CINDI
requests the mailbox number, and hang up.
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VoicePath

This chapter applies only to CINDI systems equipped with the VoicePath
feature option.  If you do not know whether vour svstem has VoicePath,
check with your System Manager.

WoicePath is a feature option on the CINDI system that allows callers to dial
directly into specific extensions. VoicePath is most useful when used to

handle telephone waffic to phones that are frequently called by the same
ourside parties.

This feature is convenient for both callers and Boxholders, Tt gives callers
speedy and direce access into such departments as customer servies or onder
administration. Ithelps Boxholders organize their telephone communication
and control their ime more efficiently.

The following sections deseribe VoicePath in more detail.
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Imroduction

CINDI's Telephone Number:

Second, vou need o know the number of the mailbox that has been created
for you:

Your Mailbox Mumber:

You should obtain both of these pieces of information from your System
Manager,
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Intreduction

Calling CINDI

When you call CINDI's extension, CINDI greets you and asks yOu 10 enter

the mailbox number you want. CINDI might present a standard greeting as
follows:

Plears enter the maiibox namber you wish, If vou are wsing a rowary
reiephone, please walr for the tone and leave your message for laisr
dativery, To look up & rame in the phonebook, press the [8] key,

You can enter commands at any time, even if CINDI is talking, When CINDI
asks for the mailbox number, simply enter the number of the mailbox to
receive the message. If vou do not enter a mailbox number, CINDI waits a
moment, then beging taking a voice message that will be deposited in the
general delivery mailbox.

You can select any mailbox simply by entering its number, To reach your
own mailbox, enter the number assigned to you by your System Manager.
Usually, your mailbox number is the same ag vour telephone extension
number. This number should be listed on the first page of this chapter.

Az spon as you enter your mailbox number, CINDI begins 10 take a message
that will be deposited in your mailbox:

I'making @ messape for: (your name or mailbox).
Please leave your name and message ar the torne, When you are finished, press any
ey

Go ahead and leave vourself a message. If you suddenly find yourself
tmgue-tied, simply say: “"Hello, this is (your name), and I am testing my
CINDI mailbox." Press any key when you have finished vour message.
CINDI also automatically stops recording after several seconds of silence.

When you have stopped recording the message, CINDI presents the Message
BRecording menu:

If this message i acceprable, press [1].
To review the message, gpress (21,

To confinue this message, press 13],
To re-record the mesiage, press (4],
To cancel the message, press [8],

» Press [1] to accept the message and have CINDI put it in your
mailbox. When you open your mailbox and receive your
messages for the firse ime, it will be there for vou to hear,

When you accept the message, CINDI confirms that it has been delivered to
your mailbox;

CINDI & Il System Users Agference Guide
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Introduction Calling SINDI

Tor and vhig call, pregy the (#] kew.
If the caller presses [1] or [2], CINDI will call the selected person’s exiension.

The caller can leave the Phonebook by pressing [0], He can end the call by
pressing [#], in which case CINDI hangs up.
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Intreduction ' Cpaning Your Mailbox

After you enter the default password, CINDI welcomes you and asks vou o
enter the password o be used in the future. You hear:

Welcome o your new mailbox, (your name).

in order to enswre the privacy of your messages, you should select a new pasiword
Jor your Boe, Fwill uge this password to verify vour ideanity on fiture calls,
Enter your new pagsword.

» Enter the new password you have chosen. If you do not specify
a password at this time, CINDI will retain [0] as your password.

After you enter a new password, CINDI plays it back to you and asks for
your confirmation:

T keep this posoword, press 1],
To change the pasoword, press [8).

» Press [1] when you are satisfied with the password vou have
enterad.

In the future, when you enter your mailbox 1o aceess Boxhaolder functions,
CINDI asks you o enter your password before allowing vou to open vour
mailbox,

IF you want to change your password, refer o the Personalizing the System
User's Mailbox chapter in this manual.

1.2.2 Opening Your Mailbox with Optional Feature Packages

If your system includes VoicePath or an integration, the way in which you
open your mailbox differs slightly from the manner described above.

With VoicePath
To open your mailbox by calling into an VoicePath line:

1. Call CINDIL |
2. Press [9] when CINDI asks for the extension number.
3. Enter your mailbox number.
4. Enter an [8)] immediarely after your mailbox number.
5. Enter your passwond,

1.8 CINDIT & Il Systemn User's Reference Guide
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Imtroduction

Opaning Your Mailoox

This prompt normally is presented after a caller has finished leaving a
message for 3 Boxholder. When the prompt is not presented, CINDI auto-
matically concludes the call -- as if the caller had pressed [9] in response to
the prompt. Consequently, a caller wanting o leave two messages would
need to make two calls.

However, if CINDI knows you are a Boxholder -- because you have opened
your mailbox sometime during the call -- the prompt is always presentéed to
voul. Therefore, if you intend to leave two scparate messages for Boxholders,
you should open vour mailbox, close it by pressing [1], and then proceed to
leave the two MEsSSages.

Opening your mailbex each time you call CINDI has the added advantage
of keeping you up to date on the number of new messages in your mailbox.
CINDI tells you how many new messages you have each time you open your
rmiailboc.

CINDI | & Il System User's Reference Guide



Imroduction

The System Usar's Main Menu

[6] CERTIFIED MESSAGES
This feature allows vou to s2nd 3 message w another Boxholder and hawve
CINDI record the date and time the message was received.

[7] GUEST ACCOUNTS *
Use this feature when vou have business associates or family members
who arc not Boxholders for whom you need to leave messages. Using a
password you assign specifically for them, your guests can receive
messages from you in their own guest mailbox.

[8] PERSONALIZE YOUR MAILBOX
This feature allows you to recond a personal greeting (%) for your callers,
change your password, change the name recorded for your mailbox, and
usc other important features.

[9] END THIS CALL
This command tells CINDI you are finished wsing your mailbox and
intend to hang up.

[0] SPEAK WITH SOMEONE ELSE
This feature allows you to ransfer from CINDI to an extgnsion or (o the
attendant, and it is available from many of CINDI's menus. If the System
Manager has prevented CINDI from transferring calls on the line you are
using, CINDI does not present this opaon o you.

. Each of these Boxholder features is explained in detail in the following

chapiers.

1-12
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Message Recarding

Standard Phrase:
Pleage lpave your rame and message ai the tone, When you are finished, press any

key, (Beep)

If you are using the fearmre while ransferring a message to another Box-
holder, CINDI will present a differsnt prompt:

Message Transfer Phrase:
Please give me your prefacing comments. (Beep)

You can press [1] to skip through the prompt to speed up the recording
process. If you choose to do this, CINDI presents an abbreviated prompt:

Recording. (Beep)

Press any key to stop recording. Recording also stops ift
s CINDI receives four seconds of continuous silence.
= The entire maximum message length is used.
= You hang up.

In addition, when the maximum message length is longer than 30 seconds,
CINDI interrupts you with a reminder when only 30 seconds remain, after
which CINDI stops recording automatically. This allows vou to conclude
your message i an orderly fashion,

CINDI L & Il Systemn User's Referance Guide



Message Recording Message Recording Manu

2.1.3  Continue the Message
To continue recording from the current end of the message:

# Press [3] when presented the Message Recording menn.
CINDI responds by presenting the abbreviared recording prompt:
.Recn.r.dt'.rlg. (Beep)

If the entire maximum message length has already been used, CINDI does
not allow you to continue recording the message. If a request 1o continue
recording 15 received in this circumstance, CINDI responds by saying “fn-
vaalid entry” and presents the Message Recording menu again.

2.1.4  Re-record the Message
To discard the current recording and start the message over:

» Press [4] when presented the Message Recording menu 1o
re-recond the message.

CINDI responds by presenting the abbreviated recording promp:
Kecorging. (Beep)

When you press [4] o re-record, you have the entire maximum message
length available to you again. The length of the discarded message is not
considersd.

2.1.5 Cancel the Message
To cancel the recording s=ssion:

» Press [B] when presented the Message Recording menu.

CINDI will return you to the feamre you were uging when vou entered
Message Recording.

21.6 Hangup, No Input

CINDI 15 designed to be as easy 10 use as possible, particularly for callers
unfamiliar with CINDL If a hangup or no input is received after presentation
of the Message Recording menu, messages are delivered to the specified
recipient. In other words, a hangup or no input is meated the same as if the
message had been accepted with a [1].

2.4 CINDI I & Il System User's Reference Guide



Message Recording Maximum Massage Length

2.2 Maximum Message Length

It is helpful for you o understand how CINDI uses a mailbox"s maximum
message length when recording messages.

2.21  Inan Open Mailbox

The maximum messags length conrolling a recording 15 determined by
where the recording is being done, If you entered a password and are in an
open mailbox, that mailbox's maximum message length is in effect. This is
the case for

= Prefacing comments
= (all placements
® Group messages
= Certified messages
®  (Guest messages
For example, if the mailbox’s maximuom message length 15 1wo minutes, no

message recorded through these features can excesd two minues in length.

2.2.2 Notinan Open Mailbox

If you &re not in an open mailbox, the maximum message length of the
receiving mailbox 18 in effect. This 15 the case if

*  You have not opened your mailbox with yvour password

*  You have closed your mailbox by pressing [1] from the main
menu.

If the receiving mailbox's maximum message length is only 30 seconds, the
message you record cannot excesd 30 seconds in length, even though your
mailbox might have a longer maximum.

3-8 CINDI I & Il Syslem User's Reference Guide
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Message Receiving: Kay [2]

If you have no messages, CINDI will inform you and automatically return
you to the System User's Main Menu.

5.2 CINDI | & Il Systemn User's Refarence Guide



Message Receiving: Key [2] Message Receiving kMenu

3.1.2

3.1.3

3.1.4

3.1.5

d.1.6

3.1.7

Because you advance Lo the next message each time you press [1], you can
quickly scan through your phone messages as vou would if vou were going
through a stack of paper messages. This promotes effective communication
by enabling you to respond mere quickly to higher priority messages, while
saving other messages for attention in the futore.

Repeat the Message

Press [2] any time during or immediately after the message, to have the
message repeated in iz enrirery.

Replay Previous Ten Seconds

Press [3] to replay the previous en seconds of the message. You can press
[3] several times to back up further, This allows vou to write down an address
or hear a telephone number for a second dme.

If the message is transferred one or more times with appended comments,
you can only back up to the beginning of the message secton to which you
are currently listening. (A “section” is a prefacing comment or the original
message.) Toremrn (o a prior section, press [2] 1o repeat the entine message.

Mowve Ahead Ten Seconds

Press [4] to move forward through a message quickly. Each tme you press
[4], you skip ahsad ten seconds,

Skip Ahead Through the Message

Press [5] w jump to the end of the section of the message o which you are
currently listening.

Usually, this causes CINDI to present the date and dme the message was
recorded, which is presented automatically afier the message. However, if
you press [5] while listening to prefacing comments recorded when the
message was transferred, CINDI skips to the beginning of the next section
of the message.

Stop Playback for 30 Seconds

Press [6] wo stop the playback of the message for 30 seconds. The message
automatically stars playing again after 30 seconds, or you can start the

message plaving again by pressing any key,

Take Action on the Message

Press [V] 1o copy a message with or without comments, relay information to
a mailbox, or leave a response for the sender of the message,

GINDI | & Il System Users Relerence Guide
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Message Receiving: Key [2] Message Receiving Menu

3.1.8

Meszage delivered,

Relay Information to Another Mailbox

If you press [6], vou can send a new message to another mailbox without
having to exit Message Receiving, This ig similar 10 sending comments
without attaching & copy of the original message, CINDI asks you for the
mailbox to receive the message, and when you have verified the recipient,
CINDI prompts you b leave your message:

Please leave vour name gnd message of the fene, When you are finished,
press any key.

When vou have finished recording your message, CINDI presents the
Message Recording Menu, When you have accepred the recorded message,
CIND delivers it with the confirmation

Messape delivered.

Respond to the Sender

If you press [7], you can record a new message 1o be awromatcally sent to
the person who sent you this message (if the sender of the message did not
open his or her mailbox prior 1o sending the message to you, CINDT will ask
you to enter the mailbox number), CINDI prompts you 10 leave your
message!

Please leave your name ard message of the lone. When you are finished,
press any key.

When vou have finished recording your message CINDI presents the Mes-
sage Recording Menu. (For information about this menu, refer to the chapier,
Message Recording) When you have accepted the recorded message,
CINDI delivers it with the confirmarion:

Messape delivered,

Exit Without Taking Any Action
If wou press [9], CINDI retumns vou to the Message Receiving menu.

Delete the Massage

Press (8] during or immediately after the message o delete it from your
mailbox.

You should always delete any messages you do not need to keep. This
keeps CINDI's memory from being wasted with unnecessary messages.

GINDI | & || System User's Reference Guide



Mossaga Recgiving: Key 2] Certified Messagaes

3.2 Certified Messages

If someone has sent g Certified message to you, CINDI announces it;

The folipwing MEITREE WAk Sent Wig certified mail Frezs f07 fo receive
thiE mestage.

#  Press [0] o listen to the cerntified message, The message's sender
is notified of the date and time on which you accept delivery,

If you press any key other than [0] or [9], CINDI moves on 1o present the
next maessage witheyt delivering the cerrifiad message. If vou press [9), the
certified message remains undelivered and CINDI remms ¥ou to the main
menw. CINDI does not consider the certified message delivered uniil ol
GCCEDL it by pressing [0] after the ANNoUNCEment,

Notice that, when you have a certified M2ssage, pressing [0] allows You to
listen 1o the message.  However, if CINDI is not presenting the certified
MESSApe Announcement, pressing [0 lsts the complete message receiving
men,

3-8
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Megsage Farwarding: Key [3]

To review farwarding status, press (2],
To cancel forwarding, press [8].
To exit this meny, press [9].

CINDI provides you the flexibility of choosing how often your messages arc
delivered to you. You can choose from:

s  Forwarding at a specified dme and date

» Daily forwarding at a specific nme

»  Immediate forwarding on a specific date

» Tmmediate forwarding on & daily basis

Message Forwarding can be scheduled for 2 specific date up (0 30 days in
advance.

4.0 CINDI I & Il System Usar's Relerance Guide



Message Forwarding: Key [3] Enabling Message Forwarding

4.1.2 Date

CINDI continues by asking for the date you want the call to be made:

Enier the date on which [ should call. For daily forwarding, enter [99] when rhe
prnth i reguegied

Today's date i3 (cureent date),

Enter the mondh, one rhraugh rvelve,

If you want messages forwarded w you every day, enter [99]. CINDI then
asks for the telephone number,

If you want messages forwarded o you on a specific date, enter the month,
using two digits. For example, January is [01], and December is [12].

After you enter the month, CINDT asks for the date:
Erter fhe date.

» Enter the day of the month, again using two digits.

4.1.3 Telephone Mumber

CINDI continues by asking for the telephone number to be called:

Enter the ielephone awmtber o which your messages will be forwarded,

When you are entering a telephone number for Message Forwarding, you
must consider exactly how you would dial the number from CINDI's
location. CINDI allows you to enter up to 29 digies (including any inserted
pauses and/or delays) for the telephone number to be dialed.

For example, suppose you want to instruct CINDT to forward your calls toa
number that you dial as:

9 (to access an outside line)
(wait for dial tone)
1-916-085-4050 (the relephone number)

To supply the number 1o CINDI, you begin by pressing [9]. Then, wait for
CINDI to ask you what you want to enter next. CINDI gives vou these
command cholces:

if the entire iéiephore number i entered correcily, press (17,
To review the nwmibrer you kave eniered, press (2],

To ada more digees to the rumber, press [3].

To Insery a wait for dial tone, press [4).

CINDI T & Il System Users Relarance Guide



Message Forwarding: Key [3]

Enabling Message Forwarding

Enter the Tatesi e vou will goeepd calls,

» Enter the end of the window. If you want calls forwarded o you
24 hours/day, enter the same time as you did for the earliest time.

if this timte ix in the AM, press [1].
For PM, press [,

» Enter [1] or [8].

4.1.5 Acknowledgement

After you cnter the necessary information, CINDI reviews how Message
Forwarding is scheduled,

If you requested forwarding for a specific date and time, CINDI presents the
following review:

Message Forwarding enabiled io: (i2lephone number)
on: (scheduled dats)
ai: (scheduled dme)

If vou requested immediate forwarding on a daily basis, CINDI presents this
review:

Message Forwarding enabled to: {lelephone number)
on: @ daily bagis

a5 MEssages arrive

Jrom; {earlicst time)

ra: {laiast nme)

The reviews for other types of forwarding are presented in & similar manner.

After CINDI raviews the Message Forwarding schedule, CINDI retumms you
to the Message Forwarding menu.

3-8
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Message Forwarding: Key [3] What You Hear When CINDI Galis

4.3 What You Hear When CINDI Calls

When CINDI calls you to forward your messages, the first person CINDI
encouniers might be a company operator or attendant.  For this reason,
CINDI presents the following message first:

This iz @ recording, T have a message for: (your name).
Flease irangfer me, If you are nst on a swilekboard, please press the F1] key on
yawr telephione keypad o receive this message,

CINDI presents this recording five times, stopping only if & tone is entered
(unless you have a portable wne dialer, you cannot receive your messages
while using a rotary telephone). If no tone is supplied, CINDT will reschedule
the call as if no one answered (as discussed below),

When a key is pressed, CINDI continucs Message Forwarding by stating the
mailbox number for which messages are being forwarded:

Merzage Forwarding for matlbez: (mailbox number),

Next, CINDI prompts you to enter your password, You are allowed three
attempis to enter a valid password, If you fail w provide the correct
password, CINDI hangs up and reschedules the call for 30 minuees later, If
the comect password is not entered in this rescheduled call, CINDI does not
attempt 1o forward messages again until vou call in and re-enable the Message
Forwarding option.

After you enter your password, CINDI presents your messages. All mes-
sages in your mailbox are available for review. In fact, when CINDI calls
you through Message Forwarding, vou have the same Boxholder features
available o use as if you had called CINDI yourself.

3-8 CINDI 1 & | System User's Reference Guide
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Roviawing Message Forwarding

Megsage Forwarding: Key (3]

4.5 Reviewing Message Forwarding
To review how your Message Forwarding is scheduled:

L. Open your mailbox,
2. Press [3] to use the Message Forwarding feature.

3. Press [2] to review Message Forwarding.
If you have not scheduled message forwarding from your mailbox, CTNDI

informs yoi:
Mestage Forwarding: disabled
If you scheduled forwarding for a specific date and dme, CINDI presents the

following review:

Message Forwarding enabled ro; (telephone numbec)
or: (acheduled date)
ad; (scheduled wme)
If you requested immediate forwarding on a daily basis, CINDI presents this
revisw!
Mestage Forwarding enabled fo: (lelephone nimer)
on: & daily basis
ST meLhapes arrive
from; (earlicst ime)
do; (laest tme)

The reviews for other types of forwarding are presented in 2 similar manner,

After CINDI reviews the Message Forwarding schedule, CINDLretums you
o the Message Forwarding menu.

GINDI | & Il System User's Relerence Guide







Call Placements: Key [4]

To have me place @ call, press {1].
To check the st of your calls, press [2].
T exir thic menw, press {9,

CINDI | & Il System User's Reference Guide
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Call Placements: Key [4] Scheduling a Call Placement

o (to access an outside line)
{wairt for dial tone)
1-916-985-4050 (the telephone number)

To supply the number to CINDI, you begin by pressing [9]. Then, wait for
CINDI 1o ask you what you want 1o enter next, CINDI gives you these
command choices:

i the entire lelephons rumber ic ertered correctly, press [1].
To reveew fhe number you have entered, press (2],

Tor excded more digits to the rumber, press [3].

To ingeri o wait for digl tone, precs 4],

Tea intert a four-second delay, preis [5],

T fngers g star key, press [71.

T'o cancel the entry and try apair, prags [&].

Dial [2) 16 cancel this funciion.

You want to tell CINDI 1o wait for a dial tone, so you press [4] when presented
the menu. After you hear CINDI's response, press [3] to continue entering
the rest of the nurnber, and then enter [19169854050].

As you can see, CINDI makes it very easy to enter numbers, Any time you
stop dialing, CINDI asks you what you want to do next. If vou are just
thinking, you can press [3] and continue entering digits. If you want to check
the number you've entered so far, press [2], It is edvisable o check the
number prior to pressing [1].

When programming the elephone number, thers are some special considera-
tons which vou should note:

If you are going to use a long-distance service, you might have to insert a
second dialing delay to wait for the service dial wone, Some long-distance
services do not provide a dial tone between the access code and the destina-
ton telephone number, yet they require a small delay berween these segments
for accurate dialing. If your scrvice is like this, request CINDI to pause
berween these numbers by pressing [5] to insert a four-second pause.

If you are using the speed dial fearure on your telephone system, be sure 10
insert enough pauses in the number you give CINDI 1o allow the telephone
system to dial the expanded number before any other digits are to be dialed.
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5.1.5 Confirmation

Once you supply CINDI this information, (CINDI reviews it and asks you to
confirm it

Fmcailing: (felephore number)

ad: {scheduled dace)

als [soheduled tne)

If thix information is correct, press [1).
Ta change the information, press [8].
Ter cancel the call, press [9].

If you press [8], CINDI asks you to supply all of the information again, If
you press [9], CINDI remrns you to the Call Placement menu, and all
information concerning the call is deleted.

£E1.6 Receiver's Name

Once you have verificd the informanon necessary 10 make the call, CINDI
asks you for the receiver’s name:

Please tell me the name of the person [ receive this message.

» Say the name. You have approximately five seconds of recording
time available. To rerminate the recording, press any key.

51.7 Message

Afer you record the receiver’s name, CINDI enters the Message Recording
feature (derailed in the chapter, Message Recording) where you record the
message 1o be delivered.

5.1.8 Password

The last step in scheduling a Call Placement is the assignment of a password
1 the message:

Please enter the message's paspword, Press [0] if no password is
required,

If you enter anything other than [0], you should be sure that the intended
recipient is aware of the required password. Passwords are recomnmended
for messages that contain sensitive or confidential information. The
password should be different than the one you use o open your mailbox, and
i1 should be different from those assigned to your guests -- unless the intended
recipient is 4 guest, also. ' .
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5.2 What a Call Placement Receiver Hears

When CINDI makes a Call Placement, the first person CINDI encounters
might be a company operator of attendant. For this reason, CINDI presents
the follewing gresting;

This iz a revording. [ have @ message for: (recciver's name).

Please trangfer me. If you are not on a switchboard, please press the (1] key on
your relephone keypad to receive this mestage. If vou aged 1o pul me on hold, prexs
(). Preszing [6] again wiil iake me off hold, Jf this person is ol gvailabie, and
you're ready Iv fake @ meisdge, presg (9,

CINDI presents this grecting five times. If the recipient enters [6] to put
CINDI on hold, CINDI periodically presents a reminder to the caller:

Press [6] to take me off kold,

When the recipient enters [6] to take CINDI off hold, or when 30 seconds
have clapsed, CINDI returns to presenting the Call Placement greeting.

The recipient must enter a [1] to receive the message. Thercfore, unless a
portable tone dialer is used, a recipient with 2 rotary telephone is not able to
receive the Call Placement's message, If a [1] is not entered, CINDI hangs
up. The call is rescheduled only if you requested CINDI o keep on trying
when a no-answer condition is detected,

With password protected messages, after the recipient enters [1], CINDI
continues by asking for the required password;

This message has been pasiward profected.
Pleare encer Your pasoword,

CINDI allows the receiver three attempts to enter the corrsct password. Ag
soon as the recipient provides the correct password {or when no password is
required), CINDI responds with the statement:

Fress [OF for help.

CINDI then presents the message you recorded. After the message, CINDI
presents an abbreviated menu of options to the recipient:

Press the [1] key to respond io the mestape.
Fress (2110 have me repear the. mestage.
Press [P if you are finished.
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Placement matches one assigned to one of your guests, the Call Placement
message is presented along with any messages in the guest's mailbox when
the recipient/guest calls CINDL Because of this, it is important for you 10
use the same password for a guest account and 2 Call Placement only when
both are intended for use by the same person. For more information on guest
accounts, please refer to the chapter, Guest Accounts: Key [7T].
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call retry is made 30 munutes after the first no-answer condition is en-
countered.

If there continues to be no answer, a second call retry is scheduled for one
hour later and the third call retry, pending the no-answer condition, is
scheduled for two hours thereafter. IF, after the third call reery - 3 1/2 hours
after the me you originally requested -- there is still no answer, CINDI no
longer attemnpts to place the call, CINDI informs you of this condition when
you check the staws of your call placements, at which point you can ask
CINDI 1o reschedule the call.

5-12
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Call Placements: Kay [4] Checking the Status of a Call

5

4.2

Keep the Call

If you want to keep a pending Call Placement, press [1]. CINDI moves on
and lists the next scheduled call, If there are no other calls, CINDI notifies
you:

End of call plecemenis,
INDI then reurns you to the Call Placement menu.

More Information
If you require more information concerning the ¢all, press [3]. CINDI
reviews the telephone number and the scheduled dare and ume for the call;

'm delivering a message to; (recipient’s name)
aé: (phong number)

an: {ifacs)
s {ume),

CINDI then presents the menu of options concerning the call o you again.

Cancel the Call
If you no longer want the call to be made, press [8). CINDI then acknow-
ledpes the cancellation:

Call cancelled,

CINDI then moves on and lists the next scheduled call. IE there are no other
calls, CINDI notifies you:

End of call placements.

CINDI then returns you o the Call Placement menu.

Exit
If you press [9], CINDI leaves the status of the call unchanged and returns
you to the Call Placement menu.

Cancelled Call Placements

When the Call Placement has besn cancelled because there was no answer,
CINDI presents a different menu of options concerning the call:

Ter tend this message again, press (1],
For more information, press [3],

To delete the call, press [8].

To exit, press [9),

[£1]
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Group Messages: Key [5]

If you are authorized 1o use this feature, CINDI presents the Group Messages
secondary menu o you:

To send 2 group message, press (1.
To add memhers io a group, presd (3],
To lista groap, press [4].

To delete group members, press (8]
Tio exir thic menu, press {971,

Each of these functicns is described in the following sections.
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6.1.2  When the Group is Undefined

If you have no groups defined, or if the group number you selected has no
mermbers, CINDI guides you through the process of adding members to the
ETOUp:

You are gilowed eighr message groups, numbered one (o wight. Ai my promyg,
please enter the mailbos numbers for the peaple to receive this message. After you
exir. { will be kappy o rake vour mesrage and deliver it to these people in group;
{group number).

Ender the mailbox rumber. Press 18] 1o exit,

If you press [0] prior to adding any mailboxes to the group, CINDI cancels
your request 1o send the message, stating:

Your las! request was no! performed.
CINDI then retums vou to the Group Messages menu.

If you enter mailbox numbers, CINDI states the Boxholder's name to
acknowledge each addition. Afier you have added all of the members, press
[0] 1o exit the addition process. CINDI then enters the Message Reconding
feature (detailed in another chapter) where you record the message to be
delivered.

When CINDI returns from the Message Recording feamre with the com-
pleted message, CINDI distributes it to all members of the group:

Please wait while | deliver your message,

There is a brief pause while CINDI delivers your message 1o each member,
When complete, CINDI confirms delivery:

Thank you for waiting. Your message has been delivered to group: {group
number).

CINDI then returns you to the Group Messages menu.
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Group Messages: Key [5] Listing tha Membars ol 8 Group

6.3 Listing the Members of a Group

To list all of the members of a group:
1. Open your mailbox.
2. Press [5] w0 use the Group Messages menu.
3. Press [4] to list the members of a group.

CINDI responds by asking you for the group number:
Please enter the proug number,

I the group you select is not defined, CINDI notifies you:
There are no members in thal grous.

CINDI then returns you to the Group Messages menu.

If the group you selzct has members, CINDI lists each Boxholder's name.
When all of the members have been listed, CINDI informs you:

End of group.

CTNDI then returns you w the Growp Messages menu.
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Certified Messages: Key [6] Sending a Carlified Message

7.1 Sending a Certified Message
To send a certified message:
. Open your mailbox,
2. Press [6] 1o use the Certified Messages menu.
3. Press [1] to send o centified message.
If you already have eight outstanding Certified Messages, CINDI informs
YO
All arailahie cernified meszages are in use. Flease check [feer SRIfLE,
Otherwise, CINDI responds by asking for the mailbox to receive the mes-
sage:
Enrter the mailbox number 1o receive this mesiage.
‘When you enter the mailbox number, CINDI states the Boxholder's name
and asks you to verify that this is the correct recipient:
{"m delivering o message to: (reciplent’s name).
To continke, press [1].
To cancel your request, press (8],
If the Boxholder is not the comect recipient, press [3], and CINDI asks you
o re-enter the mailbox number.
When vou have verified the recipient, CINDI enters the Message Recording
feature (described in another chapter) where you record the message w be
delivered.
When vou have accepted the message, CINDI delivers it and refurns you 10
the Certified Mejssages menu.
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Larilied Messages: Key [6] Checking Delivery Stalus

To continue, press [1]
T exir thir meny, press (9],

When the status of each certified message has been reviewed, CINDI informs
you:

End of mezrager.

CINDI then returns you to the Certified Messages menu.
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Guest Accounts: Key [7)

CINDI also prevents you from using the Guest Accounts feature if one of
your guests is using their account. In this instance, CINDI informs you:

I'msorry. You currently khave @ guest in your maithoz, Please try apain
N few midules.

CINDI then returns you to the System User's main menu.

If none of your guests is in your mailbox, CINDI then presents the Guest
Accounts secondary menu to you:

To record o grest message, press {1,

To check the statas of a message, press (2],
To open g new gres! accoual, press [3],

Ter liss vour puests, press [4).

T delere a guest aocounr, press (8],

Tor exir, press [9).

Each of these commands 15 discussed below.
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Gues! Accounts: Key [F] Checking he Status of a Guest Maessage

8.2 Checking the Status of a Guest Message

By checking the status of a guest message, you ars able to review and, if
necessary, cancel messages you have sent tO yOUr guests.

To check on the status of & guest message:
1. Open your mailbox.
2. Press|7] o use the Guest Accounts menu.
3. Press [2] to check the stams of 4 guest messages.

If you do not have any open guest aCcOUNLS, CINDI informs you:
¥ou have e assigned grest Se0ouRis.

CINDI then retoms vou 10 the Guest Accounts menu.

If vou have at least one open guest account, CINDI responds by asking for
the password of the guest whose messages you want to review:

Please enier your guest' 5 pasmword.

If the password you enter doss not match any guest's password, CINDI
notifies you:

No puest is assigned (o that pasiward.

CINDI then remarmns you to the Guest Account menu.

When you have entered a marching password, CINDI presents the guest's
name and the number of messages not yet received:

(Guest's name) has _ mestagels).
If the guest has no messages, CIND retumns you to the Guest Accounts menil.

If the guest has one or more messages, CINDI presents the number of the
message and the date and time you recorded it, followed by & menu of options
available to vouw:

Message 0 (date and time).

To keep this message, press [1].
For more informasion, press (3],
To delete the message, press [5].
To exit, prezz {89
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Guest Accounts: Kay [7) - Opening a Gueast Accoun

8.3 Opening a Guest Account

You are allowed to open up to cight guest accounts. Each guest is identified
by a unigue password thar you assign when you open the Fuest account.
Before you open an account, you and your guest should agree on the
password o be used. To aveid confusion, be sure 1o select a password that
is not similar to either your password or those of other guests.

To Open & guest ascOunt!

—

Open your mailbox.

b

Press [7] o use the Guest Accounts menu.
3. Press [3] w open a guest sccount.
If you already have eight guest accounts open, CINDI informs you:

Al of pour gHEST QEOOKRIS are assigred,

CINDI then retums vou to the Guest Acconnts menu,

IF you are able to open anather guest account, CINDI responds by asking for
the name of the new guest:

Please tell me the name of wour guss, (Beep)

After you have recorded the name of the guest, CINDI asks you for the
password 1o be used to identify the guest;

Pleaze caler Your gues’ § password,

The password may be one to four digits in length. If vou amempt w assign
a password that is already assigned to another guest, CINDI informs you:

This gues patiward (5 already assigned.
CINDI then asks you w assign this guest a different passwornd.

After you have provided the password to CINDI, CINDI acknowledges the
opening of the guest account:

Craest accond aaded for: (guesl's nome)
with password: (guest's password).

CINDI then returns you to the Guest Accounts menu.
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Guast Accounis: Key [7] Deleting a Guest Account

8.5 Deletinga Guest Account

To delere & guest accounl:
1. Open your matlbox.
7. Press [7] to use the Guest ACCOUnLs menu.
3. Press [8] wo delete o guest account.

If you do not have any open guest aCCOUNES, CINDI informs you:
You fove no assigred §Le 50 BEoanrs.
CINDI then retums you to the Guest Accounts menu.

If you have at least one open gucst accaunt, CINDI responds by asking for
the password of the guest o be deleted:

Please enfer your puesr' s password.

If the password you enter does not match any guest's password, CINDI
notifies you:

No guest is assigned o that password.
CINDI then returns you to the Guest Accounts menu.

If the password you enter matches one assigned to a guest, CINDI presents
the guest's name and asks if you want 1o keep or delete the account:

This gleest aceours is for; (goost™s name).
To kesp this guest, press [1].
Ta dalete the puest, press [8].

If you press [1] o keep the guest, CINDI returns you to the Guest Accounts
manil.

If you press [8] to delete the guest, CINDI acknowledges the deletion:

Guest accownd deleted.

CINDI then returns you to the Guest ACCounts menu.
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Guest Accounts: Key [7] How a Guest Receives Messages

Repeat the Message

The guest is allowed 1o repear the message just presented. You shouold be
sure that vour guest knows that, once any of the other optons are selegted,
the message is removed from the system and cannot be heard again.

Move to Next Message

When the guest elects to move to the next messige, the previous messa e is
deleted from the system. T no other messages remain, CINDI notfiss the
guese:

End of messapes,

Conclude the Call

The guest can conclude the eall without listening to all messages in the
mailbox. When the Buest presses (9], the curment message is deleted, but any
Temaining messages are retained for review ar a later time.
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Personalizing Your Mailox: Key [8]

* CINDI presents the message waiting prompt only if your system
includes message waiting. CINDI presents the call management prompt
and the personal user menu prompt only if your system includes the
VeicePath feature.

Each of the Personalize Mailbox menu functions is described in the following
SECILONS.
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Perzonalizing Your Mailbox: Key [8]

Changing Your Parsonal Greeting

Your callers will be grecied with: (personal greeting).
CINDI then retumns you to the Personalize Mailbox menu.

If you press [8], CINDI informs you that there no Iungﬂr i5 a Personal
Greeting recorded for your mailbox:

No preeing is recorded,

CINDI then returns you to the Personalize Mailbox menu.
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Parsonalizing Your Mailbox: Key [B] Hamrd[n_g_'fnur Mame

9.3 Recording Your Name

The name associated with your mailbox is recorded by the System Manager
when the mailbox is created. You might want to re-record this name in your
oW voICcE.
To record your name:

1. Open your mailbox.

7. Press [8] w use the Personalize Mailbox menu.

3. Press [3] to record your name.
CINDIT responds by stating the name as it is currently recorded and asking
vou if you want to change it:

This mugilbox 5 for: {your name).

ar

Mo name is recorded.

To re-record, press [1].

Ter raview the current recording, press (2],

T delere the recording, press [8].
To exit with the curvent recording, press [9].

Tf you press [1] 1o record a new name, CINDI asks you to read it aloud:
Who is this maiibox for? (Becp)
Say your name (you have approximately five seconds of recording time
available), When vou finish, terminate recording by pressing any key.
CINDI confirms the new recording of your name.
This mailbax is for; (your namel

CINDI then retums you to the Personalize Mailbox menu.

If you press [8], CINDI informs you that there no longer is a name recorded
for your mailbox:

Na namae i recorded.

CTND then returns you to the Personalize Mailbox menu.
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Changing Message Waiting Notification Status

9.5 Changing Message Waiting Notification Status

Message waiting notification is a special feature available only on systems
that have onc of the following integration packages:

*  Message Waiting Indication (MWT)

*  Fujitsu Focus 960 integration

= NEC Neax 2400 integration

= Northem Telecom SL-1 integration (IVMS)

You have the ability 1o change message waiting notification stams if vour
CINDI system includes the feature and if your System Manager has given
you the appropriate authorization. If you are authorized, you may enable and
disable message waiting notification in order to suit your own needs.

When you enable message waiting, CINDI will activate your message
waiting indicator. when a new message is added to yvour mailbox. The
indicator will be activated, however, only when your mailbox new Mmessage
count goes from zero new messages o one new message. It will not be
activated for additional new messages,

Remember: A message is considersd new unril you either save or delete
it by pressing [1] or [8] during message receiving. If you exit message
receiving while you were listening to a particular message (by pressing
[97). the status for the message will becomne saved {as if you pressed [1]).

With the SL-1, Neax 2400, and Focus 960 integrations, CINDI deactivares
the indicator automatically once you receive all of your new messages, That
is, the indicator is deactivated when Your new message count goes from one
OF MOre new MEeSSages 1 Zer0 new Messages,

With the MWI package, CINDI avtomatcally tums off the indicator once
you receive your new message(s) if the system has been programmed to do
so. If CINDI dees not tumn off the indicator, refer o your telephone system
manual for instructions on how to do so.

When you choose to disable notification, CINDI does not actvare your
message waling indicator when a new message is added to your mailbox,
To change your message waiting notification states:

L. Open your mailbox,

2. Press [8] w use the Personalize Mailbox meny,

8
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Personalizing Your Mailbox: Key [8] Changing Call Managemeni

9.6 Changing Call Management

Call Management is a part of the VoicePath feature option, It gives Box-
holdets greater control over their incoming telephone raffic. Using Call
Management, Boxholders can choose to block all calls, screen calls for the
calling party's identity, mansfer calls to an alternate extension, as well as
receive calls in the staundard fashion.

You have the ability to change your call management sclectons if your
organization's CINDI system includes the VoicePath feature and if your
System Manager has given you the appropriate authorization,

To review and change your call managernent selections:
1. Open vour mailbox,
2. Press [8] o wse the Personalize Mailbox menu.
3. Press [6] to change Call Management selections.

If you have not been authorized to use the call managment features, CINDI
informs you:

This maxifbox is not authorized for this funclion. Please check with the
Svatemt Manager.

If wou are an authorized Boxholder, CINDI reports your current selection:

Your eails are currendly beirg...
.trangerred immediately.

el g

- Screened.

el

ocked for reason code: (code numbec),
or

SR Iy exterslon: (extension).

Te change thisinformation, press [ ).
To exis, press [9).

If you press key [ 1] to change vour call managment selection, CINDI presents
the Call Management Menu:

To have your cally irangferred without screening, press [17.
To kave vour calls soregned, press (2],

To block all incoring calls, press 13].

T have vour calls sent to another extension, press [4].

To exit, press [9],
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Personalizing Your Mailbax: Key [8) Changing Call Managamant

CINDI does not list these reasons to you on-line. Make sure you have this
listing with you when you want to use eall blocking,

After you enter vour selection, CINDI tells Yol

Your calls are now belng Blocked for reason code (number and reason
Cinde fext).

CINDI then remrns vou to the Call Management Menu

9.6.4 Send to Another Extension

If you press key [4] 1o send your ¢alls o another extension, CINDI will ask
wou to:

Enier the extancion.

» Enter the extension that will receive your calls.

8.6.5 Exit the Call Management Menu

To leave your call management unchanged, press [9]. You are returned o
the Personalize Mailbox menw.
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Personalizing Your Mailbox: Key (8] Personal User Menu Slatus

9.8 Personal User Menu Status

Personal user menus are available only on VoicePath-equipped systems. This
feature allows you to use a VoicePath mailbox o present & greeting and a
meny to callers. You must be authorized by the Sysiem Manager o use this
fearure. Refer o the section ttled Personal User Menus in theVaoiceParh
chapter of this manual for information on a personal user menu,

To check the statws of your personal user masmu:
1. Open your mailbox.
2. Press [8)] wo use the Personalize Mailbox menu,

3, Press [8] o check the status of vour personil user menu,

If your personal user menu is enabled, CINDI presents the following:

Caflers o rhds seallbox will be beedied by Voice ik box (nonn).
T change thiz information, press [ 1]
T iy, presy [5].

If your personal user menu is disabled, CINDI presents the following:

Personalized wser menus are cuwreently disabled.
Te change this information, press (1],
To extr, press [9].

Pressing the [1] key acis as a toggle between enabling and disabling your
personal user menu. CINDI presents the new status after the key is pressed
and the change made.

Pressing the [9] key retains the current setting and returns you w the
Personalize Mailbox menu.

If you are not guthorized for personal user menus, CINDI presents the
following:

This moeilbox s sor eurkorized for this furction, Please check with the
Svarer Manger.
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Key [9]

From the Main Menu
Pressing [9] from the System User's Main menu tells CINDI you are finished
using your mailbox and intend to hang up. You will hear:

Thank you. Good daylevening,

If you simply hang up without pressin £ [9], CINDI may not know that you
have completed your call, causing CINDI to ot release the line for a short
period of time.
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The sections below provide more specific information on transfers under
various conditions.
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Call Translers: Key [0) During Mightline

11.2 During Nightline

The System Operator is able to change CINDIs operation from Dayline
mode o Nightline. Nightline is designed for use after you company s normal
business hours,

When operating in Nightline mode, CINDI will not prompt for the attendant,
nor will CINDI attempt a transfer 1o the attendant (CINDI assumes there i
no attendant on duty).

If you request to wansfer 1 the attendant during Nightline, CINDI will
respond:

I sarry, There is o aftendant ai thiz tmg,

You can then continve your session with CINDL
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Call Transfers: Key [0] Systems with the SL-1 Integration {IVMS)

11.4 Systems with the SL-1 Integration (IVMS)

If your CINDI includes the SL-1 integration, please note that IVMS lines do
not support direct call transfers w other extensions. When you press [0] from
any CINDI systern menu, you are always mansferred o the SL-1"s night call
forwarding directory number (NCFDN). The NCFDN is an extension to
which the SL-1 is programmed to transfer calls,

During the day, this number is probably the attendant (who can transfer you
1o other extensions within your company). During the night, this number
may be the atendant (if your company has a 24-hour atendant) or it may be
another extension.

11 -6 CIMDI | & Il System User's Reference Guide



Helpful Hints

Enter the time as four digits also, followed by the AM or PM indicator, [1]
or [B] respectively. For example, 1:06 PM is entered [01068]. CINDI then
skips ahead quickly without prompring you for morning or evening hours.

12.0.3 CINDI's Memory

CINDI uses a large capacity disk drive 1o store your messages. This memory,
although quite large, can become full. For this reason, CINDI keeps mes-
sages for the limited period of time set by your System Manager. Remember
1o check your messages frequently and delete those you do not need to keep,

12.0.4 Housekeeping

Each night, CINDI performs housckeeping operations, Messages that ex-
coed the message retention time set by the System Manager are deleted during
housekesping.

Once housekesping begins, CINDI is unable m perform voice-mail func-
tions. If you mry to contact CINDI during this dme, CINDI tells you:

Flease press the [6] key on your telaphone keyoad i vou'd (ke o hold.
Pl be with you in a few mormenis.

You can hang up or wait. If vou press [6] w wait, CINDI says:
Flease kold the Hre, 'l be with vou sharily,

Once housekeeping is completed, CINDI checks to sce if you are still
Walling:

Thank you for waliing, Press the [6] key o continge,
After pressing [6], you are greeted as if you just called the system.

12.0.5 Passwords

Only you know your password. It helps to recond it in a safe place. If,
however, you forget vour password, ask vour System Manager 1o reset it to
[0] for you.

12.0.6 Message Forwarding

This 15 4 great way o accommodate the dme differences on the West and
East Coasts. If you live on the East Coast, set CINDI to forward messages
to your home immediately berween the hours of 8 PM and 9 PM, Thus, you
can receive messages left after your business hours from associates on the
West Coast.

— CINDI | & Il System Users Refarence Guide
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VoicaPath Call Managemeant

13.1 Call Management

VoicePath gives authorized Boxholders the opportunity to set their own call
management functons. As an authorized user you can choose to screen,
block, or ransfer (o an alternate extension all incoming calls,

Your System Manager authorizes you to change your call management
selections. Contact your System Manager if you have any questions about
this authorization.

If wou are authorized to wse this function, you can set your own call
management selections through the Personalize Mailbox Menu. For com-
plete information on how to change your call management selections, pleage
refer to the chaprer, Personalizing Your Mailbox: Key [8).

1311 Call Sereening
When you screen your calls, each call that comes to you is announced by
CINDL CINDI gives you the calling party’s name and asks you if you want
to accept or refuse the call. If you refuse the call, the caller can leave 2 vaice
message in your mailbox, ry to reach another extension, or speak with the
attendant.

13.1.2  Call Blocking

When you block calls, CINDI prevents all incoming calls from reachin £ you.
CINDI will tell your callers that your are unavailable for a specific reason
that you select. Again, callers can leave a voice message in your mailbox,
try another extension, or speak with the attendant.

13.1.3  Routing Calls to an Alternate Extension

When you ask CINDI to transfer all your calls away from your regular
extension, CINDI automatically sends them to an alternate extension
specified by you.

Flease note that the alternate extension you select may also be authorized for
call management. If this is the case, your incoming calls are handled
according to the alternate extension’s current management selection gxcept
when its calls are also being routed 1o an alternate extension. Under this
condition, CINDI preveats you from selecting the extension.

13.1.4  No Screening

When you turn off the screening funcrion, vour calls are ransferred imme-
diately to you, In other words, vou receive your calls in the standard fashion.

13.2 ~ CINDII & Il System Usar's Reférence Guids



Call Management VoicePath

If you do not answer your phone on an unscreened call, CINDI may or may
notoffer 1o take & message, depending upon how your system is programrmed

by the System Manager.
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VoicePath Receiving a Screened Call from VoicePath

13.2 Receiving a Screened Call from VoicePath

When you receive a screened call from VeicePath, make sure vou follow
CINDI's instructions carefully. When vou answer vour phone, vou will hear:

(Caller™s nama)

15.0n cthe fine,

Press [1T o accepr this call,
Press (O to rofuse i,

When you press [1], vou will hear:
I"l connesr the caller.
CINDI connects the calling party and drops out of the call.

If you refuse to speak with the caller by pre ssing [9], CINDI will instruct you
0 hang up:

Please hang up.

You have five seconds in which to hang up your phone. Make sure vou hang

up within this five second window, CINDI needs this time to revert the call
back to the calling party and to tell the party that you are unavailable. If you
do not hang up within the five second window, you may be connectad with

the calling party.
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Personal Liser Menu WoigaPath

13.3 Personal User Menu

VoicePath gives vou the capability to use a Personal User Menu, With this
feature, you can use a VoicePath mailbox to present & preeting and & menu
o callers.

Your System Manager must authorize you 0 use & Personal User Mcnu.
Contact vour System Manager if you have questions about this autherization.

If you are authorized to use this function, you can enable or disable your
Personal User Menu through the Personalize Mailbox Menu. For complete
information on how to check or change the status of your Personal User
Menu, please refer to the chapter, Personalizing Your Mailbox: Kev [8].

CINDI | & || System Users Reference Guide 13 -5
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Integrations

This chapter discusses features availuble only an CINDI systems equipped
with one of the integrations listed below:

Northern Telecom SL-1 integration (IVMS)
Fujitsu Focus 960 integrarion

NEC Neax 2400 intsgration

(GTE OMNI SIIT integration

TIE DCX integranon

SMDT integration

Fujitsu Focus 196 integration

Mitel integration

Check with your System Manuger 1o see if your sysiem includes one of these
inte grations.
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Integrations Functions From Your Own Telephone Station

14.1

14.1.1

14.1.2

14.1.3

Functions From Your Own Telephone Station

On integrated lines, you can gain access into CINDI from more than one
level, ‘As a Boxholder, you can save several keystrokes and avoid a number
of CINDI prompts when you open your mailbox, leave message in another
mailbox, or call another extension.

Accessing Your Mailbox

From your own telephone station, you can dial into CINDI and be immedi-
arely prompted for your password as follows:

Please enter your password, If you wish ta leave g mzssage for another
mailbox, press the pound key on yvour telephons keypad.

When you dial CINDI from your station, the system autornatically enters
your mailbox number and [0]. Accordingly, CINDI will only accept your
password. If you call CINDI from another ielephone smtion, the system
automatically enters the mailbox number {and [01) associated with that
station.

Leaving A Message

If you reach CINDI and want to leave a message for another Bexholder, do
mot enter your password when CINDT asks for it. Instead, press [#] to access
the following mailbox prompt:

Please enter the mailbox number you wish,

If you enter a mailbox number that does not exist, or make some other kind
of invalid enery, CINDI talls you;

Mailbox nanr does ot exir,
You are returned to the mailbox prompt for re-entry,

A better way to leave a message for another Boxholder is open your
mailbox by entering your password when CINDI asks for it. Then, you can
press [1] from the System User’s Main Menu in order to access message
recording,

Dialing Another Extension
To call another extension from your own telephone station, simply dial the
desired extension directly, If the desired extension is busy, rings without
answer, or nas been forwarded to CINDI, you arc automatically routed to the

14 -2
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Functians From Your Own Telephane Station Integrations

extension’s mailbox. You hear the Boxholder’s greeting (if recorded) and
have the opportunity 10 leave & MCSEAES.
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Integrations Mailbox Greetings

14.2 Mailbox Greetings

Before you record a message in a mailbox, CINDI greets you with a mailbox
greerng. What you hear depends upon which of the following conditions

Exigt:
=  apersonal greeting is recorded.
* & Telset Staws greeting is present (IVMS only).
® the Boxholder name is recorded,
= the Boxholder name playback is allowed.
= the call is "call forwarded - busy” into CINDL

Regardless of which conditions exist, you are always given the opportunity
to leave a message. The ways in which the greetings work together are
discussed in mors detail below.

14.21  Call Forwarded Busy Greeting

On integrated lines, anytime an extension is busy, the caller is autornatically
routed direetly into that extension’s mailbox. The caller hears the following:

(Boxholder’s name)
s on the telephone ar the mament,
oe

The person you have callad it on the telephore af the mement.

No matter what other greetings may be recorded for the mailbox, you will
always hear the "call forwarded - busy™ phrase first if the condition exists.

14.2.2  Telset Status Greetings (IVMS only)

Northern Telecom SL-1 IVMS integrated systems offer nine Telset Status
greetings, pre-recorded in CINDI's voice, that you can select for incoming
callers to hear. These greetings provide brief, up to the minute reasons why
you are not at your i2lephone.  Each is associated with a telephone keypad
access code. From your own telephone, tyou press one of these code keys
in order 10 activate & desired Telset Status greeting for your mailbox. You
do not need to call CINDI to perform this functon.

The phrasing for each Telser greeting begins with either your name, if a
name has been recorded and playback is allowed, or with "The person that
you have called.” Each Telset Status greeting and its associated telephone
keypad access code is listed below:

1 - has left for lunch

2 - 15 ill today

14 - 4 CINDI | & Il System Users Reference Guide
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Mailbox Graslings

Infegraticns

3 - is out of the office -

4 - is out of town

5 - expects (o return today

& - is in a meeting

7 - is unavailable at the moment
8 - iz upavailable this moming
9 . is unaviilable this afiermoon

Pressing [(] cancels the Telset Status greeting currently sslected for your
mailbox.

When vou have an active Telset Status grecting and are on the phone,
incoming calls sill are automatically routed to your mailbox. However,
callers hear the "call forwarded - busy" greeting rather than the Telset
greeting.

For detailed instructions on how 1o leave Telset Stams STectings On your
telephone set (TELSET Status), refer o the SL-1 documentadon.

14.2.3 Personal Greetings

Recording a Personal Greeting 1s discussed in the chapter, Personalizing
Your Mailbox: Key [8].

The “call forward - busy" phrase works in conjunction with your personal
greeting. When your telephone is busy and callers are automatically routed
1o your mailbox, they first hear the "call forward - busy” phrase followed by
vour personal grestng.

Tor §L-1 IVMS integrated systems, the Telset Status greeting feature can
work in conjunction with your personal grecting. If you record a personal
grecting and select a Telset Status greeting for your mailbox, callers hear the
Telset Status grecting followed by your personal greeting when they are
routed to your mailbox.

CIMDI | & | System Users Reference Guids 14-5



Integrations Talsal Massages (IVMS only)

14.3 Telset Messages (IVMS only)

Telset Messages arc short messages, pre-recorded on the CINDI systems,
that internal callers can deposit into any mailbox. Telset Messages ars
available only on SL-1 [VMS integrated systems.

Cullers can leave a Telset Message rather than recording a voice message by
pressing telephone keypad codes that correspand with the desired message.
The pre-recorded Telset Messapes and azsociated telephone keypad access
codes are listed below:

I - The person at extension nnnn wishes you 1o call regarding an im-
portant matter.

2 - The person at extension nnnn relephoned.

3 - The person at extension nnnn wishes 1o see you regarding an im-
partant maltter,

4 - The person at extension nnnn returned your call.

5 - The person at extension nnnn wishes you to call,

& - The person at extension nnnn will call again.

7 - The person at extension nnnn telephoned again.

# - The person at extension nnnn wishes you o contact their Secretary.
9 - The person at extension nnnn will keep the arranged appointment.

If you leave a Telset Message, your extension number is reflected by the
nnnn number listed above, Your Telset Message is deposited in the mailbox
associated with the extension that you dialed.

If you plan to wse this feature, it will be useful to keep this listing of messages
and corresponding codes close to your phone,

14.3.1  Leaving a Telset Message

When you call an extension and are automatically routed to the mailbox due
to a Ang-no-answer or busy condition, you hear a unique tone. After hearing
this tone, you have three seconds in which to press the appropriate telephone
key codes associated with the desired Telset Message. Your successful input
15 then confirmed by another tone.

Fleaze be aware that you must press the appropriate telephone key codes
within the three second windew. If you take too long, CINDI assumes that
your key entry is a command to the system insiead of a Telset Mes sage code,
The first input received after the three second window terminates message

14 - B CINDI | & Il System Usar's Reference Guide
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Telzat Messages (IVMS only) Integrations

recording. The second input received either causes CTNDI to end the call
(for all keys pressed except [11) or causes CINDI 1o prompt for the mailbox
number {if [1] pressed).

Als, if you leave a Telset Message, you should use your own telephone. The
§L-1 knows from which extension a Telset Message onginates and CINDI
includes this information in the message.

If you do not want to leave a Telset Message, donotenter a telephone access
code. After the three second delay, you hear the mailbox greeting and have
the opportunity (o leave a voice message.

For detailed insuctions about how to leave Telset Messages on your
telephone sct, refer 1o the SL-1 documentation.
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Integrations Lising the Mitel Integration

14.4 Using the Mitel Integration

This section contains information regurding the Mitel integration and its
operation with CINDL All system users should be aware of the informarion
in this chapter.

Check with your Svstem Munager 1o see if your system has enhanced Mite]
software installed on the PRX. If i does, your systemn will work slighily
differently than the system described below, Refer wo the section titled, Llsing
the Mitel Integration with Enhanced Software at the end of this section.

14.41  Message Waiting Information

When new messages are present in a mailbox, CINDI will activae the
message waiting indicator for the corresponding extension.

CINDI will activate {or refresh activation) message waiting indicators in the
following sitvations:

*  When the new message count for a mailbox goes from zero 10 one.

= When the mailbox holder enters his mailbox and leaves the mailbox
with the new message count greater than zero,

CINDI will deactivare the message waiting indicators when o mailbox holder
enters his mailbox and leaves the mailbax with the new message count ur
ZCTO.

The 5X-200 does not allow messs e wainng indicators to be activared while
4 phone is call forwarded, This is the case fora phone which is call forwarded
and the condition for forwarding is true. For example, i an extension is "Call
Forwarded - Busy," and that extension is busy, then the message waiting
indicator cannot be activated, CINDI will ey o activale the message
waiting indicator until the extension is not busy. Follow the recommenda-
tons in the following section tided, Call F orward Direct to Mailbax, Call
Forwarding and Message Waiting Combined, for a mors efficient message
walling operation.

Superset 4 Message Waiting
CINDI will activate the "MSG" prompt in the upper right comer of the LOD
display on the Superset 4 when new messages are present for thar mailbox
holder. To check the message prompt on the Superser 4,

= Press the "MSG" prompt soft key,
" Press the "READ MSG™ prompr enft key.
= Read the messuge on the LOCD display,
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Lising the Mitel Intégration Imegrations

If the message is from CINDL, the LCD will display "CALL CINDI", In this
case, the Superset 4 owner may pick up messages from CINDI using one of
the following methods:

Press the "EXIT" prompt soft key on the SuperSetand call the CINDI
hunt group number, OR

Press the “CALL" prompt soft key, The Superser will call the specific
CINDI port which left the message waiting indicator. Singe thisis a
specific port and not a hunt group, the port may be busy. Ifiris busy,
hang up and repeat the sequence later, You may also call the CINDI
hunt group now o pick up your messages. The "WMSG" prompt will
be removed once all the messages have been picked up, regardless of
the method used 10 access CINDL

Because of the operation of the Mitel $X-200 PRX, when o message wiiting
light is activated or deactivated, the Superset will ring once.

Single Line Set Message Waiting
CINDI will activate the message waiting light on the single line set when
new messages are present. To pick up messages, call the CINDI hunt group
number.

The message waiting prompt will be deactivated when all messages have
been picked up regardless of which CINDI port is accessed.

Because of the operation of the Mitel SX-200 PEX, when a message waiting
light is activated o deactivated, the single line phone set will ring once.

If your single-line s2t has no message waiting light, your phone will either
ring once or present a sturter dial one as 4 messuge walting indicator.

The PBX attendant has the ability to activate message walting indicatons on
single line sets, Since the single line set owner has no wivy in which ©
determine the origin of the message waiting indicator (from CINDI or the
artendant), it is required that the atendant not activate the message wairing
indicators for single line sets.

14.4.2 Call Forward Direct to Mailbox

Call Forwarding 10 CINDI from an extension which has a cormesponding
mailbox will allow the integrated feature Call Forward Direct to Mailbox.
Anyone calling an extension that is forwarded o CINDI will reach CINDI
and be grected with the personal greeting of the mailbox holder. If no
personal greeting is recorded, then the caller is greered with "L am taking a

CINDI | & |l System User's Reference Guide 14-9
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message for .. In either case, the caller is not required 1o enter the mailbox
number, and may leave a message,

Call Forwarding and Message Waiting Combined

The Mitel 5X-200 PBX does not allow message walling indicators o be
activated on a phone which is call forwarded. This is the case for an CXIEnsion
which is call forwarded and the condition for forwarding is rue. For example,
if a phone is "Call Forwarded - Busy” and that phone is busy, then the
message waiting indicator cannot be activated. CINDI will retry ar s minote
intervals until the phone is not busy and its message wairing indicator can be
activated. CINDI will alsoretry to activate the mes Sagc walting on that phone
again when another mailbox requires message wailing acrivation or desc-
tivation.

If & phone is "Call Forwarded - Follow Me (Always)" then message waiting
indication cannot be acrivated since call forwarding will always oceur.
CINDI will rerry until "Call Forward - Follow Me" is turned off. For this
reason, it is recommended that those individuals desiring o use "Call
Forward Direct to a Mailbox™ and "Message Waiting Indication” features
should not use "Call Forward - Follow Me." Each phone desiring these
features should be programmed to call forward 1o the CIND] hunt group with
one of the following methods:

*  Call Forward Busy/ Don't Answer
*  Call Forward Busy
= (Call Forward Don’t Answer

144.3 Call Direct to a Mailbox

Ifa call is made to the CINDI hunt group, and the call is made from anintcrnal
phone with an extension number that correponds o a mailbox number, the
caller will be greeted with the "Please enter yvour password" prompt. CINDI
knows the phone's mailbox number and the caller may enter the mailbox
simply by entering the password.

To enter another mailbox or leave a message for another mailbox, simply
press the "#" key, CINDI will then ask for the mailbox number. If you enter
the password and want 1o access snother mailbox, press the “1" key and
CINDI will ask you for the mailbox number.

If 1 call is made from a phone which does not have 3 corresponding mailbox
number, CINDI will greet the caller with the "Please enter the mailbox
number you wish” prompt. The caller can then enter the mailbox number.

14 - 10 CINDI | & Il System Users Reference Guide
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Using the Mitel Integration Integraliens

This is also tree for an extemal caller who was transferred directly o CINDIL
by the atendant, and was not call forwarded from an extension.

14.4.4 Other Tips for Users
Some addifonal tips that uses should be aware of are described below,

If you have a SuperSet, you MUst PrORIAM your name o include the extension
number, for example "219 Paul”, Both the number and name will then be
displayed for call forwards and direct calls: "From 219 Paul” on a forwarded
call: "219 219 Paul Calling” on a direct call. This gives the called party both
the name and extension of the caller.

Do not use the "Cancel message wairng” feature on the Superset for
messages received from CINDI. This could result in tumning off the message
waidng light while unreviewed messages remain in the mailbox, Users
should let CINDI turn the message waiting indicator on and off.

On the Mitel $X-200 PBX, call forwarding is limited to single-stage forward-
ing. What this means is that if your phone is forwarded 1o another phone, and
that phone is forwarded o voice mail, and you want your callers to ger w
voice mail, only the first forward will be made, The call will go to the first
phone you are forwarded to and it will ring. Your callers will not be able o
access voice mail under this circumstance.

Do not use the " Auto-Answer” feature on the SuperSer, If Anto-Answer i3
enubled, and CINDI mies 1o activate or deactivate the Message Walting
ladicator, the phonesetr will answer the call and Message Wailing sctivaion
or deactivatin will not take place.

14.4.5 Using the Mitel Integration With Enhanced Software

Your system may be equipped with enhanced software on the Miel PEX.
Check with your System Manager. If enhanced sofrware is installed, your
systern will operate as described in the preceding sections with some dif-
ferences noted below.

Message Waiting Information
Message waiting indicators can be used with phones which are ¢all forwarded
under ALL call condirions.

You can receive your messages by pressing the MW button on your Superset
and then the CALL button. You do nos have 1o dial the huat group.

Y our phone will net ring on messags waiting activation and deactivation.
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Call Forwarding and Message Walting Combined
Message waiting indicators can be activated on phones that are call forwarded

under all forwarding conditions.

Othar Tips
If you have a Superset, you no longer have o Program your name o include

YOUT exiension number,
Message waiting will now work with Superset features such as “Auro-

Answer” and the message advisory feature, as well as on phones with special
ringing enabled.

&
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System User Telephone
Menus and Menu Map

System User's Main Menu

[1] Record & message

[2] Receive messages

[3] For Message Forwarding
[4] For Call Placemsnt

[5] For Group Mcssages

[6] For Certified Messages
[7) For Guest Accounts

[B] Personalize your mailbox
[9] End the call
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Message Recording Menu

[1] Accept the message (send)

[2] Review the message

[3] Continue recording the message
[4] Re-record the eSS Rge

[2] Cancel the message

[2] Message Receiving Secondary Menu {abbreviated)
(presented after each message plaved)

[1] Keep the message

[7] Take action on the message
[8] Delete the massage

[9] Exit message receiving

[0] Other options

[2] Messape Receiving Secondary Menu (complete)
(presented after [0] pressed)

[1] Keep the message

[2] Repeat the message

[3] Replay previous en seconds

[4] Move ahead ten seconds

[3] Skip ahead through the message

(6] Stop playback for 30 seconds

[7] Take action on the message
[1] Copy the message with comments
[2] Copy the message without comments
[6] Relay information to a mailbox
[7] Leave a response for the sender
[9] Exit withoue taking action

[8] Delete the messags

[9] Exit message receiving
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[3] Message Forwarding Secondary Menu

[1] Enable Message Forwanding
[2] Review Message Forwarding
[8] Cancel Message Forwarding
[9] Exit Message Forwarding menu

(4] Call Placements Secondary Menu

[1] Have CINDI place a call
[2] Check status of calls
[9] Exit Call Placement menu

[5] Group Messages Secondary Menu

[1] Send a group message

[3] Add members o a group
[4] List group members

[8] Delete group members

[9] Exit Group Message menu

[6] Certified Messages Secondary Menu

[1] Send a cemified message

[2] Check the delivery status of a message
[8] Cancel notification for a message

[9] Exit Certified Message menu
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(7] Guest Accounts Secondary Menu

[1] Record & guest message

[2] Check the status of a guest message
[3] Open a new guest account

[4] List guest accounts

[2] Delere a guest account

[%] Exit Guest Account menu

[8] Personalize Mailbox Secondary Menu

[1] Change the personal greeting

[2] Change the password

[3] Record the name

[4] Recover the System Bulletin

[5] Change the Message Waiting Notfication status
[6] Change Call Screening levels

[7] Selact message remrieval order

[8] Changs Personal User Menu

[9] Exit Personalize Mailbox menu

CINDI | & I System User's Refarence Guide
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(Al
Authorized Features
Call Plagemenss 5«1
Changing Call Screening Level 9-10
Changing Msg Waiting Stas 0.8
Group Messapes 61
Guest Accounts 3«1
Message Forwarding 4-1
Personal Greeting -3

=

Call Management %-2,9-10-9-12,12-2- 13-3

Blocking Calls 9-11
Changing Lavel 9-10
Changing Your S¢lecton 9-10
Sereening Calls 911
Send 1o Extension 9-12
Transfer Without Screening 9-11
Call Placements  1-11, 5-1 - 5-15
Cancel Call 3-14
Checking Staws 5-13 - 5-15
Menn 1-3, 5-1
Rescheduled by CINDI  §-11 - 5-12
Scheduling 5-3 - 5-7
What Recsiver Hears 3-8 - 5-10
Call Transfers 111 - 11-6
During Nightline 11-4
From CINDI Meaus 11-3
With [VMS 116
With VolcePath 115
Calling CINDI  1-3
Certified Messages 1-12,7-1-7-5
Cancelling Motification  7-3
Checking Delivery Status 7-3 - 74
Menu 1-3,7-1
Receiving 3-8
Sending -2

(D]

Deleting Messages  3-6

Group Messages 1-11,6-1 - 67
Adding Members &3
Deleting Members 6-7
Listing Memberz 6-6
Meoo 13, 62
Sending 6-3 < &4
Guest Accounts 1-12,8-1-8-10
Checking Stzms of Message 84 - 33
Deleting 3-8
Deleting Message &3
How Guest Receives Messages 8.9 - 8-10
Listing &-T
Menu 1-4, 3-2
Openang 3-8
Recording Message 8-3

[H]

Housckeeping  12-2

W
Inbound Service 724
See VoicePath
Intzgrations  14-1 - 14-12
Fujitsn Focus 196 14-1
Fujitsu Focus 960 9-8, 14-1
Greetings 144 - 14-5
GTE OWMI 51T 14-1
KEC Meax 2400 2-8, 14-1
Morthem Telecom SL-1 -5, 14-1
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EMDL 14-1 Respond w Sender 3-8

TIE DOX  14-] Remeval Order 913
VRIS -8, 11.5,14-1 Save 3-3

Sez also Integrations: Northern Telecom SL-1 Skip Through 34

Tebsot Messapes 2-7, 1446 - 147 Stop Playback 34

Telszl Status Greetings 14-2 System Bolletinm 3-1

Take Action 34
Mezsage Recording 2-1 - 2.7

@ Accept 23

Cancel 24
Mailbox Continue 24
Cpening 1-7 - 1-10 Haongup 2-4
Fersonulize 1-12 Maximum Message Length 2-8
Maximum Messnge Lengih 2.6 Menn 1-2, 1-4
Inan Open Mailbox  2-6 Re-record 24
Mot in an Open Mailbox  2-6 Review 2-3
Menus 1-1 Message Recording Meau 2-3-2-5
Call Placement  5-1 Message Remieval Order 9-13
Call Placements  1-3 Meszage Wainng Indication 9-2, 9-8 - 9.0
Centified Messages 1-3, 7-1 Changing Status  9-8

Group Messages 1-3,6-2
Guest Accounis 13, §-2

Message Forwarding  1-3, 4-1 @

Mesgape Receiving  1-2, 3.3 . 3.7

Messape Recording  1-2, 14, 2-3 - 2.5 Mame -6

Personalize Mailbox 14, %1 Delsting 9-6

System User's Main  1-1,1-11 - 1-12 Recording 96
Message Forwarding  [-11,4-1-4-11, 12.2

Cancelling 4-11

Enabling 4.1 -4.5

Menu 1-3, 4-1 @

Rescheduled by CINDL 4-9 Opening Your Malbox  1-7 - 1-10

Ta Pager 4.7 First Time  1-7

What You Hear 4-8 Imponance 1-9
Message Receiving 3-1 - 3-8 With an Intcgration  1-9

Certified Messages 3-8 With VacaPath 1-8

Copy With Comments 3.5 Dutdials

Copy Withoul Comments 3-5 See Call Placements

Delete 3-6 Sex Message Forwarding

Keep 3-3

Meno 1-2, 3-3- 3.7

Move Ahcad 10 Seconds 34 E:]

Relay Information. 3-8

Repeat 34 Password 12-2

Feplay 10 Secomis 34 Changmg 9.5
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Personad Grecting 93 - 9-4
Deleting -4
Recording 9-3
Personal User Menw  13-3
Forsonalize Mailbox  1-12, 91 - 9-14
Menu 14
Phoreboak  1-3

A

Fecoading
Call Placemen Message 5-6
Cemificd Message T-2
Group Message 6-3 - 64
Guest Message 8-3
Mesgage I-1-27
Mame 9-5
Personal Greeting 9-3

@

Systzm Bulletin -7
Receiving 3-1
Recovering 9-7
Sysiem User's Main Menu 141, 1-11-1-12

1]
B
Take Action
Copy With Comments  3-3
Copy Without Comments 3-5
Relay Information  3-6
Fespond 12 Sender 3-6
Telephone Numbers
Entering 4-4, 33
Telser Messapes 27, 14-6 - 12-7
Telsen Stamus Greetings 144
Transfers
See Call Transfers

VoicePath  13-1 - 135
Call Management 9-10
Pessonal User Menu 135
Receiving a Screcned Call 13-4
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Introduction to CINDI

CINDI iz an scronym for Central INformadon DIspatch. The system
provides users with full voice mail capabilities.

CINDI will answer the user's telephone and take messages CINDI will call
users and deliver their messages to them CINDI will call other people and
deliver messages from users CINDI will deliver “certified” messages from
users 10 other users CINDI will deliver & group message from users to as
many as 247 other users CINDI will take messages from users for their guests

In fact, CINDI can provide all of your welephone messaging needs... and
using CINDI is as simple a3 pressing the keys on your telephone.

CINDI | & Il System Operator's Guide 1-1



Introduction fo CIMDI CINDI Usars

1.1 CINDI Users

CINDI users generally are divided into two categories: Internal Users and
External Users. Internal users are those who are assigned mailboxes on the
system. They are referred to as "Boxholders,” and there are three basic types:

- The System Manager, who is responsible for the inidalization
and management of the CINDI system

» The System Operator, 1o whom this guide is directed

« System Users, who comprize the majority of the mailboxes --
up to 310,

Complets descriptions of the features available to the System Manager and
System Users are provided in the CINDI System Manager’s and User's
Guides.

External users are those who do not have a mailbox on the system. Therefaore,
they are limited in the fearures available to them. However, external users
have the same message editing capabilities available to them as do the
Boxholders on the system. If an external user is given 2 Guest Account by
a CINDI Boxholder, that user can RECETVE messages on the system -- not
Just send them!

1.2 CINDIL & Il System Operator's Guide



The Systam Cperakor Imroduction ta CINDI

1.2 The System Operator

As System Operator, you ane responsible for saveral functions which are
important w the daily eperaton of CINDL Thess include the dismibution of
messages deposited in the System Operator’s mailbox and setting CINDI for
Dayline and Mightline modes. These functons can be performed only
through the Syswem Operator’s mailbox.

1.21 Opening the System Cperator’s Mailbox
If your system includes the optional feare, YoicePath please be sure o
read the section immediately following this one for important information
about opening the Systern Operator’s mailbox on VoicePath anended lines.

Toopen the System Operator’s mailbox on non-attended (i.e. standard) lines:

1, Call CINDI by dialing an extension or the company telephone
number directed into CINDL

When CINDI answers, enter your mailbox number ([20], [5590],
or [9990], depending on the mailbox length programmed for
CINDI during technical initialization). You can enter the num-
ber as soon as CINDI answers. You don't need to wait for
CINDI's request.

I

3. Enteran (8] immediately after vour mailbox number. This
tells CINDI that you want to open Opening “Your Mailbox the
mailbox and use the System Operator functions rather than
simply deposit a message in the mailbox.

After you enter your mailbox number, CINDI asks you for your password:
Please enier Your passiord.

The Operator's password is set at the factory to [0]. However, because
imporant messages are deposited in this mailbox, the password should be
changed to provide greater security. For more information on how te do this,
see the chapter in this guide entitled Changing The Password: Key [8]. If
any of CINDI's ports are inoperatve, CINDI tells you which ports are
affected as soon as you gain access to your mailbox. You hear the following
message:

The fallowing ports are ot working: (port numbers)

CINDI | & 1l System Operalor's Guide 1-3



Infroduction to CIMDI The System Oparator

CINDI tells you the number of messages you have to distribute as follows:

You have mn messageis) io disiribuie.
CINDI then pressnts the System Operator’s main menu:

Tor disgribuete messages, press (2],
T start nightline, press [3].

To turn off nigheling, press (4],

To sef the fme and date, press [5].
To change your password, press 81,
To record @ mersage, prece (1],

To end this call, press [9].

The following chapters will discuss each of the System Operator's functions
ag listedd in the menu above.

1.22  Opening Your Mailbox From a VoicePath Line
If your organization's CINDI system is equipped with the VoicePath feature
Option, your svstem can be set so that some of the incoming telephone lines
are answered by VoicePath while others arc answered by standard voice mail.
If this i5 the case, make sure you know which lines are VoicePath auto-at-
tended and which lines are standard voice mail. The way in which you open
your mailbox varies for standard veice mail and VoicePath lines.

To open the System Operator's mailbox from a VoicePath line;

1. Call CINDI by dialing an extension or company telephone num-
ber directed inw CINDI for VoicePath.

2. Press [9] to bypass the auto-attendant in order to access standard
vioice mail.

3. When CINDI prompts for it, enter your mailbox number as
described above ([20], [990], or [S900]).

4. Enter an [8] immediately after your mailbox number to tell
CINDI that you want o open the mailbox in order to use Sys-
termn Operator functions.

As you can see, once you press [9] to bypass the aumo-attendant, vou follow
the same st2ps w0 open your mailbox as you would on a standard CINDI line.
You enter your password then access the Sysiem Operator’s main menu
which is displayed above.

1 -4 CINDI | & Il System Operator's Guide



Distributing Messages: Key

2]

The System Operator's main function is to distribute messages left in the
Systemn Operator's mailbox (also referred 1 as the general delivery mailbox)
1o appropriate destination mailboxes.

CINDI deposits messages in the System Operator's mailbox for varous
TeAsons.

Most commonly, CINDI puts messages intended for
non-Boxholder’s in this mailbox.

CINDI also deposits messages here from callers using rotary
phones or from callers unaware of a Boxholder's mailbox number.

During Nightline mode, CINDI deposits messages into the general
delivery mailbox for callers who do not request an exiension
number.

And sometimes, a caller who is aware of the System Operator's
function may choose o leave a message in the general delivery
mailbax, confident that the message will be delivered to the
appropriate destination.

CIMDI | & i System Operalor's Guide o q



Distrbuting Messages: Kay [2]

Your job, as the System Operator, is to listen to the messages in this mailbox
and determine for whom they are intended,

= Ifamessage is meant for a specific Boxholder, vou can send the
message 1o the Boxholder's mailbox,

* If a message is intended for a non-Boxholder, you can send the
message 1o the mailbox of a close associate or to 8 community
mailbox. Community mailboxes are mailboxes used by numerous
employees, genetally for specific areas, For example, there may
be a community mailbox for Research and Development or one for
Accounting. Your Systern Manager should let you know which
mailboxes arc community mailboxes as well as which employees
use these mailboxes.

Finally, in order 1o keep up with incoming messages, it is recommended that
the Systern Operator distribute messages at least four dmes per day.

-2 CINDI | & Il System Operator's Guide




Distributing Messages

Distributing Messages: Kay [2]

2.1 Distributing Messages

To dismibute messages:
1. Open the Systern Operator’s mailbox.
2, Disuibute any accumulated messages.

CINDI reports the number of messages to be disributed and automatically
asks the Operaror 0 dismibute these messages:

You have frimber of messapes) message(s) fo disiribure.

If, for some reason, you do not want 1w dismibute messages at the time the
Systern Operator’s mailbox is opened, press the [#] key o cxit message
distribution. CINDI will then return vou to the System Operator’s main
menu.

If vou have no messages to diswribute, CINDTwill inform you and return you
to the System Operator s main menu.

When there are messages to be distributed, CINDI presents the first ten
seconds of the first message to you, allowing you to identify the recipient,
CINDI then 2sks you for the mailbox number to receive the message:

Enter the mailbor sumber io receive (s messagd,

Enter the mailbox number to which you want 1o distribute the message. To
leave the message in the System Operator’s mailbox, press [0] or enter the
Systern Operator’s mailbox number (90, 990, 99407, CINDI tells you:

The message remains in yowr mailbox.
CINDI then presents the next message.

You can leave message distribution and return to the Main Menu from the
“Enter the mailbox number” prompt by pressing the [#] key thres nmes.

If you do not enter a mailbox number after the prompt is presented three
times, CINDI assumes you have hung up and terminates the call, If you enter
an invalid mailbox number three imes, the message is left in the System
Operator’s mailbox and CINDI presents the next message. CINDI will also
inform you if the mailbox number you enter dogs not exist,

When you have entered a mailbox number, CINDI tells you the Boxholder's
name and asks you to confirm the destination:

CINDI | & 1l System Opearator's Guide 2.9



Distributing Messages: Kay [2] Distributing Massages

i sending this mersage ©o; (Boxhoider' s name).
T consinue, press [1].
Tor cancel your reguest, press [8],

If the Boxholder named is the intsnded recipient, press [1]. CINDI responds
with:

Mersage delivered.

[fitiz the wrong recipient orif you want to cance) the message's distribution,
press [B]. You are returned to the "Enter the mailbox number” prompt.

If you cannot determine the messa ge's intended recipient from the first ten
seconds, the message should be ransferred to a designated employee for a
more complete review. This person can listen to the entire message (if
necessary) and mansier it to the appropriate person.  When all accumulated
messages in the System Operator’s mailbox have been disribued, CINDI
responds with:

End of mgssapes.

CINDI then remurns you to the System Operator's main menu,

CINDI | & Il System Operator's Guide



Delating Messages Digtributing Messages: Key [2)

2.2 Deleting Messages

To delete a message left in the System Operator's box:

“Transfer” the message to [99], [999], or [9999]  (depending on the
number of digits in a mailbox).

This messags wastebasket is not an actual mailbox, and it can be referred 10
only by the Syseem Operator. [t is intended for the quick disposal of
unidentified messages of messages made in error.  Once you have entered
thiz mailbox number, CINDI asks you o confirm your entry:

You' ve asked fo delee this message,
To continue, press (1]
To cancal your request, press (81

If you press [1] to delete the message, CINDI responds with:

Delered,

If you press [8] 1o cancel the deletion, CINDI will again ask you to enter the
mailbox number w receive the message.

CIMDI | & Il System Operator's Guide a.g5
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Nightline: Keys [3] and [4]

As Systemn Operator, it is your responsibility 1o turn Nightline mode on and
off. Nightline is designed to be used after your normal busingss hours, andl
it changes how CINDI greets callers. [1also changes how CINDI responds
1o some callers” requests,

In order to tumn Mightline mode on or off, vou must use the specified oplions
in the System Operator's main menw. [f voice mail operations are ineTrupted
for any Teason, CINDI continues in the Dayline/Nightline maode last set pnor
to the interruption,
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Mightline: Keys [3] and [4) Starting Nightline: Hay [3]

3.1 Starting Nightline: Key [3]

To start Nightline:
» Press [3] when presented the System Operator’s main meny,

CINDI acknowledges your entry by responding with:
Nightline enabled
CINIM then retums you to the System Operator’s main menu.

Now that Nightline is active, CINDI presents the Nightline Gresting to callers
cnecring the syswem rather than the Dayline Greeting. If there is no Nightline
Greenng recorded, CINDI presents the pre-recorded system greeting:

Good afternsonievening

Nightine mode also affects call ransfers. When Nightline is active, CINDI
does not present the prompt, “Press [0] to reach rhe attendans,” for transfer-
ring calls to the attendant,

If & caller attempts to reach the attendant anyway, CINDI informs them:
I r sarry, there 15 re aitendant ai dhis time,

CINDI assurnes that no antendant is available when the system is in Nightline
mode, If your system is equipped with the VoicePath fearure option, CINDI
will 1ake & message in the general delivery mailbox when a caller mies to
reach the attendant on an VoicePath line or when a caller docs not specify a
particular extension.

3.2 CINDI | & Il System Operators Guide



Tumning Cff Nightline: Key [4] Mightline: Keys [3] and [4]

3.2 Turning Off Nightline: Key [4]

To wm off Nightline:

»  Press [4] when presented the System Operator's main men.

CINDI acknowledges your eniry by responding with:
Carcelling nighiline.

CINDI then returns you to the Systemn Operator’s main menu.

CINDI | & Il System Operator's Guide 3.3
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Time And Date: Key [5]

CINDI has a battery-backed clock that maintains the current dme and date
for voice mail operations. You can, however, reset CINDI's time and date if
the need arizes. For example, vou will want o change the ime and date due
1o the mransition between Standard Time and Daylight Savings Time.

To change the ime and date,

» Press [3] when presented the System Operator's main menu.

CINDI presents the current setting to you and asks you for the correct dme:

The time is- (currend e,
Enter ihe time,

Enter the correct time, using four digits. For example, 3:45 would be entered
as [(345]. After you have entered the time, CINDI asks whether it is AM or
PM:

If thix time t1 in the am, press (1]
For pm, press [8].
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Time And Date: Key [5]

CINDI acknowledges the time you just entered, presents the current setting
for the date. and asks you w provide the correct month:

The e (3! fcarrant fime),
feirrent data),
Enter the monek, [ 1] throuph [12].

Use twa digits to enter the month. For example, January would be [01].

CINDI then asks for the correct date:

Ener rha dnte,

Enter the day of the month, again using rwo digits, CINDI then acknow-
ledges the month and day you just entered and returns vou to the System
Operator’s main menu.
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Changing The System
Operator’s Password: Key [8]

CINDI is programmed at the factory with the System Operator's password
serto [0]. Ifit is currently at (0], you should enter the password that you will
use while parforming the System Operator function.

A password can be any combination of numbers or letters on the telephone
keypad, up to four characters long (the [*] and [_#] keys cannot be used).
Some examples of passwords are:

£5, 2789, WL, USAF, 2BIT

Be sure to record the password you select and store the information in a safe
place. However, if you forget the System Operator’s password, the System
Manager can reset it w0 [0] for you.
To change the System Opgrator’s password:

1. Open the System Operator's mailbox.

2. Distibute any accumulated messages.

3, Press [8] o change your password.
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Changing The System Operalor's Password: Key [8]

CINDI asks you for the new password:
Enter your new pasmword,

After you enter the password, CINDI repearts your entry and asks you to
confirm it;

The password is; {password].
To keep thes password, press [17,
To change the pasiword, press [8],

[T the password is incorrect, press [8] to change it. CINDI again asks you to
cnter the new password.

If the password is acceptable, press [1]. CINDI confirms the password one
more time:

The password is: (password).

CINDI then returns you to the System Operator's main menu.
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Message Recording

One of the primary features with which every CINDI user needs to become
familiar is Message Recording, Familiarity with this feature is imporiant
hecause Message Recording is used in many other CINDI features, including:
message transfers with preceding comments, call placements, group mes-
sages, certified messages, and guest messages. These are in additon to the
message recording key [1] in the main menu.

The System Operator's mailbox, because of its specialized purpose, only uses
the Message Recording feature through key [1] in the main menu.

When you press [1] from the main menu record a message, you should
remember that this "closes" your mailbox. If, after you finish recording the
message, you want to use your mailbox’s feamures again, you should open
your mailbox by re-entering your mailbox number and password.

When you use the Message Recording fearure, CINDI will prompt you with
the phrase:

Piease [eave your name and message at the tone. when you are finished,
press any key. (Beep)

¥ou can press [1] to skip through the prompt to speed up the recording
process. If you choose to do this, (CINDI presents an abbreviated prompt:

CINDI | & 1I System Operator's Guide & -1



Message Reconding

Recording, (Begp)

Press any key o siop recording. Recording also stops if:
= CINDI meceives four seconds of continuous silence.
* The entire maximum message length is used.
*  You hang up.

In addition, when the maximum message length is longer than 30 seconds,
CINDI interrupts you with a reminder when only 30 seconds remain, after
which CINDI restants recording automatically. This allows you to conclude
your message in an ordarly fashion.

B-2
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Message Recording Menu Message Recording

6.1 Message Recording Menu

When you have finished recording, CINDI presents the Message Recording
menu (o you:

if this message ir accepiable, press [1].
To review the message, press (2],

To contimue his message, press (3],

To re-record the meisage, press (4].
To cancel the message, press [8],

This menu gives you complete control over the content and presentation of
your message.

6.1.1 Accept the Message (Send)

Until the message you record is acceptable 1o you, CINDI does not deliver
it to the specified receiver(s).

To tell CINDI that the message is acceptable:
» Press [1] when presented the Message Recording memu.

CINDI then acknowledges the message’s delivery:

Thank you.
Your message has been delivered to: {Beoxholder's name).

6.1.2 Review the Message
To review the message as it is currently recorded:

» Press [2] when presented the Message Recording menu.

CINDI plays back the entire message for you and then presents the Message
Recording menu (o you again.

If you enter a key while the message is being played back, CINDI treats the
key as another response o the Message Recording menu. This means that
yOU Can press:

= Another [2] to restart the review process.

CINDI | & Il System Cperator's Guide ; £-3



Message Recording Message Recording Menu

= A 3] o continue recording from the END of the current message
{not from the point in the message where you press [3]).

* Any other key in the Message Recording menu.

6.1.3 Continue the Message
To continue recording from the current end of the message:

»  Press [3] when presented the Message Recording menu.

CINDI responds by presentng the abbreviated recording prompt:
Recording, (Beep)

If the cntire maximum message length has already been used, CINDI does
not allow you to continue recording the message. If a request to continue
recording is received in this circumstance, CINDI responds by saying "IN-
VALID ENTRY" and presents the Message Recording menu again,

6.1.4 Re-record the Message
To discard the current recording and start the message over:

» Press [4] when presented the Message Recording menn to
re-record the message.

CINDI responds by presanting the abbreviated recording prompt:

Recording. (Beep)
When you press [4] o re-record, you have the entire maximum message
length available to you again. The length of the discarded message is not
considered.

6.1.5 Cancel the Message

Press [£] to cancel the recording session, CINDI confirms yvour selection as
follows:

Megsage cancelled.
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Message Recording Meru - Massage Racording

6.1.6 Hangup, No Input
CINDI is designed 1o be as easy to use a5 possible, particularly for callers
unfamiliar with CINDL If a hangup or no input is received after presentation
of the Message Recording menu, messages are delivered wo the specified
recipient. In other words, a hangup or no input 1s reated the same as if the
message had been accepted with a [1).

This wearment is especially important for callers with rotary phones. These
callers can record messages and know they will be deliversd, even though
they cannot provide CINDI with any tone input,

GINDI | & 1l System Operator's Guide -5



Message Recording

Maximum Message Length

6.2 Maximum Message Length

It 15 helpful for you to understand how CINDI uses a mailbox's maximum
message length when recording messages.

The maximum message length controlling a recording is determined by
where the recording is being done,

* If you entered a password and are in an open mailbox, that
mailbox s maximum message length is in effect,

‘This is the case for preceding comments, call placements, group
messages, certified messages, and guest messages. For example,
if the mailbox's maximom message length is two minutes, no
message recorded through these features can exceed two minures

in length.
= If you are not in an open mailbox, the maximum message length
of the receiving mailbox is in effect.

This is the case if you have not opensd your mailbox with your
password orif you have closed your mailbox by pressing [1] from
the main menu (the only methods by which the System Operator
can leave 4 message for a Boxholder). For example, if the
receiving mailbox's maximum message length is only 30
seconds, the message you record cannot exceed 30 seconds in
length, even though your mailbox might have a longer maximum.

CINDI I & Il System Operator's Guide
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System Operator Telephone
Menus

SYSTEM OPERATOR: MAIN MENU
[1] Record a messags
[2] Distribute meszages
[3] Start Nightline
[4] Turn off Nightline
[5] Set the time and dans
[8] Change the Operator's password
[9] End the call

CINDI | & | System Operator's Guide A-1



MESSAGE RECORDING MENU
[1] Accepr the message (send)

[2] Review the message
[3] Continue recording the message
[4] Re-record the message

[8] Cancel the messape

CINDI I & Il Systam Operator's Guide



TN T e

iy = o)
B o parmra-a [
Yuzpeaazg arrmas 3 5|
Ty o miti A LTH
Fapy w1 [ 1]

—_—

Bupearey sivsepn

i 2 meedp e
_u!u._.-.u.-.d
L T 2 e I
g 3R o

panpy s now uy (gl

L
mapazial {4 FEOTRE pUR
o g i | 03] |

||||.|
saoygaye] Ae P

prrmaneg 3femplil
prrnareg mzpd Ayl

=g Wik

I

ety Py
sy []

[

il n U HLEEER
| ot lacgid 0 5] sl
.n. aFyry g 3L 29 :
ﬂ.ﬁl.n_._.&tw oif= | | FE ENEG NI T S EI Hapivmy alnisip
“uu_ﬂ._._.h._._q..ﬁ..r:ﬂ_ | ﬂ. ﬂ q
— pouraid TR ewiEill [ Tpacexid ey i) [l nmid)
m pELAEY ol ) S AL R PN T ARE Lo iy prsad uedy AL TR A S

w aiag) pue waal [£]

m|!_==n_z je-uny (¥ m

nuipg Sy 1eeg el

_ ucginai 10 S=p [£]

ml___m_-..-_____ w paoany i)

auzoussg qum eads 0]
dpy By puw g (6]
promsse ] 5,30 28ung 5 (8]
ap(] e 2n 1,195 [£)

sy By go-wm ], [v]
sy g €]
sefrssapy smaramg [T]
u_.n-_uu___....-ﬂﬁnﬁ____

nuep Ljep 9, J08medo

qﬂﬁauﬂ& g, ey SHL S

[ R o A A TR ARSI [
(el 20 (066 ‘el 2w

BN LG G LS

dep nuaiN
s.j01e12d0 waIsAs



C O

1, 020 00, i1 | 21018190 meataye

qsM unsM

_ broreramesy & wiame U adh rad . . Ii-_l .
. . n .

S | S

il | E ST T

L TR LY BRI L =
asgedball ST 7Y

e R A
m__ SETTE N P T m_

L
-

S ..._, —lullrfi -.|||..|a..

—..I......._...Ing_ g ...ar_;-u.u..;..rﬂnL_- wvsgstnan i | §_smne sl by

R | S -
Emtment ¥ s S s ...ﬂ.--.. e
. .rH..l.J. = m . ha.._n.._ ”_“1. ﬂ % e tufulty J.r w milr- ...||..l
) . - —_.
£IL —IJ.hllrwzl.w!._..._ a.__.__..lll_..__.rl .auu P ol B 3 g ]
. _ ._.h.ﬂ.!..r._._l._:_“

Tty e g 1 | 7} m
demr e o] g b lu o SpiAS T I.Ir_
a N ..rm

o -
# u- _ in“um.l.

J_

S P e

T A T e b
P IR
L ASER -



IndeXx

(B ©]

{Opening Your Mailbox 1-3,6-1. 60
Bozholders 1-2

Pl

Passward: Changing  5-1
Closing A Mailbox -1

el s!

System Opemator’s Responsibiliies 1-3

Deytas 13 System Oiperator: Diswibuting Messages 23

Dayline Greetng  3-1
Deleting Messages 2-5
Distributng Messages 2-1

Time and Date: Sewing 41

[E]

Extemnal Users 1-2

Nightling 1-3
Creeting 3-2
Starting 3-1
Turming O 3-3

INDEX -1
CINDI | & || System Operator's Guide



e

xsbnl

¢ [o]

33,0 .1-1 rodiei meY §-

e
|
¥

0]

12 gt s sand

2

-l eolifidiamncaa] 3 oesng) iy, 2
E-L espianhd panedioni(] ~oirql mom el

——
-
i

j-EMLE.

A+ prined oie bew w7

F=

r=

.

¥ 5

-1 soiyad
Ld joiveenl) aomtvec
L migraasM goivsial

£.5 rogesseM gaitodigs

St L8 eal ageteed rosmgixadd
i % pribwcof syemasd

—
L]
1 oniiaigita
If gmaamd
- .
L€ O goimwT

00RE) £ amgO mete@ 1 8 1 1I0WS

e e B B - e . S

O



