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FCC Requirements for Consumer Products

This equipment complies with Part 68 of the FCC Rules. The Federal Corinunicadons Commissi
(FCC) has established Rules which permit this device to be directly connected to the telephone nef
work. Standardized jacks are used for these connections. This equipment should not be used on p
lines or coin lines.

On the bottom pane) of this equipment is a Jabel that contains, among other information, the FCC
registration number and Ringer Equivalence Number (REN) for this equipment. If requested, provi
this information to your telephone company.

The REN is useful to determine the quantity of devices you may connect te your telephone line ang
still have al) of those devices ring when your number is called. In most, but not al} areas, the sum
RENS of all devices should not exceed five (S), To be certain of the number of devices you may cd
nect to your line, as determined by the REN, you should call your telephone company to determine
the maximum REN for your calling area.

This equipment has been tested and found to comply with the limits for a Class A digital device, pu
suant to Part 15 of the FCC Rules. These limits are designed to provide ressonable protection again
harmful interference when the equipment is operated in a commercial environment. This equipmen
generalcs, uses, and can radiate radio frequency energy and, if not installed and used in accordance
with the instruction manual, may caust harmful interference to radio communications. Operation of
this equipment in a residential arez is likely to cause barmful interference in which case the user wi
be required to correct the interfercnee at his own expense.

If your MiniMai! unit causes harm to the telephone network, the ielephone company may discontin
your service temporanily. If possible, they will notify you in advance. But if advance notice is not
practical, you will be notified as soon as possible. You will be advised of your right to file 2 com-
plaint with the FCC,

Your telephone company may make changes in its facilities, cquipment, vperations, or procedures
that could affect the proper operation of your equipment. If they do, you will be given advance notiq
50 as 10 give you &n opporiunity to maintain uninterrupted service.

Canadian Emissions Requirements

‘This digital apparatus does not exceed Class A limits for radio noise emissions from digital apparaty
set out in the Radio Tnterference Regulations of the Canadian Department of Communications.

Le present appareil numerigue n'emet pas de bruits radioeleciriques depassant les limites applicables

aux appareils numeriques de la class A prescrites dans le Reglement sur le breunillage radioelectrique
edicte par le ministere des Communications du Canada.




Parts Checklist

Before installing MiniMail, make sure all the following items have been included in your package:
» MiniMail Unit

* Power Supply

* Phiene Cord

» Wall Mounting Bracket

= User's Guide (This Document)l

» Administrator Quick Reference Card

* 9 Mailbox Owner Quick Reference Cards

» Warranty Registration Card

e
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Important Safety Precautions

1.
2.
3.

10,

11.

When using your telephone equipment, basic safety precautions should always be followed to redw
the risk of fire, electric shock and injury to persons, including the following:

L e R e b . WPty

Read and understand all instructions.
Follow all warnings and instructions marked on MiniMail.

Unplug MiniMail from the wall outlet before cleaning. Do not use ligquid cleaners or aerosol
cleancrs, Use a damp cloth for cleaning,

To reduce the risk of electric shock, do not disassemble MiniMail; take it to a qualificd service
facility when service or repair work is required. Opening or removing covers may expese you
dangerous voltages or other risks. Incorrect reassembly can cause electric shock when MiniMa
is subsequently used.

Unplug MiniMazil from the wall eutlet and refer scrvicing to a qualified service agency under
the following conditions:

a. If liquid is spilled inta MiniMail,

b, If MiniMail has been exposed to rain or water,

¢. If MiniMail has been dropped or the cabinet has been damaged.
d. If MiniMail exhibits a distinct change in performance.

Never instal] telephone wiring during a lightning storm.

Never install telephone jacks in wet locations unless the jack is specifically designed for wet
locations.

Never touch vuiusuluted telephone wires or terminals unless the telephone line has been discon
nected at the network interface.

Use caution when installing or modifying telephone lines,
iy

Do not dispose of the battery in & fire, The cell may explode. Check with local codes for possi-
ble special disposal.

Do not handle, open or mutilate the internal battery. Released electrolyte is corrosive and may
cause damage to the eyes or skin. It may be toxic if swallowed. Do not short the battery with
conducting materials such as rings, bracelets, or keys. The battery or conductor may overheat
and causec burns.

SAVE THESE INSTRUCTIONS




Introducing MiniMail
What is MiniMail?

. [
MiniMail is a complete, easy-to-use voice mail system for the small office. MiniMail works with
your tejephone or telephone system to answer phones, store messages for each of your employecs,
and leave announcements. With MiniMail, you can keep in touch with your colleagues and customers
— 24 hours a day, 7 days & wezk, from anywhere,

What Can MiniMail Do For Me?

Here's a quick overview of MiniMail’s most useful features,

Powerful vaice mail/messaging capabilities
i » 9 mailboxes for voice mail or announcements
= Rerords personal greetings for each uailbox
* Stores | full hour of messages — up to 116 messeges
i » Forwards urgent messages instantly
* Records memos for your colleapues
= Can page you when you gel a message
* Works with most phone systems to notify you of waiting messages
« Can transfer calls 1 an operator
* Time/day stamp tells exactly when & message was leflt
» Securiry codes protect your messages from unnuthorized personnel
* Efficient mailbox features let you siore, skip or delete messages
Easy and reliable
, » Friendly voice prompts make MiniMail easy for everyone
* Reliable all-digital technology
» Simple to set up and make changes
* Bartery backup saves your setlings even if the power's off

« Low memory feature tells when you're running low on memory
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How MiniMail Works

Answers your phone efficiently and professionally...

If your phone gystem sllows!, calleis can be wransferred directly to the MiniMat! mailbox “owned” by
the individual they're looking for, so they can leave a message quickly and efficiently. Otherwise,
MiniMail can greet callers with your digitally recorded System Greeting. Callers can then select an
individual’s mailbox by using keys on their telephone, and hear a personal greeting inviting them to
leave a message.

Lets you get your messages anywhere, anytime... |

Get your messages from any touch-tone phone, anywhere — from inside your company, or from the
road. You can even store a message you've heard, and listen again later. MiniMail helps make sure
your messages are private, by providing a separate security code for cach mailbox.

Helps you stay in touch, no matter what

MiniMail can csll you to let you know it’s received a message. If you have a pager, it'll even page
you — 50 you can be reached without giving people your pager number.

e Convenient announcements and voice mail memos...

Use MiniMail's convenient apnouncement boxes 1o create a “corporate information eenter”™ with
answers 10 your most commonly asked questions, like “How do 1 get 10 your office?” or “What's on
sale this week?" Or use announcements to leave private messages for important customers who don't
have 2 mailbox. You can even use MiniMail 10 leave *voice mail memos™ for your colleagues. It's

. faster and easier than typing a memo or sending E-mail!

-~

1} MiniMail supports thig feature with ncarly all phone sysiems that can send codes 10 identify called
extensions.




Before You Begin

Before using MiniMail, have it installed professionally. Your professiunal insaller should follow the
directions in the Installing MiniMail section of this manual,

You should also review this manual before using MiniMail, sc; you'll understand how it works.
Communicating with MiniMail

MiniMail communicates with you in two ways: it shows your options on its display panel, and it
prompts you by voice. You can instruct MiniMail by pressing butions on MiniMail's front panel. You
can always tell what each button does by looking at the icons that appear above each button on the
display panel.

— = e =
J 1) M .T
8198 ?" 40 Vl'gi
MAILBOX

566 b0 0 &o (j,) i

RECORD ENTER ACCESS WMSTALL
UESKAGE Mal BOK SYSTEW SYETEM

PUSH THE BUTTONS, NOT THE DISPLAY SCREEN
"M M“'J’

Figure 1. The MiniMail Display Panel

If you wish to control your MiniMail system from another office or an entirely different Iocation, you
can access MiniMail by phone and enter your instructions on the phone's keypud.

As you can see in the Figure 1, four cat:gories. of system tasks can be controlled by pressing
MiniMail’s preprinted buttons:

1. Leave e message in another mailbox

3. Entering a mailbox to retrieve messages, or for other reasons

3. Accessing the system to change its current setup (for the system administrator)
4, Installing MiniMail (for the professional installer)

When you select one of these categories, MiniMail displays a “Menu” of choices. each with a number
attached, and prompts you for a selection, If you are controlling MiniMail from a telephone,

MiniMail will read your choices aloud, and ask you to make 2 choice by pressing a bution on your
touch-tone phone.

9
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Chapter 1: Setting Up MiniMail (Guide for Administrators)

NOTE: This section assutmes your MiniMuil system has already been professionally
installed. For professional installer's information, see Chapter 4, Installing MiniMail, near
the end of this manual.

Introduction/Overview

Once your MiniMail sysiem has been professionally installed, you’l] want to set it up to meet your
specific needs. This may include:

+ Creating mailboxes for each of your employees

« Creating announcement boxes, if you choose

* Recording your r:ompany's System Greeting, if necessary, and any Announcements

» Setting the current date and time

» Specifying when your office is closed, and when live operators are available 1o take calls

« Specifying what happens when callers don't have touch-tone phones, or when they call after hours,
or when they wait 100 long

* Setting the administrator’s security code

For soma of these options, MiniMail's pre-existing (“default™) settings may be all you need. You
won't have 1o do anything 1o make these settings take effect — they’re already turned on.

Often, however, you'll want to change the default settings. For example, when you tum MiniMail on
for the first time, no mailboxes are turned on. You'll have to tell MiniMail how many you want 1o
use. It's easy 10 make these changes, and it'l! be easy to make changes later, if you need 1o,

You can perform Setup tagks by pressing the Access System butioa on the MiniMail unit fiself, or by
calling the MiniMail sysiem’s phone number or extension. In either case, you will be prompted to
enter your administrator’s security code,

The first time you set up MiniMail, you may find it easiest to do so from the unit itself, assuming it's
conveniently located. You'll be able to see all the options available to you at once on MiniMail's dis-
play. But whether you're in front of your MiniMail unit or on the phone, voice prompts will still help
you every step of the way. .

After you've set up MiniMail in Chapter 1, Chapter 2 of this manual explains how users can manage

their own mailboxes, and Chapter 3 describes the options callers have when they connect with your
MiniMalil sysiem.
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Chapter 1: Setting Up MiniMail (Guide for Administrators)

Understanding MiniMail’s Menu System

MiniMail’s consistent menu system helps make it especially easy to use, There are four main menus,
each controlling a different aspect of MiniMail's operation:

The Administrator’s Meny allows you to fnanage your MiniMail systemn un a day-to-day basis, han-
dling such tasks as creating mailboxes and recording System Greeting, (The Administrator's Menu is
covered in this chapter.)

The Muilbox Owners Menu allows the owner of a specific mailbox to control that mailbox, MiniMail
capabilities controlled by the Mailbox Owner's Menu include recording a Personal Greeting, retriev-
ing messages, and telling MiniMail where to call you if you receive an urgent message while you're
on the road (Remote Notify). The Mailbox Owner's Menu Is covered in Chapter 2. ‘

The Caller’s Menu allows callers 1o control how they leave messages and request transfer to an oper-
ator, if one is available. The Caller's Menu is covered in Chapter 3.

The Installer'’s Menu allows your professional installer to establish the system setlings needed for
MiniMail to work with your telephone system and the outside telephone network. The Installer's
Menu is covered in Chapter 4.

Once you enter any of these Menus, MiniMail provides more choices. Typically, you work with
MiniMail Menus as follows: First choose a Menu item, then perform the task you wish to pzrform,
and then press # to rctum to the Menu. At this poiny, you can sither choose another task to perform,
or press # again to exit the Menu,

Many aspects of MiniMail are consistent no matier which menu you're working wirh. For example,
pressing U always repeats the menu, and pressing # always exits to a higher-level menu,

Lo
I
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Chapter 1: Setting Up MiniMail (Guide for Administrators)

Entering the Administrator’s Menu

To enter the Administrator’s Menu:

1. Press the Access System button on MiniMail's front panel, If you're accessing MiniMail by
phone, dial its number or extension, and press * when you hear the System Greeting,

2.  Enter your administrator’s security code,

| ]
40 voLUME
—
o

ey

2112 9/12/85 9

SECURITY NO. EXIT

.@@@@@@ @ HELP

S
G o

o

@ Q000000

RECORD ENTEN I MSTALL
MESSADE AW BOX STST EYSTEM

k.,___.______ L
Figure 2. Entering the Administrator’s Security Code
3. You will be presented with the Administrator's Menu.
TME sM2es 9:40 || votome
A =
0
SECURITY MENU ExtT
1230E5e0e @ @) =
S N G e N |

RECOAD ENTER AGCESS INSTALL
MESSAGE MAILBOX SYSTEM BYSTEW

"
\ _..WM

Figure 3, The Administrator’s Menu

TIP;By default, the administrator's security code is 9999, For security reasons. you should
change it. Sec Seuting an Administrator’s Security Code, later in this chapter, for directions.

12
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Chapter 1: Sctting Up MiniMail (Guide for Administrators)

Creating Mailboxes and Announcement Boxes

At most companies, one of the first steps in selting up MiniMail is 10 create individua! mailboxes for
esach person who will use the system. Mailboxes are where messages for cach individual are stored.
An individual's mailbox can also have a personal greeting, inviting a caller to leave a message.

Your MiniMail sysiem is shipped with no mailboxes on. To use the mailboxes, you must first activate
them.

MiniMail van provide up o nine (¥) voice mailboxes. All of these mailboxes may be used as
announcement boxes instead. When callers reach an announcement box, they can hear a message, but
they cannot leave one. .

If you have configured MiniMail 10 use a System Greeting, and you activate additional mailboxes
later, you'll have to record a new Systemn Greeting to route your callers 1o these mailboxes. You can
also record a new Mailbox Greeting for each mailbox you activate (or you can use the prerecorded
one), Simidarly, if you activate announcement boxes, you’ll ussally want to record announcements for
them.

To activate a mailbox:

1. Ener the Administrator’s Menu,

Press 4 to set up a mailbox.

Enter the box number you want 10 set up.

Press 1 if you want 1o set up a voice mailbox; or press 2 1o sel up an anuouRCEMENT box,

L S

Enter the phone sysiem telephone extension used by the individua! who will own this mailbox,
and press #. (If there is no extension associated with the mailbox, press 4.)

6. MiniMail reports which mailbox and extension you've just set up. To exit, press #. To set up
another mailbox, repeat Steps 3.5,

TIP: If you make a mistake or want 10 start over, press # 1o exit 1o the previous Menu.
You can also deactivate a mailbox if it's no Jonger needed, To do so:
I. Enter the Administrator's Menu,

Press 4 to set up a mailbox,

2
3. Enter the hox number you want to delcic.
4, Press 1,

5

Press # to return 1o the Administrator's Menu, from where you can choose another
Administrator’s option, or press # again 1o exit.
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Chapter 1: Setting Up MiniMail (Guide for Administrators)

Recording the System Greeting and Announcements

Before you record & System Greeting, first decide whether you need ong,

Typically, the System Greeting tells callers the name of the company they have reached, and then tells
them which mailboxes are available (o leave a message or to get information.

However, if your installer has configured MiniMail to recognize The “Called Party Identification
Codes™, or CPIDs sent by your telephone system, when callers dial an extension where nobody
answgrs, MiniMail can forward them to the specific mailbox “owned” by the individual they wish o
reach, If your installer bas configured MiniMail this way, you may not need a System Greeting,
because callers may never need to hear one.

For MiniMail to automatically forward callers into 2o appropriate individual’s mailbox, all of the fol-
fowing must be true;

1. Your phone system must be able to forward exiension mformanon ("Calied Party
Identification Codes™) to MiniMail,

2 Your installer must have turned MiniMail's CPID feature on.

3. Your installer must have the specified CPID code for your phone system.

If you are using announcement boxes, or if you are providing mailboxes for individuals who do not

- have their own extensions, you will need to record a System Greeting,

TIP: MiniMail comes with the following built-in System Greeting:
To leave @ message, press poiund and then the extension.

In the following System Greeting example, 6 voice mailboxes and 3 announcement boxes are in use,
though you can divide your 9 mailboxes in any proportion between voice and announcement boxes.

Hello. You have reached XYZ Consulting'’s Voice Mail system. To leave a message for Carol,

press 1; to leave a message for Dave, press 2; If you want o leave a message for Tom, press

3; Jor Lisa, press 4. To reach Sales, press 5. For Service, press 6. For our mailing address,

press 7. To gel directions, press 8, For our office hours, press 9. il

The System Greeting scripting chart on the next page shows how the System Greeting above was cre-
ated. There's room next to it for your own System Greeting. You have two minuies for the System
Greeting. However, you should record a System Greeting that's as brief as possible; not only do
callers apprecinte short messages, but the Systemn Greeling also uses time that would otherwise be
available for caller’s messages,

14




Chapter 1; Setting Up MiniMail (Guide for Administrators)

System Greeting Scripting Chart

Step 1. Assign each mailbox, cither to an “owner” or department that will receive messages there, or
to an announcement subject, such as Directions to your office.

Sample Chart

Your Chart
Mailbox 1 Owner or Announcement Box: Carol
Mailbox Z Owner or Announcement Box: Dave
Mailbox 3 Owner or Announcement Box: Tom
Mailbox 4 Owner or Announcement Box: Lisa
Mailbox 5 Owner or Announcement Box: Sales
Mailbox 6 Qwner or Announcement Box: Service
Mailbox 7 Qwner or Announcement Box: * Mailing Address
{Announcement)
Mailbox 8 Owner or Announcement Box Directions
(Announcement)

Mailbox 9 Owner or Announcement Box

Office Hours
{Announcement)

Step 2; Using the information compiled above, write your System Greeting:

15
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Chapter 1: Setting Up MiniMail (Guide for Administrators)

To record a System Greeting:

1.  Enter the Administrator's Menu.

= T w1275 9:40 || voume
AN | ]
RECORD GREETING a
SECURITY MENY EXIT
@ @) [
. g g -
MIC
Q0020 QQRQQQ 0O Im
5500 HTER, sectsy peeTau
"’“‘-u..._____ ML'

2.  Press 5 to change the system precting.

Figure 4. Recording a Greeting
To record 2 new System Greeting. press 7. (To play the existing grecting, press 1.)
Record your greeting at the tone.

Press #. To hear your new greeting, press 1.

o b B

Press # to return to the Administrator's Menu, from where you can choose another
Administrator’s option, or press # again to exit.

If you activate additional mailboxes, you'll have to record a new System Greeting to route your “*
callers to those mailboxes. You can also record a new Mailbox Greeting for each mailbox you acti-

vate (or you can use the prerecorded one). Similarly, if you activate announcements boxes, you'll
usually wani 1w record announcements for them.,

TIP: Record your message in & quict area, 1o avoid picking up unwanted noise. Speak clearly
and normally, at B-10" from the microphone. You ¢an also record the Sysiem Greeuing from
the handset of a remote telephone.

To record the greeting for an individual mailbox, see Chapter 2.




Chapter 1: Setting Up MiniMail (Guide for Administra tors)

Setting System Time and Date

MiniMail can time-stamp your messages, $o you'll know when they arrived. It can also keep track of
your office hours — recognizing when operators are available, or when you're closed for business —
and handle calls appropriately. For these fzatures to work properly, however, you must et the correct
date and time. (By defavlt, MiniMail’s time and dawc are ser to 12:00 AM, 1/1/00.)

First, set the time:

1.

L

-

e

Enter the Administrator’s Menu.

Press 3. MiniMail reports the current time and date,

To change the time, press 1.

Enter the current hour (a number from 1 1o 12} and press #,
Enter the current minute (2 number from 0 to 5%), and press #,
Press 1 for AM or 2 for PM.,

Press 2 to confirm the new time.

You are now in the Time & Daie Menu, You can change the time ngain by following sieps 4-8
above, or you can set the date next.

Afler setting the time, sel the date:

1

!d

™~Noe b oA W

From within the Time & Date Menu, press 2 to change the date,
Enter the current month (2 number from 1 to 12), and press #.
Enter today’s date {(a number from 1 to 31), and press 4,

Enter the year, and press #,

Press 2 to confirm the new date.

You are now in the Time & Date Menu,

Press # to exit to the Administrator’s Menu.
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Chapter 1; Setting Up MiniMail (Guide for Administrators)

Setting Operator Schedules, Working Days, and Weekends

By default, MiniMail assumes that your offices are open Monday through Friday, from 9:00 AM 10
5:00 PM. You can input different office hours, so MiniMail knows when it can forward calls 10 an
operator, and when it should forward those calls ta the default mailbox.

To tell MiniMail that it can transfer calls to an operator, and to specify when an operator is available:

—

. Enter the Administrator’'s Menu,

Press 2 to enter the Operator Transfer Menu.

Press | to turn on Operator Transfer.

s owoe

1f the default times built into MiniMai} are acceptable, press # to exit to the Administrator's
Menu. Otherwise, continue with the following steps.

. Press 2 to enter the Operator Tranafer stan thme,
Enter the hour your operator starts (2 number from ] to 12) and press #,
Enter the minute your operator starts (2 number from 0 1o 59), and press #,
Press | for AM or 2 for PM.

-

© W N W

Press 2 to confirm the new Operator Start Time.

10. If the current Operator Stop Time is acceptable, press # to exit to the Administrator’s Menu —
you're done! If you wish to change the Operator Stop Time, press 3 instead,

11, Enter the hour your operator leaves (2 number from | to 12) and press #,

12.  Enter the minute your operator leaves (a number from 0 to 55), and press #.
13. Press | for AM or 2 for PM.

14. Press 2 to confirm the new Operator Stop Time.

15. Press # to exit to the Administrator’s Menu, e
To specify the days of the week you are closed:

1.  Enter the Administrator’s Menu.

2. Press 2, then press 4. MiniMail reports your current non-working days,

3. Enter a new non-working day (Sunday = 1, Monday =2... Saturday = 7). Tu clear ail non-work-
ing duys, press 0. Press # to exit. .

4. To save new non-working days, press 2.
5. The unit returns to the Operator Transfer Menu,

6.  Press # again to exit to the Administrator's Menu,

18
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Chapter 1: Setting Up MiniMail (Guide for Administrators)

'Setting the Default Mailbox for Rotary Callers, Time-QOuts, and After Hours

Callers

A defzull mailbox allows callers o leave a message even if they do not or cennot choose a mailbox.
MiniMail aflows you to choose g default mailbox for the following callers:

» Callers with rotary phones who hear the System Greeting but cannot enter touch-tone commands in
Tesponse

» Callers who hear the System Greeting and do not enter a touch-tone command for § seconds, when

an operstor it unovailable

*" Callers who attempt to reach an operator from within MiniMail when no operator is available

* Callers who choose to exil o personal mailbox and lcave a message in the default mailbox by
pressing O when the operator is not available

Your defeult mailbox may also be assigned 1o an individual. For example, you can specify that these
types of calls be delivered to your voice mailbox. If you don't set a default mailbox, calls are for-
warded to Mailbox 1, assuming that Mailbox | is turned on. If you don’t record a default mailbox
greeting, MiniMail uses the following buili-in preeting:

Ne one is available 1o answer your call.

If you have not activated any mailboxes, callers will not be allowed to leave a message. Rather, they
will be disconneciad after hearing the default mailbox greeting.

To change the default mailbox, and to record a default mailbox greeting:

1. Entar the Administrator's Menu,

2, Press 8. MiniMail reports the current default mailbox.
Press 1 1o change it.
Enter the new box number (only active boxes can be selected).
Press 7 1o change the default mailbox greeting.
Press 7 to record the greeting. (You can zlso press 1 to hear the current greeting,)

(continued on the next page.)

19




Chapter 1: Setting Up MiniMail (Guide for Administrators)
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Figure 5. Recording a Greeting

At the tone, record the greeting.

Press # 10 swop recording,

To hear the message you've just recorded, press 1. To rerecord the message, press 7. To exit to
the Administrator’s Menu, press # twice,

TIP: Don't forget to record an appropriate message for'your default mailbox. If your default
mailbox is assigned to an individual, remember to assign it 10 someone else when the first
individual is unavailable (for example, on vacation).

Remember that if a caller is forwarded to the default mailbox, the caller will hear the default
mailbox greeting, even if the default mailbox is assigned to an individual whose ather calls
are answered by a Personal Greeting.

-
When you chenge the default mailbox, the existing default mailbox greeting is applied to the
new mailbox.

Setting Maximum Message Time

Your MiniMail system has one full hour of storage. You can control the maximum length of each
message: | minute, 2 minutes, or 3 minutes. The default setting is 1 minute,

To change the maximum length of a message:

L.

2
i
4

Enter the Administraior's Menu.
Press 6. MiniMail reports the current maximum message length.
For 1 minule, press 1; for 2 minutes, press 2: for 3 minures, press 3.

Press # 1o exit.
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Setting an Administrator’s Security Code

As the MiniMai] edministrator, you can use the administrator’s security code to prevent unauthorized
personnel from aceessing or changing your MiniMail settings, When you first install the system, the
adminisuator's sccurity code is set to 9999, but you should change it, Here's how:

1. Enter the Administrator’s Menu.
2. Press 7. MiniMall displays your current security code.
3. To change the security code, press 1, and enter a new 4-digit cade.

4,  MiniMail repurts the new code, To save it, press 2,

TIP: MiniMail provides separate security codes for the administrator, each mailbox owner,
and the installer. '

Forgetting The Security Code

If you forget your security code, you will have 1o reset MiniMail to restore the original default securi-
ty code, (See Resetting MiniMail to Factory Default Settings. page 37.) You should make every
effort to avoid doing this because it deletes all the messages and mailboxes in the system,

Reviewing System Usage and Remaining Capacity

Once MiniMail is in use, you may occasionally wish to check your remaining system capacity. For
example, if you're running out of storage space for messages, you might want 1o shorten the maxi-
mum message length allowed, as described on page 20. To review sysiem usage and remaining capac-
ity:

1.  Enter the Administrator’s Menu,

2, Press 1. MiniMail tells you how much time and how many message slots are free, (Total system
capacity is | hour and 116 message slots.)

3. Press # to return 10 the Administrator’s Menu, Press # again to exit,

What Happens When MiniMail Gets Full?

When less than 10 of MiniMail's 116 message siots are available, or when less than 10 minutes nf
MiniMail's 60-minute capacity remains available, MiniMail begins prompting users to delete mes-
sages whenever they enter their mailboxes,

When MiniMail runs out of siots or has less than one minute of capacity available, it can no Junger
record new messages. Callers receive the following message: “Memory is full, sysiem is unable 10
record messages.” (If a caller begins recording a message while more than one minute is available, he
or she may continue to record until MiniMail has zero seconds available )
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IntroduchonvaerVnew

Once MiniMail is installed and set up, you can start using your new mailbox. In this chapter, you'll
learn how 1o record personal messages for your mailbox, and how to:

» Establish a security eade so others can't hear your messages without authorizarlon
* Leave a message for anyone else with a mailbox

» Instruct MiniMail te phone or page you when an urgent message is Jeft in your mailbox
The Mailbox Owner's Menu

MiniMait allows you to control features for individua! mailboxes through its Mailbox Owner’s Menu,
If you have no messages, MiniMail will automatically open the Mailbox Owner’s Menu. You can
record your greeting and change your security code.

If you have messages, MiniMail will immediately play them for you. If you wish to enter the
Mailbox Owner's Menu again, you can do so at any time. Press # while MiniMail is playing message
options, or after you have finished processing your messages.

Entering Your Mailbox

If you happen to be in front of the MiniMaii system, you can enter your mailbox by pressing the
Enter Mailbox buuon and then entering your mailbox number. (If you don’t know the mailbox num-
ber, you can press # followed by your exiension.) It’s more likely that you'll be at a phone, however,

If you're inside your offices, call MiniMail’s extension. then press your mailbox number, and then *
followed by your security code. {If you don't know the mailbox number, you can press # followed by
your extension.)

If you’re outside your offices, there are two ways to enter your mailbox; -
1. From outside your offices, call your office, and then dial MiniMail's exiension. Next, press your

mailbox number, and then * followed by your security code. {If you don't know the mailbox
number, you can press # followed by your extension.)

2. Or, you may call your own extension and, when nobody answers, your call will be forwarded (o
your MiniMai}! mailbox. If CPID is on, press * during your mailhox greeting. If CPID is off, you
will reach the System Greeting, press your mailbox number, and then * followed by your securi-
ty code. (If you don't know the mailbox number, you can press # followed by your extension.)

The default security code for each mailbox is D000,
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Recording Your Own Personal Greeting

By default, when callers reach a mailbox, they hear one of the following greetings:
If the box is in mailbox mode with an extension programemed:
This iy extension #XXX.

If the box is in ennouncement mode, the default grécdng ist
No one is gvailgble 1o gnswer your call.
¢ You may wish to replace ejther of these messages with your own porsonal greeting. Here's how:
l 1.  Enter the Mailbox Owner's Menu,

2. Press3to change your personal greeting,
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[ Figure 6. Recording a Greeting

Press 7 to record the greeting. (To play the existing greeting, press 1.)
At the tone, record your greeting.

Press #. To hear your new greeting, press 1.

L S

If your new greeting is acceptable, hang up. If not, press 7 to re-record the greeting.
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To plan your message, you may wanl 1o use the following examples:

Mailbox Greeting Example

Hello, thit is Amy Jones. I can't gei io the phone, but leave your name and number, and I'll
get back io you.

Announcement Greeting Example

To reach our showrooms, take the U.S. Highway south for 10 miles... For help, press 0 to
reach the operator.

TIP: Alicr your personal mailbox greeting, MiniMail slways plays:
Please leave a inessage after the 1one, and then press ¥,

You don't need to include this in your personal mailbox greeting.

el Setting the Time/Day Stamp

MiniMail always records the time and day a messape was left, By default, MiniMail always repeats
this time and day information whencver you lisien 10 a message. You can tumn time/day reponting on
and off from within the Mailbox Owner’s Menu, as follows:

1.  Enter the Mailbox Owner's Menu,
2. Press 4 to turn off the time/day reporting.

3. MiniMail returns you to the Mailbox Owner's Menu, from where you can choose anuther
Mailbox option, or press # agam 1o exit,

If you turn off time/day reporting, you can still ask MiniMail 1o tell you when a specific message was

left, by pressing 8 afier you hear the message. -
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Retrieving Your Voice Mail
To retrieve your messages:
1.  Enter your mailbox.

2. MiniMail will icll you how many messages you have; for example, “You have 2 new messagec
and 3 old megsages.”

G 9112/95 8:40 || vorome
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Figure 7. Retrieving Your Messages

3. If you have new or old messages, but not both, MiniMail will begin playing the first message., If
you have new and old messages, MiniMail will ask you 1o choose which messnges you wish to
hear. Press 4 for new messapes, or press 5 {or old messages.

Message Options

During or afier each message, MiniMail gives you several options for how you wish to handle the
message. Each option is described below:

1. Repeating 2 Message
To repcni a message, press 1. MiniMail plays the message you've just heard again.
2, Saving a Message ‘

To save a message (0 your mailbox, press 2. This saves the message you've just heard as an “old”
message.

3, Deleting a Message

To deiete 2 message, press 3.
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4. Skipping Back to the First Message

To return to the first message, press 4. MiniMail replays your first message,

&. Pausing a Message

s e 2t ke B e (IS g 2 i, S ST

To pause, press 5, This halts playback; to start again, press 5 again.

6. Skipping Forward Among Messages

To skip forward one message, press 6. MiniMail begins playing the next message.
. ‘ . '_7 Skipping Back Among Messages

To skip back one message, press 7. MiniMail begins playing the previous message.

8. Hearing When a Meseage Was Left

- AR

To tell MiniMail to play the time and day your current message was received, press 8, (If you have
several messages, MiniMail plays the time and day of the message you were listening to when you
pressed 8.)

9, Forwarding a Message tc Another Mailbox

To forward a message © a different mailbox, press 9; then enter the mailbox number you want to for-
ward the message to, or # followed by the extension number. Only active mailboxes may be selected,

10. Going to the Mailbox Owner’s Menu
To go to the Mailbox Owner's Menu, press #,
Exiting Your Mailbox

To leave your mailbox, hang up.
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Receiving Remote Notification When You Have an Urgent Message

If you're at another Incation, MiniMail ean call you to ler you know you have a message that has
been marked ac urgent. This feature is called Remote Notify, By default, Remote Notify is tumned off,
To use this feature, you must first turn it on and then enter the phone number you want MiniMail 1o
call. Follow these steps:

1.  Enter the Mailbox Owner's Menu,

2. Press 2. MiniMail will report whether Remnte Notify is turned on, and il so0, what number it is
set 1o call.

3. Press 1 10 turn Remote Notify on. If this is the first time you®ve wrned Remcte Notify on. you
will be prompted to enter & phone number. If not, you can press 2 Lo change the Remote Notify
number you've already stored in MiniMail,

4, Enter the number you want MiniMail to cell. (If you need 1o put a pause in the number, press
*5.)

5. Press # to return to the Mailbox Owner's Menu, from where you can choose another Mailbox
option, or press # again 10 exit.

TIP: If you plan 10 use Remote Notify 1o eall 2 pager, include digits in your siring of num-
bers 1o reflect the pager's PIN numiber, if needed. Also, if your paging system supports i,
you may wish to add extra digits at the end of the string, such as ****, which can be dis-
played on your paper, so you will recognize that the call came from MiniMail.,

MiniMail's Remote Notify feature can handle numeric strings of up to 22 digits.

TIP: When you input your Remote Notify number, don't include any digits that will already
be dialed by (he sysiem astomatically. For example, if your telephone system requires you 1o
dia! 9 for an outside line, your installer should already have instructed MiniMail 1o always
dial 9 when dialing out.

When Remote Notify is turned on, if you receive an urgent message, MiniMail will dial the number
you've provided. When you pick up the phone, MiniMail will repeat the following message vp to 10
times; :

Urgent message for extension XXX, press *.

If the mailbox does not have an extension, MiniMail will repeat the following message up to 10
times:

Urgent message for mailbox X, press *,

27




Chapter 2: Using MiniMail (Guide for Mailbox Owners)

When you press *, MintMail wil} ask for your mailbox security code. After you enter the correct
security code, MiniMail will tell you how many new and old messages you have; if no uld messapes
exlst, MiniMail will play the first ntw message. If old messages do exist, press 4 to hear your new
messages first.

How MiniMail Handles Retries

After a caller marks 2 messoge as urgent, MiniMail will wait 15 seconds afier the caller hangs up and
the system retums to idle, and then atempt to call the Remote Notify number. If the line is busy or
thiere is no answer, MiniMail tries again in five minutes. If MiniMail fails to connect after two
awempts, it does not try again.

If you have muitiple mailboxes with Remots Notify active, it may take MiniMail longer 1o make the
calls, depending on traffic.

Sending a Voice Mail Memeo

Instead of writing a memo or sending E-mail, you can guickly and efficiently inforra your colleagues
by leaving voice mail memos. Simply dial MiniMail's phone number or extension, choose a maifbox,
and leave your message there, ‘

Setting or Changing Your Security Code
By default, each mailbox security code is 0000. To change your personal mailbox security code:
1.  Enter the Mailbox Owner’s Menu. '

Press 5. MiniMail repors your current security code,

.........

To change the code, press 1.

MiniMail will report your new sccurity code, To save it, press 2.

2
3
4. MiniMail will prompt you 1o enter the new 4-digit code, Enler it now.
5
6

Press # to exit. -

Forgetting The Security Code
If you forget your security code, the ndministraler can react your mailbox by deleting it and then cre-

ating it again. (See Creating Mailboxes and Announcement Boxes on page 13.) You shouid make
every effort to avoid doing this becanse It deletes all the messages in your raailbox,

LR
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MiniMail makes it easy for callers to leave messages or get information. If your installer has config-
ured MiniMail to recognize extension codes (“Called Party Identification Codes,” or CPIDs) sent by
your telephone system, eallers can dial their party's extension and their calls will autoinatically be
forwarded to the correct mailbox. Otherwise, callers will reach the System Gresting you've recorded,
which invites them 10 Jeave 2 message in a mailbox of their choice, or hear an announcement of their
choice, (To record a System Greeting, and for more detailed information on how MiniMail System

Greetings and CPID codes work, please sec Recording System Greetings and Announcements, page
14.)

Selecting a Mailbox

- To seleet & mailbox or announcement box, the caller then presses the correst one-digit number on

their touch-tone keypad. Callers who have rotary phones or don't choose a number are forwarded o
the default mailbox you've chosen — or to an operatar, if you®ve tumned on Operator Transfer and the
call is made during the hours thal an operator is available. (To choosc a default mailbox, see Setting
the Default Mailbox, page 19.)

Leaving a Message

Once callers reach a mailbox, they hear the personal greeting recorded for that mailbox, and are invit-
ed to leave a messape after the tone,

If MiniMail is full and can’t accept any more messages, a recording will play: “Memory full, system
unable to recard messages ™ To avaid this, cheek MiniMail's remaining system capagity occasionally
1o make sure space remains for new messages, and regularly delete messages that are no longer need-
ed. (See Reviewing System Usage and Remaining Capacity, page 21.)

If MiniMall 1sn’t full, once o caller ieaves a messape, he or she ¢an hang up and the message will
autormatically be saved. Or the caller can press # to stop recording. When a caller presses # after
recording 2 message, MiniMail wifl play a Menu with a list of options. A caller hears the same Menu
if he or she tries to record & message longer than the maximum allowsd.

The caller’s options are described next.

Play a Message

Callers can replay their current ressage by ﬁressing | after pressing # 1o end recording,
Save a Message

Callers can save a message they’ve just left by pressing 2 after pressing # to end recording. MiniMail
tells the caller “your messape was saved,” (Hanging up will also save the message.)
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Save a Message as Urgent

Callers can save a message as urgent by pressing 3 after pressing # to end recording. MiniMail tells
the caller “your message was saved as urgent.” This option is only available if Remote Notify has
been turned on for the mailbox you ate leaving 2 message in, If Remote Notify is tumed on,
MiniMail can then make a phone call to another number, notifying the mailbox owner that she has
just received an urgent message,

Re-record a Message

Callers can delete their currcnt message and record 2 new one by pressing 4 after recording, or in
response 1o the options Memv

Delete Messages

Callers can delete 8 message without recording a new one, by pressing 5 after recording, or in
responst 10 the options Menu,

Transfer to an Operator

Callers from outside your offices can transfer to an operator whenever one is available by pressing 0.
1f Operator Transfer is turned off, or if the call arrives outside the business hours when an operator is
available, the call will be forwarded to the default maiibox.

30




Chapter 4: Instaliing MiniMail {Guide for Professional Installers)

Introduction/Overview

This section provides professional telephone installers with the informarion they nced to success-
Jully install MiniMail

MiniMail's instzllation process conslsts of mputting a series of settings that control how MiniMail
will interface with the customer premises telephone system, and with the public telephone network.

In some cases, you may need to refer to the manual that aceompanics your premises telephone sysiem
1o deteniuine which settings to use. For example, MiniMail can send codes to a key system or PBX
indicating that an individval should be sent a message waiting notification, but those codes vary
widely among telephone sysiems.

Unlike the configuration and mailbox features discussad earlier, you can't install MiniMail remotely;
vou must be at the unit itself,

Physically Conhccling MiniMail

Begin by plugging MiniMail into a standard wall outlet and physically connecting it 1o the phone ys-
tem using standard 1elephone wire with RJ-11 conneetors. (MiniMail comes with a standard 1cle-
phone wire,) Note that MiniMail uses the RJ-11's two center connections.

Entering a Security Code to Install MiniMail

IMPORTANT: Before you install MiniMail or change 2ny of its installation settings, you
must enter an Installation security code. This code is 8324, which corresponds to TECH on a
tvpical telephone keypad,
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Figure 8. Entering the Instalier’s Security Code

PUSH THE BUTTONS, NOT THE DISPLAY SCREEN
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Once you enter the [nstallation security code, MiniMail presents the Instalicr’s Menu,

o—{{(e)k
()
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Figure 9. The Installer’s Menu

From here, you can perform several essential installation tasks, including:

Setting Extensions

Seu.ing the Operator Transfer Code

Setting and Changing Hook Flash Time

Setting and Changing Off Hook Pause

Setting and Changing Dial Pause Time

Using Called Party Identification Codes

Using Message Waiting Codes &
Using Dial Prefix Codes

Resetting MiniMail to the factory default settings.
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Setting Extensions

Before you can assign mailboxes with corresponding exiensions, you must tell MiniMail how many

a‘:ligils are used in your phone system’s extensions. MiniMail can support extension numbers consist-
ing of 1 to 4 digits; the default sening is 3.

i.

2.

3
4.
5

Press Iustall Syst=m.
Enter the Security Code 8324,

Press 1. MiniMail reports the current number of digits it expects 1o find in an extension.

Enter the correct number of digits.

Press # to rewrn io the Installation Meny, from where you can choose another installation
option, or press # again 1o exit

Setting the Operator Transfer Code

‘The Operator Transfer Code is the code your phone system uses 10 transfer a call (o an operator. See
your telephone system’s manual for information on whether it can aceept Operator Transfer Codes,
and if so, what codes to use.

To specify the code MiniMail should send to transfer a call to an operator:

1.

2.

3

Press Install System.
Enter the Secusity Code 8324,

Press 2. MiniMail repors the current Operator Transfer code. By default, the code is Hookflash
0.

Press | to enier 2 new code,
Enter an operator transfer code of up to 22 digits.

Press # to return to the Installafion Menu, from where you can choose another installation
option, or press # again 10 exil.
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Figure 10, Entering Feature Codes

By default, the Operator Transfer feature is wrned off. Entering the code does not wen the featuré o
You can wrn it on from the Administrator’s Menu.

Setting and Changing Hook Flash Time

require differcoc Hook Flash Time lengths; check your telephone systern manual. MiniMail's defauft
setting is 000 milliseconds, but you may reset hook flash time from 100 1o 2500 milliseconds. To s
hook Nash time:

. Press Install System,

2. Enter the Security Code 8324,
3. Press 3, MiniMail reports the current hook flash time, -
4. Enter a number from 01 10 25 corresponding 10 the number of hundreds of milliseconds you

wint,

5. Press # 1o return to the Installation Menu, from where you ean choose another installation
' option, or press # again 1o exil.

Setting and Changing Off Hook Pause

O1f Hook Pause represems the delay built into MiniMail immedistely after the line is tuken off-look
(o make an ourbound call, The default setting is 500 milliseconds,

1. To sel delay after off-hook:

2, Press Install System,


































