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Module 4. Mail Client

Lesson 1. Getting Started

Objectives

In this lesson, you will learn:

e The Malil Client benefits for the Xpressions voicemail-only user
e How to access and log on to the Mail Client

e The Mail Client page layout

e The Mail Client options

Introduction

The Mail Client is beneficial for voicemail-only users by
providing them with a browser-based presentation of
voice and e-mail messages. By using the Mail Client, they
can:

e See their messages on their PCs, and select which
one they want to access first

e Listen to voice messages over their PC speakers

e Search for messages by priority, date and time, Caller
ID, message type, and other options

e Compose and send e-mail messages
e Attach files to e-mail messages
e Flag messages for follow-up

e Save messages to their hard drive

e Forward e-mail and voice messages to others
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Mail Client Access

There are two ways to access the Mail Client from your Web

browser. * Mail Client

¥ Personal settings

The first option is to log on to the Web Assistant and select the
Mail Client hyperlink on the upper left side of the page.

The other option is to change the Start page after login to
Inbox. You do this from the Web Assistant User data page. If
you select Inbox, the next time you log in to the Web Assistant, Deputy

it opens to the Mail Client Inbox page.

Start page after login | Inbox b

Defaultvalue
Web Agsistant

If you are logged on to the Mail Client, your mailbox may not be
accessible from the TUI, depending on the HiPath Xpressions
configuration. If more than one session is not configured, when
you try to log on to the TUI while logged on to the Mail Client,
Xpressions says, Your mailbox is busy. Please try later.

Mail Client Options

The following options are available from the Mail Client: ¥ Mail Client

B |nbox {5
e Inbox provides you an overview of all your received B Sent items
messages in a message list " Compose message
e Sent items provides an overview of all messages you have " Enguir
sent P Personal settings

e Compose message allows you to compose different types
of messages and attach documents to messages SIEMENS

e Enquiry offers various options to search for sent or
received messages
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Mail Client Page Layout

After you log on, the first page you see is the Inbox. On the left side of the page is the Mail Client
menu along with a link to go back to the Personal settings menu.

Your selection on the left determines what information appears in the main page area on the right.

Your name is at the top of each page.

Wty A TR« Thotr configuerstion Snd wmal intem e

=
ot @ T voice mail: 15 sec,

Mt | Baftom I

) E-mail

: Senl dems Cole Glenn P H
Compose massane
= Enquiry
113 W Maddaga: L - 3 [oFunt: 3) o -Fﬁl.ll'l'lﬂj = s
Fage! 1 =| [eourt: 1].|EE| 'I'I Maiiagaifpags.
SI EMENS Fafrath: |oH -
Dalml ﬁaw| Linread | Fliag for follow-up Clear Flag
E Type From Subject [ata & Cize  Acton
r 4} Bennett Bob  4th guarter results 11142006 3:36 PH 45 kB 0
o ?:;5. Binder yoice mail; 20 sog 1111402006 337 PM 162 kB 0 o3 Oy

& voice mail ® uUnread

1L 1442006 4218 PM 126 kB ) o) Ty
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Logout and Help

Logout is at the top right of each page. Select this when you want to close a Mail Client session. It is
important to use this link when you want to exit the Mail Client. Failure to exit in this manner impacts
your TUI access. If you log out improperly and then try to access your mailbox from the TUI,
Xpressions responds with, Your mailbox is busy. Please try later. If you want access to the TUI
immediately, log in to the Mail Client and log out properly by selecting Logout.

Next to Logout, is Help. This hyperlink provides help for the items that appear in the main page area.

Web Assistant - The corfiguration and mail interface

WAL e g -
| . | ! : -

Cole Glenn Logout  Help
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Lesson 2. Using the Inbox

Objectives

In this lesson, you will learn:

e How to identify the Inbox message types

e The Inbox setting options and how to change them
e The options available to you from the menu bar

e How to sort messages

e How to open messages

e How to open messages with attachments

e The options available after opening a message

Inbox

The Mail Client Inbox shows all your Xpressions messages presented in chronological order with the
most recently received message at the top of the list. The message type is identified by the icon next to
the message. Icon identification can be found at the bottom of the Inbox page.

Cole Glenn Logoul Help
Message: 1 = 3 (count: ) Save jﬁilrl"l-b.[ Seﬂj-ﬂgﬁ
Page: I'I 'rl [eount: 1], |2||:| vl Messages/page.
Refresh: Icrﬂ -
Delete | Read | Unread | Flagfor follow-up Clear Flag
| ype From ubject Date ] ize  Ackion
r i g::“*“ 4th quarter reculte 11/14/2006 3:36 PM 45 kB
r § g?nadEér Jof Moice mail: 20 sec. 11/14/2006 3:37 PM 162 kB - g
LY ?g:rn-r 3inp ¥olce mail: 15 sec. 11/14/2006 4:18 PM 128 kB
3 e-mail & voice mail Unread
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Inbox Settings

At the top of the Inbox page, you can configure different aspects of your Inbox.
These include the following:

Page is used when there are more messages to view on other pages. It allows you to select the
Inbox page you want to view.

Messages/page allows you to define the number of messages displayed on one Inbox page. The
minimum is 5 messages and the maximum is 100.

Refresh defines the automatic update intervals for the Inbox page. The minimum is 5 seconds and
the maximum is 5 minutes. Off deactivates the update.

Save Journal Settings allows you to save your changes. The next time you open the Inbox your
changes will be the default.

Cole Glenn

Message: 1 - 7 [count: 7)
Fage: I'] vl [count: 13, |20 = | Meszagesipage.

Refresh: |off -

Sawve journal settings
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Menu Bar

selected messages:

From the menu bar above the message list, the following options can be performed for one or several

Delete is used when you want to delete a message from your Inbox.

Read is used when you want to mark a new message as read. Read messages do not appear in
bold text. Messages are also marked read once you listen to or read them. When a message is
marked read, the message is presented as an old message in the TUI.

Unread changes a read message to bold text which indicates that it is a new message. It is also
presented in the TUI as a new message.

Flag for follow-up adds a flag to a message as a visual reminder to follow up on the message.

Clear Flag clears a flag on a selected flagged message.

Delete | Read | Unread Flag for follow-up Clear Flag
= Type From Subject Date | Size  Action
r £ g:g““‘ 4th guarter results 11/14/2006 3:36 PM 45 kB

Message Browse Options

Next, and Bottom navigation options found at the bottom of the Inbox page.

I Eennett Bob 4th guarter results

EI Preulﬂl Battarm |

If you have more than one page of messages, you can browse your messages by selecting Top, Prev,
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Message List

The message list is divided into columns containing the following information:

Check box allows you to select or deselect messages in the message list.

Type indicates the message type.

From shows you who sent the message.

Subject identifies the subject of the message if the sender typed one.

Date is the date the message was sent.

Size shows you the message size in kilobytes.

Action allows you to reply to or forward the selected message.

Move your mouse over each column header to identify its use.

M Type From Subject Date | Size  Action
r EY g';;“t" 4th guarter results 11/14/2006 3:36 PM 45kB - . .
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Sorting Messages

When your Inbox is opened for the first time, messages are sorted and displayed by the date the
message was sent. To sort messages in descending order, click the Date column header.
To reverse the order, click the column header again.

Date T
114142006 4:18 PM
11142006 3:37 PM

1171472006 3:36 PM

Date |

111472006 3:36 PM
111472006 3:37 PM
11/14/7006 4:18 PM

Reading and Printing E-mail Messages

click the message Type icon or the Subject.

E-mail messages sent to your mailbox are converted into normal text. To read an e-mail message,

M Type From Subject Date | Size  Action
r EY :';:“”‘ 4th guarter results 11/14/2006 3:36 PM 45 kB -

hyperlink below the message.

Back to [nbox |

Deletel Unreadl Flag for fallow-up |

Feply with original message | Feply | Forward

Fram: Bennett Bob (BBENMETT)
To: GCOLE (GCOLE)

Date: 11/14/2006 3:36 PM
Subject: 4th quarter results
Type: E-mail

slenn,

Attached are the 4th gquarter results for your review.
to discuss in our meeting on Friday at Z:00.

Regards,
Jifuls]

2 Print preview

Please he ready

Once the message opens, you can print it on a printer of your choice by clicking the Print preview
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Opening Message Attachments

Messages sent to your mailbox can contain file attachments. The attachments can be various file
formats, and your PC’s configuration and installed programs determine how, or if, the attachments can
be opened.

Once you open the message, you can open the attachment by clicking the file next to the Attachment
name.

Attachments

Attachment name: 4th quarter results.xls

Voice Message Playback

From the Mail Client Inbox, you can open and listen to voice messages left in your Xpressions mailbox.
To open a voice message, click the message Type icon or the Subject.

B Type From | Subject Date Size  Achion
Lw 6035, ; . : LD Gy
r @ Binder Jeff Yoice rmail: 20 sec. 11/14/2006 3:37 PM 162 kB =V « s

Once you open a voice message, you can select to play it from a phone or from any media player
installed on your PC.
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Voice Message Playback

When the message opens, click Play to open your media player. The voice message then plays over
your PC speakers. Click Play on phone to play the message from your office telephone. Or, you can
enter another extension number and Xpressions will ring that phone. Once you answer, the message

plays.

Fromm: 6035, Binder Jeff (+19727146035)
Ta: 6032

Date: 11/14/2006 3:37 PM

Subject: Voice mail: 20 sec.

Type: 4 voice mail

This wmessage contains audio data. You can listen to this data or save it by
clicking on the icon below..

@ Play

»é Play on phone

Attachments
Attachment name:  7514fd80828.0b30.wav (157 kB)
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Message Options

Once you open any message, you have these options:

Reply with original message allows you to reply to the sender with the original message
appearing in the message area. The To: and Subject: fields are already filled in.

Reply is exactly like Reply with original message except the message does not appear in
the message area.

Forward allows you to forward the message to another person.

Forward with new voice mail allows you to forward the message and record a new voice
mail message.

In addition, you can Delete, mark messages Unread, Flag for follow-up, or select Back to Inbox.

Rephswith onginal message | Reply ] Forward Forwarnd with new voice mail
Dielete | | Inresacd | Flag far follow-up |
Back o Ink oo [
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Message Reply/Forward Options

If you reply or forward a message, you have the following options:

Change the Priority by selecting high, normal, or low. When high is selected, the message
appears in red with an exclamation point in the Type column. If normal is selected, the message
appears in black. If you select low, the message is in blue with a down arrow in the Type column.

person.

Enter text in the Message box.

Mark the message Private, which disallows the recipient of the message to forward it to another

Send |

Reply to a

B 7o

[ cc:

Subject:

Message:

message

+19727146035

IF’\E: “oice mail: 20 sec.

Multiple recipient addresses must be separated by a semicolon ().

Phone
number
fvna:
Priority:

private:

(WVOICE)

IE—maiI 'l
InDrmaI 'I

-
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Lesson 3. Composing Messages

Objectives

In this lesson, you will learn:

e The types of messages you can compose and send from the Mail Client
e How to compose and send a message
e How to attach a file to a message
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Composing a New Messages

You compose messages by clicking the Compose message link in the Mail Client menu. The
Compose a new message page appears allowing you to compose different types of messages.

You can also attach a file to an e-mail message, determine the message priority, and mark the
message private before sending it to the message recipient.

Compuse d New message
Muktiple recipient addresses must be separated by a semicolon (;).
T | Phone number type: | E_pail -
8 c: | Phone number type: | E-mail =
Subject: [ Pricrity: normal -l
private: r
Message:
=
=l
Attachments
Step 1 ] Browee..
Step 2: Insentfile atachment |
Repeat steps 1 & 2 to insert several files,
Send
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Message Address Options

When addressing a message, select from one of the following address options next to Phone

number type:

E-mail allows you to enter the e-mail address of the recipient in the To: field. E-mail messages
are sent as normal, unformatted text. Voicemail-only users should use the e-mail system

endorsed by their IT organization.

Voice mail allows you to enter the extension or telephone number of the recipient in the To:

field.

8 T

Mcc:
Subject:

Compose a new message

Multiple recipient addresses must be separated by a semicolon (;).
Phone number type:| E-mail e

Phone number type:

Priority:
private:

Wiaice mail
Fhone
PR

Message Address Options

Additional address options include the following:

Phone allows you to send a voice mail message to any telephone.

XPR is the Xpressions proprietary message format and is used for Xpressions to Xpressions

networking.

8 T

B cc:
Subjeck:

COI'I'IP{I'SE d New meassage

Multiple recipient addresses must be separated by a semicolon (;).
Phone number type:| E-mail "

Phone number type:

Priority:
private:

Wioice mail
Phone
#FE
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Composing New Messages

To compose a hew message, follow these steps:

In the To: field, enter the recipient information based on the Address type.
If required, enter the recipient information in the CC: field.

In the Subject: field, enter a meaningful subject.

Select the required message type in the Phone number type: field.

If necessary, change the message priority.

If necessary, mark the message private.

Add text in the Message: box.

If required, attach a file to the message.

Click Send to start the message transmission.

© 0N OA~A®DPRE

Once you send a message, you are notified whether the transfer to the Xpressions server was
successful.

Adding Files as Attachments

If you need to attach a file to a message, do the Attachments
following:

Step 1: ChDocuments and Settil
1. Scroll down to Attachments on the message page. [siep 2. !

2. Inthe Step 1: field, enter the name and path of the _ .
file you want to attach. You can browse for the file Repeat steps 1 & 2 to insert several files.
by clicking the Browse button.

3. Inthe Step 2: field, click Insert file attachment.
4. If necessary, repeat the steps to insert another file.

Insertfile attachment
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Deleting Attached Files

If you need to delete an attached file, select it and click Delete.

Attachments

SEepil: | Browse.. |

Step 2: Insentfile attachment [

Repeat steps 1 & 2 to insert several files,

ﬁ‘;trancahm'?”t W C:\Documents and Settings\Administratori4th quarter results XLS (39 kB)
Delete
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Lesson 4. Sent Items and Enquiry

Objectives

In this lesson, you will learn:

e The Sent items page options
e The Enquiry page search options
e How to search for Xpressions messages in the Mail Client

Sent lItems

The Mail Client Sent items shows all messages sent from your Inbox. The page options are similar to
what you see from the Inbox page. There are additional message icons at the bottom of the page that
show you the status of sent messages. Like the Inbox, you can sort messages in descending order by
clicking the Date column. To conserve hard disk space on the Xpressions server, delete sent messages

that are no longer needed. To delete all messages, click the check box icon . This selects all the
messages and allows you delete them by clicking Delete.

Cole Glenn

Mazzage: 1 - 1 (gount: 1) Py e e e

Page: 1 =| (count: 1), |20 =) Messagesipage.

Refresh: | off -

[Delete]

ﬂ Sent T [ vt 1 i Betan

[~ &) «~ 6040, Adams April Yoice mail: 11 sec, 11£14/2006 4:36 PM 91 kB
& E-mail & voice mail Unread
¥ Sent # Error " sending... @ Fepeat
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Enquiry

The Enquiry page offers various search options for messages sent and received through Xpressions.
You select the search criteria, and click the Search button to start the search process. Xpressions
searches messages based on the criteria you select, and then displays the messages on a new page.

Cole Glenn

Search messages in following folder
Drafts

Inbox

Outhox

Recurrent ltems

Sent tems

[ I I B B |

Deleted ltems

Originator/recipient information

T ou can use wildeards (%) for originatorrecipient

Fram® |

To® |
Trype: Al -

Search Options

The search options on the Enquiry page include the following:

Search messages in following folder allows you to select the appropriate folder to search for
messages.

Search messages in following folder
™ Drafts
W Inbox
I Outhox
I Recurrent ltems
[T Sent ltems
[T Deleted ltems
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Search Options

Originator/recipient information allows you to click the search button, next to the From* and To* fields
to search for Xpressions users whose names you want entered in these fields. To search on all originator
and recipient messages, enter an asterisk in the From* and To* fields. You can also search on the type
of received message.

Type: allows you to look for messages according to their types (E-mail, Voice mail, SMS). Selecting ALL
initiates the search for all message types.

Criginator/recipient information

" %ou can use wild cards (7) for ariginatorrecipient

te}
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Search Options

Additional search options include:

Time range (days or date) allows you to search for
messages sent or received within a defined time
period. You can select the time range in days or by In days: i

date, or specify a from and to date.

Time range (days or date)

frorm to
{01/08/2007  |01/30/2007

Date

Priority allows you to specify the search based on the
message priority or select All, which searches on any
priority within the search criteria.

Priority

Nurmal
High
Lo
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Search Options

The final search options include the following:

Status allows you to search for messages that | siatus
have a specific send status.

Al states -

Failed to send docurment
il zending
Documentin gqueue

Maximum number of displayed messages Maximum number of displayed messages
determines the number of messages that
appear on the page after the search. Mumber: 12':' '}

5

10

Search| >0
———100
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Lesson 5. URL Access to Voice Messages

Objectives

In this lesson, you will learn:

e URL access to voice message options
e How to access voice messages from a URL link
e Mail Client automatic log on requirements
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URL Access to Voice Messages Introduction

If you are an Xpressions voicemail-only user and have an e-mail address, your Xpressions administrator
can configure the system for URL access to Xpressions voice messages.

This provides a naotification e-mail sent to you with a URL link to your message. When you click the URL,
the message is provided as an attachment. You also have the option to open the Web Assistant Malil
Client to process the message.

You can:
* Reply to or forward the e-mail notification with the URL so other recipients can play the
message.
« Play the message on the phone or on a PC media player.
« Process the message in the Mail Client. Once you delete the message from the Mail Client, it
updates the message waiting light on your phone.

=)

Ele ER Yew G0 Hessage Ik Heb
Dalestin

. 2 & @ 9 |
GerMal  Wrke  AddresiBeck  Reply  Reply Al Forwand
- Subject Web Metiage Acceis

Fromme M Taior <Earvoréi] ) com>
Reply-Tec MILFANL S} 3 hopenh] 3. com

Date: 10002 AM

Vo chockbrder@maltest com

§(el
.
%

You have a nev message, Please click the link below to access ic:

hetp://mauill . havaiill.comfegl bin/vebassistant/ vebun?vucmd=BENaOxavyVDF: ndpeCeVEHDGHEOLIF !
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Accessing the Message

If URL access to Xpressions messages is configured and your Xpressions administrator provided you
access, follow these steps to retrieve the message.

1. Click the message hyperlink in the e-mail message.

Tou have a nev message, Please click the link below co access itc:

hetp: //mauild. hawaiilld.com/cgi bin/webassistant, vebum?sucmd=BNsCtxawyVDFz ndpsCcVSHDgHSOASPsy

Due To the security settings Oof some emall clients, clicking the link in this message may
ot AUCCHATICAllYy STACL your internst brow=er. In chiz case plesse mwark it and copy che
URL manually into the address bar of your internet browser.
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Accessing the Message

2. A special Web Assistant page for URL access opens. You can play the message on your PC
speakers by clicking Play. You can also save the message to your PC hard drive by right-
clicking the Attachment name and selecting Save Target As.

Wb Azsisietd - The configuration and mail interfece

Loginto execute message achons I

Frfm: 3930, Jil Taylor (+ 15727 143930)
To: 3230

Date: 10/2/2006 10:02 AM

Subject: Vaoita mail: 6 sec.

Type: O voice mad

This mesasfe contalns awdio data. You canm listen o cthis data or aave it by clicking on the icon below..
4 _piay

Attachments

Artachment name: 9314047368 1340 way (50 kB)

Login fo execule messoge achons I

If you click Login to execute message actions, you can log on to the Mail Client and process the
message.
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Accessing the Message

3. If you selected Login to execute message actions,

you can log on to the Web Assistant.

Wab Azsirtunt - The corfigurstion srd mail inberdfscs
AL
et

)

Login

User  or mailboxAD number ) : ICBDOKBINDER

Paseword { or PIN ) |

Cancl

Mormal] [55L]
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Accessing the Message

4. Once you are logged on, the Mail Client screen launches and you can process the message by
selecting - Reply with original message, Forward, Flag for follow-up, Delete, Save, and so forth.

ety Agginturd - Tha configurstion wd sl inberfnce
F Address book
» [
P personm somngs
CBOOKBINDER Logiud
SIEMENS
Back o inbaix I
Dml Unroadl Flag for iollow-up |
Fuophy with original message | Fepty | | Fowerd | Forward with new voice mail |
From: 3930, Ml Taylor (+19727143930)
Ta: 3230
Dabe: 10/2/2006 10:02 aM
Suabyject: Voice mad: 6 sec.
Type: & voico mail
This message contains agdic data. Tou can listen vo this data or save it by click
icon below..
& _piay
-A Plﬂ.r on EMEE
Attachments
Artachment name: 0314c47363.1340.way (50 kB)
Fiaphywith original message | Feply| Forwerd | Forsed with newvaice mail |
Dwlete | Unresd | Flagtoriollowvp |
Back o Inbaix |
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Auto Log On to Mail Client

If you use URL access to Xpressions voice messages, you might want to consider auto log on to the Malil
Client. This allows you to automatically log on to the Mail Client after the first initial log on using your user
name and password. This eliminates having to enter your user name and password each time you want
to process Xpressions messages in the Mail Client. Your password is encrypted and saved as a cookie
in your browser. There are a few configuration items required for this to work for you.

1. Your Xpressions administrator must enable Allow simplified web access in the Xpressions
server.

2. You or the Xpressions administrator must enable Simplified web access in your user settings in
the Web Assistant.

3. Your browser must be configured to accept 1st party cookies. To verify this with Internet
Explorer, open the browser and select Tools, Internet Options, Privacy, Advanced. Verify that
Accept 1st party cookies is enabled.

Data of user CBOOKBINDER

Change password of messaging system (PC access) Change

Simplified web access W
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Lesson 6. Module Summary

Getting Started

The Mail Client is beneficial to voicemail-only Xpressions users by providing them with a browser-based
presentation of their Xpressions messages. Any Xpressions user can access and use the Mail Client if
provided access by the system administrator. The Mail Client is accessed by logging on to the Web
Assistant.

From the Mail Client, users can access their voice and e-mail messages, view and delete messages that
they have sent, compose messages, and search for sent or received Xpressions messages.

Using the Inbox

The Mail Client Inbox allows you to see and open any Xpressions message you receive. You can
customize how you want messages presented on the page by changing the Inbox settings. The
message type is identified by the icon next to the message. You open messages by clicking the
message icon or the subject. Once a message is opened, you can reply to the message and change the
priority and mark it private.
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Module Summary

Composing Messages

The Mail Client allows you to create and send various types of messages. On any message, you can
change the priority and mark messages private. You can send attachments to composed e-mail
messages.

Sent Items and Enquiry

From the Sent items link in the Mail Client, you can view all sent messages and delete those you no
longer need. Enquiry allows you to set specifics related to searching for Xpressions messages you have
sent and received.

URL Access to Voice Messages

This option allows you to receive an e-mail with a URL link to your Xpressions voice message. When you

click the URL, the message appears as an attachment. You also have the option to open the Web
Assistant Mail Client to process the message.
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