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Notice

Every effort was made to ensure that the information in this book was complete and accurate at the
time of printing. However, information is subject to change.

Federal Communications Commission (FCC) Interference Notice

This equipment has been tested and found to comply with the limits of a Class A digital device,
pursuant to Part 15 of FCC rules. These limits are designed to provide reasonable protection against
harmful interference when the equipment is operated in a commercial environment. This equipment
generates, uses, and can radiate radio frequency energy and, if not installed and used in accordance
with the instruction manual, may cause harmful interference to radio communications. Operation of this
equipment in a residential area is likely to cause harmful interference in which case the user will be
required to correct the interference at his or her own expense.

Canadian Emissions Requirements

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

Le present appareil numerique n’emet pas de bruits radioelectriques depassant les limites applicables
aux appareils numeriques de la classe A prescrites dans le Reglement sur le brouillage radioelectrique
edicte par le ministere des Communications du Canada.

Trademarks

PARTNER is a registered trademark of AT&T.

PARTNER MAIL is a trademark of AT&T.

Dictaphone is a trademark of Dictaphone Corp. (a division of Pitney-Bowes, Inc.)

Ordering Information
The order number for this book is 585-322-501. To order additional books, call 1-800-432-6600 in the
U.S. and 1-800-255-1242 in Canada.

Support Telephone Numbers

AT&T provides a toll-free customer helpline 24 hours a day. In the U.S. call the AT&T Helpline at
1-800-628-2888 or your AT&T authorized dealer. If you need assistance when installing, programming,
or using your system. For assistance in Canada, contact your local AT&T authorized representative.
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About This Guide

This guide provides planning information and forms for the PARTNER MAIL™ Voice
Messaging System. As the system owner, use this guide to:

= update the System Planner for the PARTNER® Il Release 3 Communications
System to indicate how a technician should program the PARTNER System to
integrate with the PARTNER MAIL system,

= complete the PARTNER MAIL system planning forms to indicate how an
implementor should program the PARTNER MAIL system.

AT&T support personnel, or your AT&T authorized dealer, will help you complete
both sets of forms.

Chapter 1] describes the many features available with the PARTNER MAIL Voice
Messaging System. Although your company’s needs dictate how you plan to use this

flexible system, this guide also includes a series of planning examples in
which lead you through the PARTNER MAIL system feature selection and planning
process.

Chapter 2| guides you through the process of completing the PARTNER Il Release 3
system planning forms required to integrate the PARTNER MAIL system.

Chapter 3| provides a guide for completing the PARTNER MAIL system planning
forms.

In addition to planning instructions, this guide contains blank PARTNER MAIL system
planning forms in a table of factory settings in |Appendix B, aglossary of|
terms used in this guide, and an




About This Guide

Guide to the Instructions

Refer to the following table for a list of planning items, the tasks required to perform

each item, and the chapter number where you will find the instructions.

ITEM TASKS CHAPTER
NUMBER
Select PARTNER [Select Automated Attendant]
MAIL system [VMS Hunt Schedule]
Features [VMS Hunt Delay
[Select Call Answer Service]
[Extension Coverage]
Line Coverage]
\Voice Mailbox Transfer|
Plan the Integration | Update:
of PARTNER Il with [Form A: System Configuration|
the PARTNER |[Form B1: System Extensions|
MAIL system [Form B2: Customized Extension|
[Form C: Telephone Button|
Plan the Complete the PARTNER MAIL
Administration of system Planning Forms [] through
the PARTNER
MAIL system

Vi Guide to the Instructions




About This Guide

Conventions

The following conventions are used throughout this guide:

EXTENSION means press the buttons on the dialpad for the appropriate extension.

[#] means press the pound button. The pound button is frequently used as a
termination character, enabling the system to detect the end of an extension or

password you have entered.
PASSWORD means press the buttons on the dialpad for the appropriate password.

MAILBOX means press the buttons on the dialpad to dial the Mailbox number of a
subscriber. Usually the Mailbox number is the same as a subscriber’'s extension
number.

[*] means press the star button on the dialpad.

The prompts or responses played by the system are shown in this manner:

Record at the tone.

0 means that the programmable setting to the left of the O is the factory setting.

Conventions Vii



About This Guide

Related Guides

The following guides are available to help you set up, use, and maintain the
PARTNER MAIL system when it is installed with the PARTNER Il Release 3

Communications System. PARTNER MAIL™ Voice Messaging System Installation

and Use is supplied with the PARTNER MAIL system.

You can order additional copies of the related system guides listed in the following
table from the AT&T Customer Information Center. Phone numbers are listed on the

inside front cover.

Guide Title Order Number

PARTNER MAIL system

Planning Guide and Forms 585-322-501
Installation and Use 585-322-101
User's Quick Reference Card 585-322-701
PARTNER Il Release 3

Programming and Use 518-455-311
System Planner 518-455-315
Quick Reference for Use with MLS-Series Telephones 518-455-306
Installation 518-455-313

viii Related Guides




I
Introduction

The PARTNER MAIL Voice Messaging System is a single unit that adds the
capabilities of Automated Attendant service, Call Answer Service, and Voice Mail
Service to the PARTNER Il Release 3 Communications System.

The PARTNER MAIL system automates call handling by answering calls and
presenting the caller with a menu of options so that the call can be routed directly to
the desired extension. The PARTNER MAIL system routes calls and fax
transmissions, answers calls, provides after-hours service and allows subscribers to
send and receive messages.

The PARTNER MAIL system is available in two configurations: single voice
processing card (2-port) and two voice processing cards (4-port).

A Remote Maintenance Device (RMD) is included to provide AT&T Service
personnel remote access to the PARTNER MAIL system.

11



Introduction

Responsibilities

Take a moment to identify the personnel resonsible for planning, installing,
programming, and maintaining the PARTNER MAIL system. With the exception of
the Implementor / Technician, all of the remaining functions could be performed by a
single person.

System Planner

The system planner works closely with the PARTNER Il System Manager to
coordinate the programming. (In many companies, the System Administrator for the
PARTNER MAIL system and the System Manager for the PARTNER System are the
same person.) The two systems must function as an integrated unit.

Implementor / Technician

The implementor or technician installs the PARTNER MAIL system and performs the
initial programming. An implementor or technician must also program the initial
settings for the PARTNER System to integrate it with the PARTNER MAIL system.
The implementor needs the completed planning forms to program the systems.

System Administrator

The PARTNER MAIL System Administrator maintains the PARTNER MAIL system
by modifying mailboxes, changing menus and greetings, and reporting any system
problems. The System Administrator should provide a copy of the procedure titled
Forwarding General Mailbox Messages to the General Mailbox Owner. This
procedure is included at the back of this guide.

General Mailbox Owner

Messages that are not directed to a subscriber’s mailbox may be stored in the
General Mailbox. The General Mailbox Owner forwards messages from the General
Mailbox to the intended subscriber's mailbox. The System Administrator should
provide a copy of the procedure titled Forwarding General Mailbox Messages to the
General Mailbox Owner. This procedure is included at the back of this guide.

1-2 Responsibilities
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System Operator

The System Operator is the receptionist or system user who is primarily responsible
for answering calls. Typically, this person is also the General Mailbox Owner.

Fax Message Receiver

The Fax Message Receiver is the person to notify whenever a fax is received at a
fax extension.

Responsibilities 1-3
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System Services and Features

provides an overview of the services offered by the PARTNER MAIL
system. Read the following descriptions of the Automated Attendant service, Call
Answer Service, Voice Mail Service and their related features; then keep in mind the
type of service and features your company needs.

Refer to PARTNER MAIL Case Studies” to determine how hypothetical

customers planned the implementation of the PARTNER MAIL system.
provides practical examples of how to select, plan, and program the PARTNER I
and PARTNER MAIL systems.

1-4 System Services and Features
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PARTNER MAIL
Voice Messaging System

Auto Attendant Service Voice Mail Service Call Answer Service

Prompts the caller to leave
a message or transfer to
another extension when the
called party does not
answer.

Allows subscribers  to:
Send Messages
Listen to Messages
Forward Messages
Delete Messages

Reply to Messages

Select Personal Operator
Record Personal Greeting

Prompts caller to make a
choice from a menu of
options, then routes the call
to selected destination.

Extension Line Voice Mailbox
Coverage Coverage Transfer
PARTNER PARNTER PARTNER PARTNER Assign  VMS System users
System always| [System routes System routes System line cover for press a
routes calls to]| [Jcalls to Auto- calls to Auto- Manager a line and button to
Automated mated Atten- mated Atten- assigns associate a
Attendant dant Service dant Service Automatic mailbox with
Service when night when night VMS cover to that line.

service is service is an extension.

inactive. active. extension.

|
Delayed Coverage ON/OFF

Immediate
Call Handling

Call Handling

Automated Attendant The Receptionist Subscribers turn  VMS Notifies subscribers at
answers all external answers external calls cover on and off at remote telephones or
calls immediately. The immediately. Over- their extension. beepers that a new
Receptionist answers flow calls go to the message is in their
overflow calls. Automated Attendant mailbox.

after a delay.

FAX Call Handling

Recognizes an incoming FAX
message and routes it to the FAX
extension or hunt group.

Figure 1-1. Overview of PARTNER MAIL Services

Automated Attendant Service

The Automated Attendant service consists of a greeting and a multi-level menu,
which provides callers with a number of options that enable them to reach an
extension, a group of extensions, or obtain information, by pressing a single digit or
by dialing an extension number.

System Services and Features 1-5
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This service provides several benefits to callers and your company. The Automated
Attendant service:

= Efficiently routes calls to the correct party.

=  Prompts the caller to leave a message or try another extension if the called
party does not answer or the phone is busy.

=  Enables the caller to access the dial-by-name directory if they do not know the
extension that they need.

= Plays announcements of frequently requested information (such as directions
or business hours) as menu options, thereby freeing an employee’s time for
other tasks.

= Receives and transfers fax calls to a designated extension(s).

The PARTNER MAIL Automated Attendant service is useful for many businesses,
such as banks, insurance agencies, post offices, and stores. A bank could, for
example, use Automated Attendant service to allow its customers to select
information from a multi-level menu. This information could include current mortgage
interest rates or the current interest rates on money market funds. The Automated
Attendant service also allows callers to wait to speak to a customer representative.

The menu frees the bank employees to handle customer transactions while the
Automated Attendant service provides general information. In a business like this,
the PARTNER MAIL System Administrator would program the Automated Attendant
service to allow callers to stay on the line or enter an extension to reach a banker.

Selection Considerations
When planning PARTNER MAIL Automated Attendant service you must decide:

= Which outside lines (if any) are answered by the Automated Attendant service.

= When you want the PARTNER System to route calls to the PARTNER MAIL
system — Always, Day Only, or Night Only. This is called the VMS Hunt
Schedule.

= If you want Immediate Call Handling (the Automated Attendant service
answers most calls, and your receptionist and other system users serve as a
backup) or Delayed Call Handling (the system users handle most calls and
the Automated Attendant services is the backup). This is called the VMS Hunt
Delay.

The following three sections explain how to make selections for each feature of the
Automated Attendant service.

1-6 System Services and Features
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Selecting Outside Lines for Automated Attendant Service

Select the outside lines that require the Automated Attendant service.

Selecting the VMS Hunt Schedule

You can set the PARTNER Il Release 3 system to route outside calls to the
PARTNER MAIL Automated Attendant service always, during the day only, or only
during the night. The schedule that you select and the greeting that the caller hears
depend upon the setting of the PARTNER Il Night Service button. When Night
Service is ON — and the Hunt Schedule is Always or Night only — the PARTNER
MAIL Automated Attendant service plays the Night Greeting. When the Night Service
button is OFF — and the Hunt Schedule is set to Always or Day only — the Day
Greeting plays. What follows is a summary of the three choices:

= Always O : Causes the PARTNER System always to route outside calls to the
PARTNER MAIL Automated Attendant service for call handling.

= Day Only: Causes the PARTNER System to route outside calls to the

PARTNER MAIL Automated Attendant service only when the Night Service is
OFF.

= Night Only: Causes the PARTNER System to route outside calls to the
PARTNER MAIL Automated Attendant service only when the Night Service is
ON.

Selecting the VMS Hunt Delay

You must set the Automated Attendant service to handle calls in one of two ways:
Immediate Call Handling or Delayed Call Handling.

Immediate Call Handling

The PARTNER MAIL system answers incoming calls after the second ring by playing

the Automated Attendant Day or Night Greeting Callers using rotary
phones or callers requesting assistance can be transferred to the receptionist’s
extension or any other predesignated extension.

System Services and Features 1-7
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PARTNER II
Control Unit

System User

PARTNER MAIL
answers by 2nd
ring?

‘ Yes

PARTNER MAIL

Figure 1-2. PARTNER MAIL System as Immediate Call Handler

Fax Call Handling

The Automated Attendant service recognizes and routes fax calls the fax machine(s)
if the PARTNER MAIL system has a Fax Extension or Fax Extension Hunt Group
administered. You must select Immediate Call Handling to use the Fax Call Handling
feature. Fax Call Handling eliminates the need to dedicate a line for fax machines.
You can enhance this feature by designating a[Fax Message Receiver| as described
earlier in this chapter.

Delayed Call Handling

An outside call rings at the system extensions. If a system user does not answer the
call after the fourth ring, the PARTNER System sends the call to the Automated
Attendant service as shown in This delay allows any system user to
answer the call before the PARTNER System routes the call to the PARTNER MAIL
system.

1-8 System Services and Features
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PARTNER II
Control Unit

-4

System User

PARTNER MAIL

Figure 1-3. PARTNER MAIL System as Delayed Call Handler

Voice Mail Service

The Voice Mail Service allows subscribers (people registered on the PARTNER
MAIL system) to perform these tasks:

Listen to messages.
Create a message and send it to one or more subscribers.

Receive a message and forward it to one or more subscribers, with additional
comments, if desired.

Record their own personal greeting and name.

Assign their own password, which they can change at any time to ensure that
messages are kept confidential.

Designate a subscriber to serve as their Personal Operator. The PARTNER

MAIL system connects callers to a Personal Operator if they press [0] after a
personal greeting plays.

System Services and Features 1-9
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In addition, the Voice Mail Service allows the System Administrator to do the
following:

= Create group lists to enable subscribers to send a single message to several
subscribers.

® Use the Broadcast feature to send a single message to all subscribers.

= Perform administration of the PARTNER MAIL system.

Subscriber’s Mailbox

By default, the PARTNER MAIL system provides mailboxes for extensions 10
through 57. Users assigned to those extensions are PARTNER MAIL subscribers.
Except for the General Mailbox, a user’'s extension number and mailbox number are
the same. When a caller leaves a message, the PARTNER MAIL system places the
message in the called subscriber’'s mailbox, and turns ON the message light at the
subscriber’s system phone. Subscribers with the Outcalling feature can also have the
system call an off-site telephone, or beeper to inform the subscriber that a new
message has arrived in his or her mailbox. The feature is described later
in this chapter.

Call Answer Service

Call Answer Service provides three major features:
= [Extension Coverage

= [CO Line Coverage|

= [Voice Mailbox Transfed

Call Answer Service is useful to employees who rely exclusively on the telephone,
are on the road during the day, or may be unavailable much of the time. With Call
Answer, potential clients can leave detailed messages in the employee’s mailbox.
The employee can retrieve the message at his or her convenience and get back to
the client. These features and two additional features are described below.

1-10 System Services and Features
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Extension Coverage

CO Line

Extension coverage consists of the following:

= Automatic VMS Cover which allows callers to leave messages or transfer to
another extension when the extension called is busy or does not answer, and

" the VMS Cover button which enables users to turn VMS Cover ON and OFF
at their extension.

Automatic VMS Cover

When VMS cover is activated at the called extension, the system greets the caller
with the called party’s personal greeting or with the system greeting if a personal
greeting is not recorded. The caller may do one of the following:

= Press [0] to transfer to the System Operator or the called party’s personal
operator.

= Press [*] [8] to transfer to another extension.

= Record a message that the PARTNER MAIL system leaves in the called
party’s mailbox.

VMS Cover Button

Regardless of the Automatic VMS Cover setting, the PARTNER System enables
users to press a programmed button to turn Voice Mail Cover ON or OFF at an
extension. Users must program a button with lights on their system telephone (MLS-
34D, MLS-18D, MLS-12, MLS12D, MLS-6, MLC-6 model telephones) for this
purpose.

Coverage

The PARTNER MAIL system provides two levels of line coverage if you do not want
to use PARTNER MAIL Automated Attendant service, or you want to provide
coverage for a private line.

CO Line Coverage consists of assigning VMS Line Cover to a line enabling callers
who call in on the covered line to leave messages in the General Mailbox if no
owner is assigned to the line and no one answers the call. To enhance this feature,
the System Administrator assigns PARTNER MAIL Line Ownership to specify a
subscriber’s extension (mailbox) as the “owner” of the covered line. When a call
comes in on the covered line, the system routes the caller to the line owner’s

mailbox if the call is not answered. The caller has the option of leaving a message or
transferring to another extension.

System Services and Features 1-11
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Voice Mailbox Transfer

Users may program buttons on their system phones that allow them to transfer
callers directly to another subscriber’s voice mailbox without causing the phone to
ring at the subscriber’'s extension. This feature is useful when handling a call for a
person who is not at his or her desk. You can transfer callers to the subscriber’'s
voice mailbox where they can leave a message.

Outcalling

The Outcalling feature enables the PARTNER MAIL system to notify a subscriber at
a remote telephone, or activate the subscriber's beeper or pager, when a new
message is in the subscriber's mailbox. Subscribers who have the Outcalling feature
administered to their mailbox, can remotely log on to PARTNER MAIL Voice mail
Service and retreive the new message or turn Outcalling ON or OFF. They can also
enter and change their outcalling telephone, beeper or pager number using the
Voice Mail Service (see the previous section).

1-12 System Services and Features
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PARTNER System Planning

This chapter describes how to complete the PARTNER Il Release 3 planning forms
to integrate the PARTNER MAIL system and the PARTNER Il Communications
System.

Ask the System Manager for the PARTNER System to provide the following
PARTNER Il Release 3 planning forms:

» |[Form A: System Configuration|

= [Form B1: System Extensions|

= |Form B2: Customized System Extensions|

®" |Form C: Telephone Button Programming|

Update these forms when adding a new PARTNER MAIL system to your existing
PARTNER Communications System. Complete the forms “from scratch” when
installing a new PARTNER MAIL system and a new PARTNER System.

Copy the completed forms, and store the copies in the pocket of the back cover of

PARTNER MAIL™ Voice Messaging System Installation and Use. Return the originals
to the System Manager

2-1
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Form A: System Configuration

T Systam Lines Number of Lines {#104] 8 System Settngs Check it applicable
O Transter Return Rings (£105] ___
S ,m,w_®‘ L Coverage | Line Owner (#301) | S | Omer Swoscrpton O Outsise Conterence Denial (#109]
»:; { A 107 | Servces O Toil Cant Prefix (#402) not required
0l |555 - /o000 TT VMS =AM O Syswm Pasyword (8403} __ __
92 (g5~ 100! TT | VvmS-AA ¥ Emergency Talechone Number List (Form O)
01 [s§6-/00Z | TT | vMsAA S Noght Service Bution (#503)
o4 [555-/003 | T VMSAR
v—o—;;s ~7004 v VIS AR f!u:MEqW((SysM}MIW
s 15551002 | 77 | /As-aA ¥ Musc on Hox (9602)
07 |565-100& | TT VMS -4 FRED wAR |Ck S"SMOR Record Type (9608}
08 [S55-73201 TT lvMemlj TARA EYMS O Alcads
0 | §55- 733/ Tr lyms-mAu /Outgong calks only
10 7 =) Paging
4 Number of zones
yd 5 PARTNER MAIL Automated Afendant Servica
7 A S vt Daiay (4506}
— — 7 . !
W immedate cal handeng
'3 Delayed cal handiing
yd VMS Hunt Schedule {8507).
— L] O Aways (with Day/Night schedules)
e / o Pay only
Night only
—/ A

Figure 2-1. PARTNER Il Form A: System Configuration

PARTNER Il Form A (Figure 2-1) shows the basic configuration of your
Communications System. Use this procedure to specify the system-wide settings
required when adding a new PARTNER MAIL system to your existing PARTNER
System. Refer to the PARTNER®II Communications System Release 3 System
Planner for instructions on how to complete the forms when installing a new
PARTNER MAIL system and a new PARTNER System.

=  Obtain Form A.

= Ensure that the Telephone Number and Line Type are completed for each
Line.

= |dentify each line that the PARTNER MAIL system covers using Automated
Attendant or Call Answer Service.

@ For Automated Attendant service: write “VMS-AA” for each Line that you
want to receive the PARTNER MAIL Automated Attendant service.

2-2 Form A: System Configuration
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For Call Answer Service:

s Write "VMS-MAIL" for each Line covered by the PARTNER MAIL Call
Answer service.

= Write the name of the subscriber who owns the Line in the Line Owner
column. Refer to |Chapter 1] of this guide for a description of the Line
Coverage feature.

If you intend to use the PARTNER MAIL Automated Attendant service to
cover calls during the night, or whenever the office is closed, check the box

next to “Night Service Button”.

Check the box next to “WMS Automated Attendant Service” if you intend to
use the PARTNER MAIL Automated Attendant Service.

NOTE:
The O indicates the factory setting.

Indicate whether outside calls should ring at the PARTNER MAIL Automated
Attendant with no delay — Immediate Call Handling — or ring at the
PARTNER MAIL Automated Attendant if the user does not answer the call
after three rings — Delayed Call Handling.

ONECIO O

=  No Delay O : Check this block to select Immediate Call Handling.
® Delay for 3 rings: Check this block to select Delayed Call Handling.

Indicate when the Automated Attendant Immediate or Delayed Call Handling
feature is active:

=  Always O : Check this block to cause the PARTNER System to always
route outside calls to the PARTNER MAIL system for call handling.

= Day only: Check this block to cause the PARTNER System to only
route outside calls to the Automated Attendant when Night Service is
OFF.

= Night only: Check this block to cause the PARTNER System to only
route outside calls to the Automated Attendant when Night Service is
ON.

Form A: System Configuration 2-3
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Form B1l: System Extensions

Telephone Aux. Eq. § Teiephone Aux. Eq. §
Ext i User [Trans. f=} 1Ext. F] User |Trans. E
Jack Name/Description - = Group [Return Jack Name/Descripbon - Group |Return|
No §§§§53§§§§ el ® [0 .g No. 33;’%53§‘5§§ ol ® o H
BEEEEIEEIE R " FHEEREEHEEE "
T | 3 EVA A 4 | POWER FRORE ;
<11 T [ S| RMD G
12 h D % | VMG SN 4 e}
13 |vP AC JREFI E 71 VM S~ N k110
| ARGY REED fal w1 vAMS N\ K 110
AC JONES < o] WM< N\ K110
6 | MARUYN & “@ N\ i 4]
7 |BueT CHAMBE, C a AN
ILLY BUYTLERL & 2
19 [MitE sﬁgﬁeds 3
x4 T 1 v
2 IL. VAN D/NE s
(21 L/TTLETON - 2
2]
A IMARIK RICHARDS @]
1M MAY 49 | —
ﬁ._é-..ﬂmﬂ._é_ £ E]
27 | Mii< ON = 3
B [Poyd ) I
21D. WEIS? &
% ' g
Al
2 | FAX g, o
B [ FAX \\ X

@O

Figure 2-2. PARTNER Il Form B1: System Extensions

Use Form B1 (Figure 2-2) to record the equipment connected to an extension, and
who owns the extension. Complete the following information to reflect the addition of
the PARTNER MAIL system.

@ For Subscribers:

=  Ensure that the Name of each PARTNER MAIL subscriber is listed on
the form. Since the PARTNER MAIL system is shipped with mailboxes

created for extensions 10 through 57, the subscriber’'s mailbox number
corresponds to their extension.

= Ensure that the type of system telephone connected at each
subscriber’s extension is indicated in the Telephone column.

2-4 Form Bl: System Extensions
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@ For the PARTNER MAIL RMD:

= Write “MAIL RMD” next to the extension number that corresponds to
the extension jack on the 206 module that connects to the RMD.

= Mark an X in the “Aux. Eq. — Other” column.

= Do not use the top jack of any 206 module or any of the power failure
transfer extensions 10, 16, 22, 28, 34, 40, 46, or 52.

» Refer to (if completed) and locate the ID for the RMD User
Group. Write the User Group ID shown on|[Form B2|into the “User
Group ID” column. In this example you would write “G” in the “User
Group ID” column.

@ For the two or four PARTNER MAIL system extensions:

=  Write “VMS” next to the each extension number that corresponds to an
extension jack on the 206 module that connects to a PARTNER MAIL
system port.

= Mark an X in the “Aux. Eq. — VMS” column for each PARTNER MAIL
system extension.

= Write the extension (usually the System Operator's extension) in
“Trans. Return Ext.” column. If the system transfers a call to an
extension which has VMS coverage turned OFF, and that extension
does not answer, the system transfers the call to the Transfer Return
Extension.

= Refer to[Form BZ (if completed) and locate the ID for the VMS User
Group. Write the User Group ID shown on|Form B2|into the “User
Group ID” column. In this example you would write “K” in the “User
Group ID” column.

= Do not use the top jack of any 206 module or any of the power failure
transfer extensions 10, 16, 22, 28, 34, 40, 46, or 52.

For Fax Call Handling:

= Write “FAX” next to the extension number that corresponds to each
extension jack on the 206 module where a fax machine is connected.

® Mark an X in the “Aux. Eq. — FAX" column for each Fax extension.

= Refer to[Form B2 (if completed) and locate the ID for the FAX User
Group. Write the User Group ID shown on [Form B2|into the “User
Group ID” column. In this example you would write “I” in the “User
Group ID” column.
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Form B2: Customized Extension Setting
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Figure 2-3. PARTNER Il Form B2: Customized Extension Settings

Use Form B2 (Figure 2-3) to identify groups of extensions which have the same
settings. A single extension may be included in its own user group if it has unique
settings. Whoever programs the PARTNER System can copy these settings from a
previously programmed extension using the Copy Settings programming option
(#399). The System Planner provides instructions for how to complete Form B2 for
the Receptionist (System Operator), other users and for fax extensions. Use the
procedure below to complete Form B2 for the PARTNER MAIL system extensions
and the Mail RMD.
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@ For the PARTNER MAIL system extensions:

Locate VMS in the “User Group ID” column and write K in that column.

Write the extension numbers for the PARTNER MAIL system
extensions in the “Exts. in Group” column.

This setting determines whether users may join calls on an extension.

— For Delayed Call Handling: Write OFF in the “Auto Ext. Privacy”
column to make sure privacy is not assigned to the PARTNER
MAIL system extensions. This allows users to join a call after it
has been answered by the Automated Attendant service. The
system automatically disconnects from the call.

— For Immediate Call Handling: Write ON in the “Auto Ext. Privacy”
column to make sure privacy is assigned to the PARTNER MAIL
system extensions. This prevents users from joining a call after it
has been answered by the Automated Attendant service.

Leave the remaining items blank if you intend to use the “Default”
settings listed at the bottom of the form.

Write an ID (K in this example) in the “User Group ID” column on Form

B1 for each PARTNER MAIL system extension

The example in indicates that the default settings will apply to the
PARTNER MAIL system extensions except for the following:

Disallowed List number 1 is assigned to the PARTNER MAIL system
extensions. This means that the outcalling feature cannot be used to
place calls to the numbers listed in Disallowed List 1. (Refer to [Chaptel]
in this guide for a description of the outcalling feature, and refer to
PARTNER Il Release 3 Programming and Use for instructions on how
to program Disallowed Lists.

@ For Fax Call Handling:

Write FAX in the “User Group ID” column, and assign an ID (An
unused Alpha character from A to Z).

Write the fax extension number(s) into the “Exts. in Group” column.

Write the group ID (I in this example) into the “User Group ID” column

of Form B1 for each fax extension

Write YES in the “Auto. Ext. Privacy” column. This setting ensures that
fax calls are not interrupted.

Make entries as appropriate for the remaining items, or leave the
remaining items blank if you intend to use the “Default” settings listed at
the bottom of the form.

If you intend to send and receive faxes, you may assign lines using the “Line
Assignment” column, and indicate “No Ring” in the “Line Ringing” column.
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@ For the RMD:

Write MAIL RMD in the “User Group” column and assign an ID.
Write the RMD extension number into the “Exts. in Group” column.
Write “Remove all lines” in the Line Assignment column.

Write YES in the “Auto. Ext. Privacy” column. This setting ensures that
maintenance calls are not interrupted.

Make entries as appropriate for the remaining items, or leave the
remaining items blank if you intend to use the “Default” settings listed at
the bottom of the form.

Write the group ID into the “User Group ID” column of Form B1 for the
RMD

For other users:

Determine if Auto VMS Cover should be ON or OFF for the Basic User
extensions. Write ON, or OFF in the Auto. VMS Cover column.

Assign User Group IDs.

Write the group ID (B in this example) into the “User Group ID” column
of Form B1 for the users
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Form C: Button Programming

Form C provides button templates for each type of MLS and MLC telephone. It is

recommended that you program a button on the telephone for the following
PARTNER MAIL system features:

= |Night Service button| (Program on a system telephone at extension 10 only):
enables user to turn Night Service ON or OFF. When Night Service is ON,
and the PARTNER MAIL Automated Attendant handles calls always or at
night only, the system plays the Night Greeting and Night Menu.

The following buttons may be programmed onto any telephone.

= [VMS Cover button:| enables users to turn VMS Coverage ON or OFF at their
extensions.

= [Voice Mailbox button:|enables users to transfer callers directly to a PARTNER
MAIL system subscriber’'s mailbox so that the caller can leave a message.

® [Auto Dial to the PARTNER MAIL system:| enables users to press one button
to dial the PARTNER MAIL Hunt Group (777).

Form C: Button Programming 2-9



PARTNER System Planning

Night Service
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Figure 2-4. PARTNER System Template for Night Service

Refer to section “8. System Settings” on PARTNER II System Configuration.
If “Night Service Button” is checked. Obtain the template for the system telephone
(MLS-34D, MLS-12D, or MLS-18D) at extension 10.

@ Select a button with lights and write “NightSVC” on the template area for the
selected button (Figure 2-4). When the feature button light is ON, the Night
Service feature is ON.
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Any System Phone Features

The following feature buttons may be programmed on any user’'s system telephone.
Obtain the template for the system telephone (MLS-6/MLC-6, MLS-12D/MLS-12,
MLS-18D) at the user’'s extension.
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Figure 2-5. PARTNER Il R3 Form C for MLS6 and MLS18D
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VMS Cover

@ Select a button with lights and write “WVMCover” on the template area for the
button

=> NOTE:

Turning VMS coverage ON and OFF at an extension does not affect CO Line
Coverage for outside calls ringing at that extension.

Voice Mailbox Transfer

@ Select a button to activate the Voice Mailbox Transfer feature and write
“YMBox” on the template area for the selected button.

Auto Dial into PARTNER MAIL System

@ Select a button that enables callers to automatically dial the PARTNER MAIL
system Hunt Group and write “VM Messages” on the template area for the
selected button.

2-12 Form C: Button Programming



-._ |
PARTNER MAIL Planning

This chapter contains instructions for completing the PARTNER MAIL system
planning forms. You need information from the following PARTNER Il Release 3
forms:

= [Form A: System Configuration|

= [Form B1: System Extensions|

® [Form B2: Customized Extension Settings|

You can find blank PARTNER MAIL system planning forms in Make
copies of the forms for planning and leave the originals in this manual. Store the
completed forms in the back cover of PARTNER MAIL™ Installation and Use.

The PARTNER MAIL system forms you need are listed below:

= |Form 1: Mailbox Assignments|

= |Form 2: System Parameters|

» [Form 3: Voice Mail Greetind

= [Form 4: Automated Attendant Settings|

®» [Form 6: Automated Attendant Night Greeting and Menu|

= [Form 7: Automated Attendant Submenus|

» [Form 8: Automated Attendant Announcements|

1
2
3
)
= [Form 5: Automated Attendant Day Greeting and Menu|
6
7
8
9

" [Form 9: Group Lists|

* [Form 10: Line Ownership|
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Form 1: Mailbox Assignments
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Figure 3-1. PARTNER MAIL Form 1

The PARTNER MAIL system is shipped with mailboxes created for extensions 10
through 57. Use Form 1 (Figure 3-1) to record the name of each PARTNER MAIL
system subscriber assigned to each extension at your office. Form 1 makes it easier
to record subscriber names for the PARTNER MAIL system directory, should you
decide to use one, and also makes it easier to keep track of subscribers if you must
modify or delete mailbox assignments.

You can also use Form 1 to designate Guest Mailboxes for users who do not have
their own extensions, but still require a mailbox. Assign a COS of 7, 8, or 9 to an
unused extension from 10 through 57. Assign the first Guest Mailbox to the highest
numbered extension available (e.g., extension 57) and work backwards toward
extension 10 to assign additional Guest Mailboxes. The PARTNER MAIL system
does not attempt to transfer callers receiving Automated Attendant Service to the
extension associated with the Guest Mailbox. Instead, it transfers callers directly to
the Guest Mailbox where they can leave a message. Guests may log on and retrieve
messages from any touch-tone phone.
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To use the PARTNER MAIL system’s Voice Mailbox Transfer features, assign a two
digit mailbox number from 10 through 57 for each mailbox. If you assign a mailbox
greater than 57, you must administer a “Transfer Not Permitted” COS of 7, 8, or 9
for that mailbox. The system routes callers receiving the Automated Attendant
Service to the mailbox (greater than 57), not to the extension associated with the
mailbox. The System Administrator programs mailboxes using the Mailboxes menu.
Refer to Chapter 6 in PARTNER MAIL™ |[nstallation and Use for details on how to
change, add, or delete mailboxes. Complete items 1 through 4 as instructed below.

®

Mailbox

Enter extension numbers for each subscriber (maximum of 48 for extensions
10 through 57). The extension number corresponds to the mailbox number.
Make additional copies of Form 1 as required.

Name

Refer to PARTNER Il Release 3 [Form B1]and write the name of each
subscriber next to the appropriate mailbox number. Since you can organize
your directory (if you plan to use one) by first or last name, consider entering
the names in a manner that highlights the name you plan to record. For
example, if you plan to record only the first name, write the first name in all
capital letters and the last name in inital capital letters: BOB Smith. If you plan
to record only the last name, write SMITH, Bob.

COS (Class of Service)

The Class of Service describes the characteristics of the mailbox. The factory-
setting COS for each mailbox is 2. This COS should satisfy the majority of
subscribers. Review the Class of Service table and the guidelines which
follow. To modify the COS for an extension, choose a number from the Class
column, and write that number into the COS column for the appropriate
extension. Make no entry if you are not modifying the COS for a mailbox.

COS Key
Class Mins. Transfer Outcalling
1 5 Permitted Not Permitted
20 10 Permitted Not Permitted
3 15 Permitted Not Permitted
4 5 Permitted Permitted
5 10 Permitted Permitted
6 15 Permitted Permitted
7 15 Not Permitted Not Permitted
8 15 Not Permitted Permitted
9 60 Not Permitted Not Permitted
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Use the following guidelines to select the Class of Service:

Mins. (Minutes) (10 O ) — the size of the mailbox. Each mailbox can
have 5, 10, 15, or 60 minutes of storage available. Use the 60-minute
size only for mailboxes used to record orders, lengthy messages, or as
a Dictaphone™. The total storage time for all mailboxes is four hours.
The sum of messages stored in each mailbox may exceed four hours.

Transfer Type — determines how the PARTNER MAIL system
processes a call when a caller indicates this mailbox as a transfer
destination.

— Transfer Permitted O : the system attempts to transfer the call to
the extension entered by the caller.

— Transfer Not Permitted: the system does not attempt to transfer
the call to the extension entered by the caller. Instead, the
system transfers the caller directly to the extension’s voice
mailbox. Assign a COS of 7, 8, or 9 (Transfer Not Permitted) to
mailboxes that provide a place for callers to leave messages for
people who do not have dedicated extensions, such as visitors,
guests, or employees who do not have their own phones. When
a caller dials an extension with a COS of 7, 8, or 9, the system
immediately prompts that caller to leave a message.

Outcalling (Not Permitted O ) — if outcalling is permitted, and the
subscriber administered it using the Voice Mail Service, the system
calls the subscriber at a designated telephone or beeper number
whenever a new message is in the subscriber’'s mailbox. Use discretion
when permitting use of the outcalling feature. Unless a Disallowed List
has been programmed into the PARTNER Communications System,
the system does not restrict the destination of the outside call. Refer to
PARTNER®Il Communications System Release 3 Programming and
Use for instructions on how to program disallowed lists.

Letter Key

The directory feature enables callers to reach an extension by dialing a
subscriber’s first or last name, use the the Letter Key to translate up to
four letters of the first or last name of the person to whom the mailbox
is assigned. Each letter of the name has a two-digit code (see the

on the next page). The first digit represents the number on
the dialpad where the letter appears. The second digit represents
whether the letter appears in the first, second, third, or fourth position
on the button. For example, the first four characters of the name
“Henderson” translate as shown below:
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The “H” is on the “4” button in the second position, “E” is on the “3”
button in the second position, and so on.

Write the first four characters of a subscriber’s first or last name into
the upper block on the letter key, then use the Letter Key as a
reference to write the correct translation digits into the blocks
immediately below each character. The implementor uses the Letter
Key to program the directory list. The PARTNER MAIL system creates
the directory as mailboxes are created for each subscriber. If the
Automated Attendant Main Menu informs callers how to access the
directory service, be sure to indicate which name (first or last) is used
in the directory.

Letter Key
A=21 N = 62
B =22 O =63
Cc=23 P=71
D=31 Q=72
E =232 R =73
F =33 S=74
G =41 T =281
H =42 U=282
| =43 V = 83
J =51 W =91
K =52 X =92
L =53 Y =93
M =61 Z =94
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Form 2: System Parameters

Position Name Mailbox
EXT. | Factory
Setting
( Fax Extension or Fax
Hunt Group Extension FAX HUNT GROUPR 771
System Administrator
’ MARILYA) WARNER | (¢ |87
@ General Mailbox Owner TARA EVANS 1O 100
System Operator TARA EUANS 10 10 O
L Fax Message Receiver R(CH MICHAELS QS

Figure 3-2. PARTNER MAIL Form 2

Complete Form 2 (Figure 3-2) to define the parameters of your PARTNER MAIL
system. The System Administrator programs System Parameters from the PARTNER
MAIL System Parameters menu. Refer to Chapter 6 in PARTNER MAIL™ Installation
and Use for details on how to change, add, or delete each of the parameters

described below.
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=> NOTE:

®

You can only use Fax Call Handling with Immediate Call Handling.

Voice Mail Positions

Use PARTNER Il Release 3[Eorm B1] to identify the names and extensions for
subscribers you are assigning as the System Administrator, the General
Mailbox Owner, the System Operator and the Fax Message Receiver. Refer to
[Chapter 1] of this guide for a description of responsibilities.

=  Fax Extension

— Refer to PARTNER Il Release 3 to identify the
extension jack number (on the PARTNER System’s 206 module)
that connects to the Fax machine.

— If there is more than one fax machine, refer to PARTNER Il

Release 3 to determine the Fax Hunt Group extension
(771 to 776).

— Write the fax extension or Hunt Group number into the space
provided.

= System Administrator

Enter the name and extension of the person responsible for PARTNER
MAIL system administration.

= General Mailbox Owner
Enter the name and extension of the person responsible for maintaining
the General Mailbox (stores messages not directed to a specific voice
mailbox). The default is extension 10.

= System Operator Extension
Enter the name and extension of the receptionist or person primarily
responsible for answering telephones at your office. The default is
extension 10.

= Fax Message Receiver
Enter the name and the extension of the subscriber who you want
notified via the Message light when a fax transmission has been
received at a fax extension. Do not assign this responsibility to a
person using a single line telephone.
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Form 3: Voice Mail Greeting

Voice Mail Greeting
WELCOME TO CompPANY D.
PLEASE ENTER EXTENS/ION
AND PCOuUND SIGN.

Figure 3-3. PARTNER MAIL Form 3

When subscribers dial into PARTNER MAIL Voice Mail Service they hear the
following factory-set greeting:
Wel come to PARTNER MAIL. Pl ease enter extension and pound sign.

It is recommended that you use the factory-set greeting. If, however, your company
prefers a customized greeting, use Form 3 (Figure 3-3), and the instructions which

follow, to write a script. To record your Voice Mail Greeting, follow the instructions

found in Chapter 6 of PARTNER MAIL™ Installation and Use.

= Write the greeting that plays to voice mail subscribers.

= Your greeting can be up to two minutes long.

The greeting must include instructions to enter the subscriber's extension and
the pound sign.
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Form 4. Automated Attendant Settings

Touch-Tone Gate

= The Touch-Tone Gate is automatically set to ON if the system is used for Fax
Call Handling.

= Check one:

@ON

0O OFF O

= To administer: Press [_intercom |[7][7][7] Enter administrator's EXTENSION [#]
and PASSWORD [#] . Press [9] [3] [5] .

Extensions in Enter Plan

= Check the first digit of each extension used in the dial plan.

Hl[ﬁl\zﬂﬂ\aiﬂ\ztm EE |7@H

Figure 3-4. PARTNER MAIL Form 4

Complete Form 4 (Figure 3-4) to record the system-wide settings that you must keep
in mind when planning the PARTNER MAIL Automated Attendant greetings and
menus.

Complete Form 4 only if you plan to use PARTNER MAIL Automated Attendant
service.

@ Touch-Tone Gate
Read the following guidelines before checking the ON or OFF box to indicate
your Touch-Tone Gate setting.

= |f you do not have a fax extension, read the following to decide whether
to set the gate ON or OFF.

= The Touch-Tone Gate factory-setting is OFF.

* |f you have a Fax Machine Extension (see[Form 2)]the Touch-Tone
Gate is automatically set to ON and cannot be turned OFF.
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®

— When the Touch-Tone Gate is ON, the Automated Attendant Day

or Night greeting prompts the caller to press [1] if he or she is
calling from a touch-tone phone. If the system does not detect a
touch-tone, it assumes that the caller is using a rotary phone and
handles the call based upon the Dial 0 / Timeout Options set by
the System Administrator. This enables rotary callers to quickly
bypass the Automated Attendant menu, and reach a receptionist
or system user who handles their call.

If the Touch-Tone gate is OFF, rotary callers are not transferred
until the Automated Attendant menu plays. However, if most
callers to your company have touch-tone phones, leave the
Touch-Tone Gate set to OFF to eliminate a step in reaching the
desired destination.

Extensions in Dial Plan

Check the first digit of each extension, Hunt Group extension, or Calling
Group. used in the dial plan. If, for example, you use extensions 10
through 30, you would check 1, 2 and 3. If you plan to program
extension Hunt Groups or Calling Groups, check box 7 since Hunt
Groups are reached by dialing 771 — 776 and Calling Groups are
reached by dialing 71 — 74. You will use the dial plan when planning
the Automated Attendant Menus on Forms [5] and 6]
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Form 5: Day Greeting and Menu

Form 5 consists of three pages:

= Page 1: the Day Greeting Script,

= Page 2: the |Day Main Menu Definition| form, and

= Page 3: the[Day Main Menu Script]

Day Greeting Script

Day Greeting Script

THARNK. YOU FOR. CALLING COMPANY D.
IF You ARE CALLIAC, FRoMm A TOUCH-
TONE- PHONE, PRESS 1 NOW.

Figure 3-5. PARTNER MAIL Form 5 Page 1: Day Greeting

Use Page 1 of Form 5 (Figure 3-5) to write the script for the greeting that plays when
callers reach the Automated Attendant Service during business hours. Ten seconds
are allocated for the greeting. If the Touch-Tone Gate is ON (see you must
instruct the callerto Press 1 now if you are calling from a touch-tone

phone.
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Day Main Menu Definition

Day Menu Definition
Selector | Selector | Number Description
Code Code
Action*
1 (5v)
D=
3 2 54 / SALES SUBMENU
s 32 A / SHIPMENT ANNOUNL .
/-\ P = - - s P A faieis L
@/ 5 =) |/ £ OfLES ANNOYVC

3y @

S

Figure 3-6. PARTNER MAIL Form 5 Page 2: Day Menu Definition

=> NOTE:

If you plan to use submenus or a prerecorded announcement as options on
your Main Menu, you must create them before you can complete the Day
Main Menu programming. See [Form 7|for setting up submenus and

for setting up announcements.

Write the following information on the Day Main Menu Definition form (Figure 3-6):

@ Selector Code
Callers press a Selector Code (a key from [1] to [9] on the dialpad) to select
an item from the Main Menu. Each Selector Code has a corresponding
Selector Code Action that causes the system to transfer callers to the
department or individual that they want to speak to, or to the announcement
or submenu that they want to hear. Assign the most requested department or
extension as the first route and list the Selector Codes in ascending order so
that it's easier for callers to remember them. For the same reason, try to limit
the menu to five or fewer selections.
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®

Selector Code Action 5 (Direct Extension Transfer, see description below) is
the factory-setting for Selector Codes 1 through 5. This enables callers to dial
an extension directly from the main menu. Use step 2 of this procedure to
change these settings.

Selector Code Action

The Selector Code Action determines the action the system takes after a
caller presses a Selector Code. Write the appropriate Selector Code Action
from the list below:

= Action 1 — Selector Code Transfer
When a caller presses the Selector Code, the system transfers the call
to the specific extension, Hunt Group, or Calling Group that you assign.

= Action 2 — Play an Existing Submenu
When a caller presses the Selector Code, the system plays another
menu from which the caller presses another Selector Code. Be sure to
complete [Form 7] Automated Attendant Submenus. The submenu must
already exist before you can program this action.

= Action 3 — Play an Existing Announcement
When a caller presses the Selector Code, the system plays a
prerecorded announcement. Use this Action to provide information such
as your business hours or a mailing address. Be sure to complete
[8:] Automated Attendant Announcements. The announcement must
already exist before you can program this action.

= Action 4 — Prompted Transfer
When callers press a Selector Code, the system prompts them to enter
an extension. For example: ANY Travel uses extensions 10 through 40
in their dial plan (see They use Selector Codes 1 through 4 to
direct callers to submenus and announcements. To enable callers to
dial extensions from the main menu, ANY travel assigns Prompted

Transfer to Selector Code 5. Callers to ANY Travel press [5] at the
main menu then dial an extension number.

= Action 5 0 — Direct Extension Transfer
Callers can dial an extension directly from the Day Main Menu. Write 5
(the default) next to the Selector Code(s) that match the first digit(s) of
the dial plan[(Form 4)] For example, if extensions 1 and 2 are checked
on (indicating that all of your extensions begin with 1 or 2)
leave Selector Codes 1 and 2 at the factory-setting of 5.

Number

For Selector Code Actions 1, 2, or 3, write the corresponding extension, Hunt
Group, or Calling Group number, submenu number, or announcement number
associated with the Action. Actions 4 and 5 do not require an entry in the
Number column.

Description
Write the name of the extension, Hunt Group, Calling Group, submenu, or
announcement, that describes the Selector Code Action.
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Day Main Menu Script

Check One:

B System Operator O
0O General Mailbox
0O Disconnect

Day Menu Script
IF YOU know THE EXTENSION OF THE [ARTY
YoUu WAANT To REAcCH, PVAL 1T ANOW.

FOR THE- SALES DEFPARTMENT, PRESS 3,
To HEAR. THE- SHIPPING SCHEDULE | PRESS 4,
To HEAL. ABOCUT NEW ProluUct AVAILARILITY,

PRESS &,
IF YOU NEEDH ASSISTANCE., STAY ON THE. LINE.

Figure 3-7. PARTNER MAIL Form 5 Page 3: Day Menu Script

Day Dial 0/Timeout Action Options

Review the three options described below to choose how the system handles calls
when callers press [0] , or do not enter a Selector Code or extension, within four
seconds after being prompted. Select one of the following by marking a check in the

appropriate box on Form 5 (Figure 3-7):
System Operator 0 — Transfer caller to the System Operator for assistance

General Mailbox — Transfer caller to the General Mailbox to leave a
message.
Disconnect — Disconnect the call.
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Use page 3 of Form 5 to write a script that presents the menu choices
to the caller. Your script could prompt callers to:

= Enter the extension if Selector Code Action 5 (direct extension transfer) is
specified for some Selector Codes.

If you know the extension that you wish to reach, dial it now
= Access the directory.

If you know the last name of the person you want to speak to, press [*]
[2] to access the directory.

If you offer a caller the directory list, tell them whether it is listed by first or last
name.

= Press a Selector Code to:
— Transfer to an extension, Hunt Group or Calling Group,
— Access a submenu,

— Hear an announcement

= Press [*] [4] to replay the menu.
= Tell callers what happens if they do nothing. This is the Dial 0 / Timeout
Option that you indicated during the previous step.
If you need assistance, stay on the line and an operator wl|

assi st you.

If applicable, the script should explain to callers how they can reach an individual
extension, how to send a fax, and how to hear an announcement, or access a
submenu.

=> NOTE:

PARTNER MAIL subscribers calling from outside on a line answered by the

Automated Attendant service can enter [*] [7] to receive Voice Mail Service
and retrieve their messages.
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Form 6: Night Greeting and Menu

Form 6 consists of three pages:
= Page 1: the Night Greeting Script,

= Page 2: the |Night Main_Menu_Definition| form, and

= Page 3: the [Night Main Menu_Script]

Night Greeting Script

Night Greeting Script

THARNIK- YOU FOE CALLING CombPArY D,
OCnRr Hours ARE. S-00AM To S:00 PV,
PRESS 1. NOoWwW [F YOU ARE CALLING
FeomM A ToucH- TONE. PHONE .

Figure 3-8. PARTNER MAIL Form 6 Page 1: Night Greeting Script

Use Page 1 of Form 6 (Figure 3-8) to write the script for the greeting that plays when
callers reach the Automated Attendant Service when Night Service is ON. Ten
seconds are allocated for the greeting. If the Touch-Tone Gate is ON (see [Form 4)|
instruct the callerto ... press 1 now if you are calling from a touch-
t one phone.
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Night Menu Definition Form

Complete page 2 of Form 6 (Figure 3-9) to design the night menu. These are the
menu selections that the caller hears if Automated Attendant coverage is chosen for
hours when Night Service is ON. Use this form even if the Night Menu and the Day
Menu are identical.

=>» NOTE:

If you plan to use submenus or a prerecorded announcement as options on
your Night Menu, you must create them before you can complete the Night

Menu programming. See for setting up submenus and [Form 8] for

setting up announcements.

Night Menu Definition

gelfctor Eelfmor Number Description
o~ || Action
UJ-— 1 (5
2 (5)
A~ 3 2 A5 / S UBMENU
(ZL 4__ 473 ST / ANNOUNCEMENT
- 5 | 3] f ANNOUACEMENAIT
6

— .
S @Y

Figure 3-9. PARTNER MAIL Form 6 Page 2: Night Menu Definition

Write the following information on the Night Main Menu Definition form
Refer to [‘Day Menu Definition Form”| earlier in this Chapter for a description of each
field.

@ Selector Code
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@ Selector Code Action
Write in the appropriate Selector Code Action from the list below.
= Action 1 — Selector Code Transfer
= Action 2 — Play an Existing Submenu
= Action 3 — Play an Existing Announcement
= Action 4 — Prompted Transfer

= Action 5 0 — Direct Extension Transfer

@ Number

For Selector Code Actions 1, 2, or 3, write the corresponding extension, Hunt
Group, or Calling Group number, submenu number, or announcement number
associated with the Action. Actions 4 and 5 do not require an entry in the
Number column.

Description
Write the name of the extension, Hunt Group, Calling Group, submenu, or

announcement, that describes the Selector Code Action.

Night Main Menu Script

Check One:

System Operator
General Mailbox 0O
[0 Disconnect

Night Menu Script
I YOu KNOW THE EXTENSION OF THE PARTY
YOou wWANT To REACH, DIAL IT NOW.
FOR THE SALES DEPARTMENT, PRESS 3.
TO HEAR. THE SHIPPING SCHEDULE-, FRESS .
TO HEALZ. ALOUT KEW FPRODUCT AVAILAL ILTY,
PRESS 5,
PRESS ¥ 4 TD REPLAY THIS MENU,
[E YOoU WwouLD HIKE TO LEAVE A
MESSAGE . PLEASE. HOLD.-

Figure 3-10. PARTNER MAIL Form 6 Page 3: Night Menu Script
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Night Dial 0/Timeout Action Options

Review the options described below to choose how the system handles calls when
callers press 0, or do not enter a Selector Code or extension, within four seconds
after being prompted. Select one of the following by marking a check in the

appropriate box on page 2 of Form 6|(Figure 3-10):

m  System Operator — Transfer caller to the System Operator for assistance

=  General Mailbox O — Transfer caller to the General Mailbox to leave a
message.

= Disconnect — Disconnect the call.

Use page 3 of Form 6 |(Figure 3-10)| to write a script that presents the night menu
choices to the caller. Tell the caller to:

= Dial the extension.

If you know the extension that you wish to reach, dial it now

= Access the directory.

If you know the |ast name of the person you want to speak to, press [*]
[2] to access the directory.

If you offer a caller the directory list, tell them whether it is listed by first or last
name.

= Press a Selector Code to:
— Transfer to an extension, Hunt Group or Calling Group,
— Access a submenu,
— Hear an announcement

= Press [*] [4] to replay the menu.

® Tell the caller what happens if he or she does nothing. This is the Dial 0 /
Timeout Option that you specified during the previous step.

If you'd like to | eave a nmessage, please hold. Your call wll be
returned during business hours.
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Form 7: Submenus

If you specified a Selector Code Action of 2 — Play an existing submenu — on [Form

(Day Greeting and Menu Definition) or [Form 6| (Night Greeting and Menu
Definition) use Form 7 [(Figure 3-11)[to define and write a script for the submenu.

You can create up to 99 submenus, but keep in mind that more than two levels of
submenus can confuse callers. You must create and record each submenu (last

level first) before you record the Automated Attendant Day or Night Menu that refers
to the submenu.

Make additional copies of this form as required.

Form 7 consists of the following two pages:

Page 1: the [Submenu Definition Form|

= Page 2: the [Submenu Script|
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Submenu Definition Form

O

Submenu No. \f Definition Form
Selector | Selector | Number Description
(2) |7 |G
i / |4 HARD WARE. EXT.
" 1 I o e, N\ DO = v
< I e} SOFTNAKL— ERT.
3 / /o SUPPLIES EXT.
o~ 4 | 17 PRINTERS EXT.

& Q9

qw

Figure 3-11. PARTNER MAIL Form 7 Page 1: Submenu Definition

Write the Submenu Number (01 through 99) in the heading of the Submenu
Definition form (Figure 3-11). You will need this number when you specify
Action 2 on a Day or Night Menu, or a Submenu Definition form. Also, the
system prompts the System Administrator to enter this number when he or
she creates a submenu.

Write the following information on the Submenu Definition Form (Figure 3-11).
Refer to [‘'Day Menu Definition Form”| earlier in this Chapter for a description of
each field.

@ Selector Code

Selector Code Action
Write in the appropriate Selector Code Action from the list below.

Action 1 — Selector Code Transfer

Action 2 — Play an Existing Submenu
Action 3 — Play an Existing Announcement
Action 4 — Prompted Transfer

Action 5 — Direct Extension Transfer
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Number

For Selector Code Actions 1, 2, or 3, write the corresponding extension, Hunt
Group, or Calling Group number, submenu number, or announcement number
associated with the Action. Actions 4 and 5 do not require an entry in the
Number column.

@ Description

Write the name of the extension, Hunt Group, Calling Group, submenu, or
announcement, that describes the Selector Code Action.

Submenu Script

Submenu No. / Script

TO TAL TO THE HARPWARE MANAGEL
PRrREss 1.

TEO TRl TO THE SORTWALRE SALES
PECSON, PRESS Z .

T TALi 70 THE SUPPLIES MANAGEZ,
PRESS 3.

T TALE TO THE- PRINTEL SALES
PEFPARTMENT. PRESS 4.

PRLESS ¥ 4 TO REAAY THIS MEANU.,

Figure 3-12. PARTNER MAIL Form 7 Page 2: Submenu Script

Use page 2 of Form 7 (Figure 3-12) to write a script that presents the submenu
choices to the caller. Tell the caller to:

= Press [*] [4] to replay the menu.
= Press [*] [#] to go back to the previous menu.

" Press [*] [7] to go back to the first menu.

=  Enter a selector code to hear an announcement, hear another submenu, or
transfer to an extension, Calling Group, or Hunt Group.

For the cruise travel agent, press 3 now.
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Form 8: Announcements

Complete Form 8 to create announcements providing current or frequently requested
information. You can create up to 99 announcements. Since you can also create up
to 99 submenus, you could enable callers to access many different announcements.
Remember, however, that more than two levels of submenus confuse callers. Update
the announcements regularly to provide the latest information, such as weather
reports, interest rates, product information, directions, and entertainment listings.
Each announcement can be up to two minutes long.

Make additional copies as required.
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I

{
\’/ZELEASE-. 2.0
AND IMmMProyE

Ik

Wit BE. AVAILARBLE  ON TANUARY 29.

RAPHICS PACICACES

= — I~ I

Figure 3-13. PARTNER MAIL Form 8: Automated Attendant Announcements

Complete the following information on Form 8 (Figure 3-13):

@ Announcement No.

Assign each announcement an identifying number (1 through 99). You will
need this number when you specify Action 3 on a menu or submenu Definition
form. Also, the system prompts the System Administrator to enter this number
when he or she creates an announcement. If you want to record more than
one announcement, make additional copies of the blank planning form. Note
that an announcement must be created and recorded before you can program
a Selector Code to refer to it.

@ Script

Write the announcement script in the space provided.

If a caller does not respond to the announcement within four seconds, the
system disconnects. Therefore, be sure to tell the caller near the end of the
announcement to perform the following if you do not want the caller to be
disconnected:

= press [0] to transfer to the System Operator,
= press [*] [4] to go back to the previous submenu,

= press [*] [8] to transfer to an extension.
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Form 9: Group Lists

O O O

Group List No. | == 1
[~ Group Name SALES

A C.
—mMARILVN

/ BURT
/8 RILLY
19 MILLE

Figure 3-14. PARTNER MAIL Form 9: Group Lists

Use Form 9 to organize Group Lists for your office. You can create up to 99
Group Lists which provide the ability to send voice mail messages to multiple
subscribers without entering each extension. A subscriber can enter [*] [5]
followed by a Group List Number, rather than an extension, to send the
message to all mailboxes on the Group List. Create Group Lists to suit
business needs. Provide a copy of the list to each subscriber who is a
member of the group.

Fill in the following information on Form 9 (Figure 3-14):

Group List No.

Write the number of the Group List. This is the number subscribers use to
address their Group List messages. If you want more than one Group List,
number the lists sequentially.

Group Name
Write the Name of the group to which the members of the list belong.

Extension
Write the extensions to be included on the Group List. Your business needs
determine which subscribers to include in a Group List.

Name
Write the name of the subscriber assigned to each extension.
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Form 10: Line Ownership

Line | Telephone Line Owner Owner's
Number Extension
08 |555- 7320 | FRED WARICK [ 2
09 |585- 7331 TARA EVANS (O
/

Figure 3-15. PARTNER MAIL Form 10: Line Ownership

Use Form 10 (Figure 3-15) to identify the CO (outside) lines at your site covered by
VMS Line Cover, and dedicated to a specific person or project. Specify the extension
and the subscriber who “owns” the CO line. When a call coming in on this line is not
answered manually, the system associates the CO line number with an extension
and plays the extension’s personal greeeting. This enables the caller to leave a
message in the called party’s voice mailbox. Use the following instructions to

complete Form 10 (Figure 3-15):
CO Line

» Refer to PARTNER Il Release 3 [Eorm Al to identify the two digit CO
Line number of each line that has “VMS MAIL” in the Line Coverage
column.

= Write the CO Line number in the space provided.

@ Telephone Number

= Locate the Telephone number on PARTNER I

= Write that number in the space provided.

Line Owner
= Locate the Line Owner on PARTNER Il
= Write the name of the Line Owner in the space provided.

®
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_______________________________________________________|

4.\ Owner's Ext.
\\//

= Locate the owner’s extension on PARTNER Il

= Write the extension number in the space provided.
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Form 1: Mailbox Assignments

= Write each subscriber’'s extension, name, and COS (see the [COS Key| on the
following page).

= Translate the first four letters of the subscriber’s first or last name using the

‘Letter Key"| shown on the following page.

= To administer: Press [_Intercom ][7][7] [7] . Enter administrator's EXTENSION [#]
and PASSWORD [#] . Press [9] [4] .

Mailbox | Name CcosSs Letter Key




Class of Service (COS) Key

Class | Mins. | Transfer Outcalling
Type

1 5 Permitted Not Permitted
20 10 Permitted Not Permitted
3 15 Permitted Not Permitted
4 5 Permitted Permitted

5 10 Permitted Permitted

6 15 Permitted Permitted

7 15 Not Permitted | Not Permitted
8 15 Not Permitted | Permitted

9 60 Not Permitted | Not Permitted

Letter Key

A=21 N=62

B=22 O =63

C=23 P=171

D=31 Q=72

E=32 R=73

F=3 S=174

G=41 T =281

H=42 U=82

| =43 V = 83

J=51 W=091

K=52 X =92

L=53 Y =293

M=61 Z=94




Form 2: System Parameters

Voice Mail Positions

=  The fax extension or fax Hunt Group extension.

=  The System Operator and the General Mailbox Owner are usually the same
person.

=  The factory settings are marked with a check ( O ).

® To administer system parameters: Press [_Lntercom ][7] [7] [7] . Enter
administrator's EXTENSION [#] and PASSWORD [#] . Press [9] [1] .

Position Name Mailbox

EXT. Factory

Setting
Fax Extension or Fax
Hunt Group Extension
System Administrator 9997 [
General Mailbox Owner 100
System Operator 100

Fax Message Receiver




Form 3: Voice Mail Greeting

= The factory-setting is:

Wel come to PARTNER MAIL. Pl ease enter extension and pound sign.

= If changing the greeting, remind callers to enter the subscriber's extension and
the pound sign.

= Greeting cannot exceed two minutes

= To administer: Press [_Intercom ][7][7] [7] . Enter administrator's EXTENSION [#]
and PASSWORD [#] . Press [9][7][1] .

Voice Mail Greeting




Form 4. Automated Attendant Settings

Touch-Tone Gate

= The Touch-Tone Gate is automatically set to ON if the system is used for Fax
Call Handling.

=  Check one:

o ON
o OFF O

=  To administer: Press [_Intercom][7][7][7]. Enter administrator's EXTENSION [#]
and PASSWORD [#] . Press [9] [3] [5] .

Extensions in Enter Plan

= Check the first digit of each extension used in the dial plan.

HlD‘ZD ‘3D‘4D ‘5D‘7D‘




Form 5: Day Greeting and Menu

=  Greeting cannot exceed ten seconds.
* |f the Touch-Tone Gate is ON (see [Form 4) inform callers using touch-tone
phones to press 1.

® To administer: Press [_Intercom ][7] [7] [7] . Enter administrator's EXTENSION [#]
and PASSWORD [#] . Press [9] [7] [3] [1] .

Day Greeting Script




Form 5 (2 of 3): Day Menu Definition Form

= If using Automated Attendant for Day and Night coverage, complete both the
Day and the Night Menu Definition forms even if the menus are identical.

= No entries are required in the Number and Description columns if using
Selector Code Actions 4 or 5.

= Fill in the Number and Description columns if using Selector Code Actions 1,
2,0r3.

= To administer: Press [_Lntercom ][7] [7] [7] ; EXTENSION [#] PASSWORD [#] [9]
[8111].

Day Menu Definition

Selector | Selector | Number Description
Code Code
Action*

(60)
60)

(60)
(60)

ga| | w| D] -

(60)

O | 0] N| O

*Selector Code Action Key

Selector Code Transfer
Play an existing submenu
Play an existing announcement

Prompted transfer

a A W N P

Direct extension transfer O




Form 5 (3 of 3): Day Menu Script

Day Dial 0 / Timeout Options

= Specify where calls should be transferred if the caller does not enter a
Selector Code or if they press [0] .

Check One:

0 System Operator [
0 General Mailbox
0 Disconnect

Script for Day Menu Prompts

Write a script that contains the menu which callers will hear after the
Automated Attendant Day Greeting [(Form 5 page 1),

= The menu cannot exceed two minutes.

Day Menu Script




Form 6: Night Greeting and Menu

= Greeting cannot exceed ten seconds.

» If the Touch-Tone Gate is ON (see inform callers using touch-tone
phones to press 1.

= To administer: Press [_Intercom ][7][7][7] ; EXTENSION [#] PASSWORD [#] [9]
[7]1[31[2] .

Night Greeting Script




Form 6 (2 of 3):
Night Menu Definition Form

= If using Automated Attendant for Day and Night coverage, complete both the
Day and the Night Menu Definition forms even if the menus are identical.

= No additional entries are required if using Selector Code Actions 4 or 5.

= To administer: Press [_Intercom ][7] [7][7] ; EXTENSION [#] PASSWORD [#] [9]
[B112].

Night Menu Definition

Selector | Selector |Number Description
Code Code
Action*

(50)

G0)

60)

)

50
GU)

Ol N|loo|lo | > |WIN]|F

*Selector Code Action Key

Selector code transfer
Play an existing submenu
Play an existing announcement

Prompted transfer

gaa b~ W N B

Direct exension transfer 0




Form 6 (3 of 3): Night Menu Script

Day Dial 0 / Timeout Options

® Specify where calls should be transferred if the caller does not enter a
Selector Code or if they press [0] .

Check One:
0 System Operator

0 General Mailbox O
U Disconnect

Script fo Night Menu Prompts

= Write a script that contains the prompts which callers will hear after the
Automated Attendant Night Greeting [(Form 6 page 1)

= Prompts cannot exceed two minutes.

Night Menu Script




Form 7: Submenus

= During administration of Automated Attendant, you must create and record
each submenu (last one first) before the the Day or Night Menus.

= Make an additional copy for each submenu.

=  To administer: Press [_Intercom ][7][7][7] ; EXTENSION [#] PASSWORD [#] [9]
[8113].

Submenu No. Definition Form

Selector | Selector | Number Description
Code Code
Action*

o O M|l W] N]| P

~

*Selector Code Action Key

Selector code transfer
Play an existing submenu
Play an existing announcement

Prompted transfer

ga A W N B

Direct extension transfer O




Form 7 (2 of 2): Submenu Script

= Write a script which provides prompts that callers hear after selecting a
submenu.

=  Make a copy of this form for each submenu.
= The submenu script cannot exceed two minutes.

= To administer: Press [_Intercom ][7][7][7] ; EXTENSION [#] PASSWORD [#] [9] [3]
[3].

Submenu No. Script




Form 8: Announcements

= Each announcement can be up to two minutes in length.

=  When programming Automated Attendant, you must create and record all
announcements before creating the Day Menu, Night Menu, or submenu that
refers to it.

= Make additional copies of this blank form for each announcement that you
want to create.

= You may create up to 99 announcements.

= To administer: Press [_Intercom ][7] [7] [7] ; EXTENSION [#] PASSWORD [#][9] [3]
[4].

Announcement No.




Form 9: Group Lists

= Group Lists provide the ablility to send voice mail messages to multiple
subscribers at one time.

= When addressing a message, a subscriber can enter [*] [5] followed by a
Group List Number, rather than entering individual extensions. The system
delivers the message to all the mailboxes on the Group List.

=  Make copies of the Group List form to distribute to the subscribers.
=  You may create up to 99 Group Lists.

= Each Group List may contain up to 100 entries. An extension can belong to
more than one group.

= To administer: Press [_Intercom ][7][7][7] ; EXTENSION [#] PASSWORD [#][9]
[5].

Group List No.
Group Name

Extension | Name




Form 10: Line Ownership

= You can provide VMS Line coverage for an outside line, that is dedicated to a
person or project, by designating an extension as the “owner” of the outside
line. If a call coming in on an outside line, that is covered by PARTNER MAIL
Call Answer Service is not answered within four rings, the system transfers

the caller to the mailbox for the extension that owns the line. This allows the
caller to leave a message .

» Refer to PARTNER Il Release 3 to determine Line and Telephone
numbers, and PARTNER Il Release 3 to determine the Owner’s
extension.

= Use the form below to assign Line Ownership.

= To administer: Press [_Intercom ][7][7][7] ; EXTENSION [#] PASSWORD [#][9]
[6].

Line | Telephone Line Owner Owner's
Number Extension




-._
Appendix B: Factory Settings

PARTNER MAIL System Factory Settings

PARTNER MAIL Parameter

Factory Setting

Automated Attendant
Automated Attendant Submenu IDs
Automated Attendant Announcement IDs
Number of rings before answer
System Operator’'s Extension
Timeout Action Option (No Fax)
Day
Night
Timeout Action Option (With Fax)
Day
Night

Touch-Tone Gate

1-99

1-99

2

10

4 sec./Transfer to:

System Operator
General Mailbox

8 sec./Transfer to:

System Operator
General Mailbox

OFF

(Continued)

B-1
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PARTNER MAIL System Factory Settings

PARTNER MAIL Parameter Factory Setting

Greetings/Prompts

Voice Mail Greeting 2 minutes
Automated Attendant Greetings 10 seconds each
Menu Prompts 2 minutes each
Personal Greetings 2 minutes each
Name Recordings 4 seconds each
Messages

Message Length 1 sec. - 2 min.

(1 sec. - 5 min for
COS 9 mailboxes)

Mailboxes

Class of Service 2
Password 1234
System Operator's Extension 10

System Administrator’s:
Mailbox 9997
Password 1234

General Mailbox Owner’s:
Extension 10
Mailbox 9999

Miscellaneous

Group List IDs 1-99
Outcalling OFF
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Appendix C: PARTNER MAIL
Case Studies

The following case studies provide examples of the planning of the PARTNER MAIL
system for the following features:

* [Company A]Automated Attendant Service as the Delayed Call Handler
. Automated Attendant Service as the Immediate Call Handler
. Call Answer Service with CO Line Coverage

Each case study shows how a fictitious company selects, plans and programs the
features listed above. Use the case studies for ideas on how to implement the
PARTNER MAIL system at your site. Refer to or Chapter 4 of this guide
for planning procedures. Refer to PARTNER MAIL™ Installation and Use for
programming procedures.

Recording the PARTNER MAIL Features

Each company must record the PARTNER MAIL system features that they require

on the appropriate PARTNER Il System Planning forms and on the appropriate
PARTNER MAIL System Planning forms.

PARTNER Il System Planning Forms

The PARTNER MAIL system features selected by each company must be entered
on the following PARTNER Il Release 3 System Planning forms:

= System Planner Worksheet

= |Form A: System Configuration|

|[Form B1: System Extensions|

[Form B2: Customized Extension Settings]

® |Form C: Button Programming| Template

C-1
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=> NOTE:

Not all the PARTNER Il Release 3 System Planning forms are discussed in
the following examples, nor are all the fields on each form discussed. Only
those items which affect PARTNER MAIL system planning and administration
are highlighted. For a full discussion of the planning forms, see the
instructions which come with the PARTNER Il Release 3 System Planner.

=> NOTE:

Many of the options specified in the following examples, such as the extension
numbers and types of telephones assigned, will vary for each customer.

PARTNER MAIL Planning Forms
There are ten PARTNER MAIL System Planning Forms:

= |[Form

Mailbox_Assignments|

= [Form 2: System Parameters]|

= |Form 3: Voice Mail Greetings|

= [Form Automated Attendant Day Greeting and Menu|

= |Form Automated Attendant Night Greeting and Menu|

= |Form Automated Attendant Submenus|

1
2:
3:
= |[Form 4: Automated Attendant Settings|
5:
6:
7
8:

= [Form Automated Attendant Announcements|

= |[Form 9: Group Lists|

= |Form 10: Line Ownership|

Each case study presents portions of the appropriate forms as they would be
completed by the company described in the case study.

C-2 Overview
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Company A

Company A is a hotel/motel supplies distributor. They take pride in their ability to
provide personalized service and to fill orders quickly. They require the ability to:

Selecting the

handle calls when the Customer Service Representatives or receptionist are
busy or not available.

take orders at night when no one is available.

allow Customer Service Representatives to handle unanswered calls before
they are sent to the PARTNER MAIL system for coverage.

transfer calls to a customer service representative’s voice mailbox if the caller
wishes to leave a message.

Features

A representative of Company A, with the help of an AT&T representative, selects the

features to meet their requirements

Company A wants calls to ring first at the customer service representative's
and the receptionist’s extensions. If they do not answer within 4 rings, calls
are answered by PARTNER MAIL system. To accomplish this, Company A
selects Automated Attendant Service — Delayed Call Handling.

The PARTNER MAIL handles all unanswered calls during the day and at
night. Callers hear either the Day Greeting and Menu or the Night Greeting
and Menu. They must select Automated Attendant Service — Always in use.

Customers who reach the Automated Attendant Service are routed to the
General Mailbox if they wish to leave orders after hours or when the
receptionist and Customer Service Representatives are busy or are absent.
Set the Dial 0 / Timeout Option to General Mailbox.

The receptionist or any customer service representative can transfer callers
directly to another PARTNER MAIL subscriber’s voice mailbox so they can
leave messages. Select Call Answer Service — Direct Transfer to Voice
Mailbox.

Company A C-3
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Incoming
Call

Answered
by fourth
ring?

No
General
Mailbox
PARTNER Voice Mailbox
MAIL

A
~7 BN
Customer Service Customer Service
Representative Representative

V0|e Milbox

[ Announcement 2

| Announcement 1

| Day Main Menu

Thank you
for calling
Company A « s

Sorry!
We're Closed

)

< i AN B ) A

V0|C ailbox

Customer
Service .
Representative

Receptionist

General Mailbox

Voice Mailbox

Figure 3-1. Call Flow at Company A
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Completing the Planning Forms

Company A, with the assistance of an AT&T representative, completes the
PARTNER II System and PARTNER MAIL system planning forms to indicate the
PARTNER MAIL system features that they selected.

PARTNER Il R3 System Planner Worksheet

A salesperson completes the System Planner Worksheet (Figure 3-2) during the
initial meeting with the customer. It contains basic information about how the
customer wants the PARTNER Il Communications System configured.

System Planner Worksheet
This worksheet records basic setup decisions for the system.

1. Lines

a. How many lines (total) will be connected to the system? 9 la
b. How many lines will be assigned as personal/dedicated lines? 1b
¢. How many lines will be assigned to all extensions? (1a — 1b = 1c) 9 1c

2. Call Handling
Who answers incoming calls for your business during normal business hours? (Check 2a or 2b)
a. Individual users (all extensions) |:| 2a
b. Central receptionist (extension 10) _2b

3. Customizing Extension Settings

User Group Number of Users Phone Type
A . Receptionist ! mLs- 34D CA
B . Basic Users 5 mLs-120
c _REPS 5 mLs-18D
D. RrMD /
E.
F.
G.
H.
.
J . Standard Phone Users - Standard
K . PARTNER Mail (VMS) extensions @r 4 Not applicable
4. Voice Mail
To indicate PARTNER Mail (VMS) services you will use, check one or more options: 3a and 3b for
line coverage (see[Form Alinstructions), or 3c for extension coverage (see ]
a. VMS Automated Attendant service (lets callers on specified lines dial extensions or groups directly). = 3a
b. VMS Line Coverage (lets callers on a user's personal line leave a message.) ___3b
c. VMS Extension Coverage (lets callers for a specific extension leave a message.) 3c

Figure 3-2. PARTNER Il System Planner Worksheet
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= 3K. PARTNER Mail (VMS) extensions: The number entered here depends
on the number of voice processing cards the customer ordered (one or two).
Company A has two voice mail extensions (one voice-processing card).

= 4. Voice Mail: Specifies which Voice Mail Services are used. Company A
wants Automated Attendant Service coverage on all lines. They do not require
VMS Line coverage or VMS Extension coverage.

PARTNER Il System Planner Form A
Form A (Figure 3-3) shows the basic configuration of the PARTNER System.

7 System Lines  Number of Lines (#104) 8. System Settings. Check if applicable: 10. Auxiliary Equipment (Extensions) Check  if
applicable.

[ Transfer Return Rings (#105)___

[ Hotline ~ (#603)

Line Line Type| Caller | Other Subscription [ Outside Conference Denial (#109)
Jack| Telephone  Number YP€] Line Coverage | Line Owner (4301
e (#201) #301) [ 1p7 | services [ Toll Call Prefix (#402) not required List paths of Hotline/alert extensions below
01 | 555 - 7600 rr yMm<- AA [J system Password (#403) __ __ __ __
02 |SES-700! TT VMS-AR [ Emergency Telephone Number List (Form D) 0 boorh e i
ct (# :
03 |[SSE€-700Z| TT |VMsSAA {0 Night  Service Button  (#503) Tgu;p\g:;‘f ex‘ensuxc:?(ineos() oo —
| os [855- 7003] T7 [vMS-AA 9. Auxiliary Equipment (System) Check if
05 | 565- 7004 | Tr |UM&-AA
06 £35-7005% Tr VS -RA [J Music on Hold (#602)
0 555 1006 | TT [VM5 AA [] SMDR Record Type (#608) [J Doorphone 2 Extension (#608): ______
== O Al calls To signal extensions (#606)
03 |[$58-7007 | *T |YyM9SAAR Y
09 |S$F-2008 | TT¥ |vML-RA Outgoing calls only
o [ Loudspeaker Paging
I Number of zones_____ [J PARTNER Attendant (#607)
2 EJ PARTNER MAIL Automated Attendant Service
13 VMS Hunt Delay (#506)
14 0 Immediate call handling
15 Glbelayed call  handiing
16 VMS Hunt Schedule (#507)
17 Glaways (with Day/Night ~schedules)
1 0 Day only
19 0 Night only
20 [J IROB Protectors
21 0 EMI Filters
22 0 Power  Supply
23 [ Caller 1D Devices
24

Figure 3-3. PARTNER Il System Planner Form A

= 7. System Lines — Line Coverage: Indicates how the system covers
incoming calls. VMS-AA means that the Automated Attendant Service covers
the lines. Company A wants Automated Attendant Service on all lines.

= 8. System Settings — Night Service Button: Company A requires a Night
Service Button because they wish to have the Automated Attendant Service
answer calls at night with a different Night Greeting and Menu.

= 9. Auxiliary Equipment — PARTNER MAIL Automated Attendant Service:
Company A wishes to use the Automated Attendant Service.
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= 9. Auxiliary Equipment — VMS Hunt Delay — Delayed Call Handling:
Setting the VMS Hunt Delay for delayed call handling allows Company A’s
receptionist and Customer Service Representatives to answer the call first.

= 9. Auxiliary Equipment — VMS Hunt Schedule — Always: Setting the VMS
Hunt Schedule to Always tells the Automated Attendant Service to answer
calls during the day and at night (when the Night Service Button is ON).
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PARTNER Il System Planner Form Bl

Form B1 (Figure 3-4) is used to record extension information such as the name of
each extension user and the equipment connected to each extension.

Teiepnone Aux. EQ. §‘ Telephone Aux. Eq. §
Ext. | : P g] User {Trans.|=| |Ext. ' g‘ User ;rans, _;
J;cx Name/Descrnpuon olzlalal i E‘v = Grouvp Rmurn;% Jack Name/Descrpuion olole (Siv g - :SDrOua Ee‘tum 54
Ne. Eai'-’:?‘—'uw{ ig Oter 10 Ext. No. ggggg‘?avg Otner Xt
$Blolalslol TRl (#306) |3 T IR Pt {#306} %
| ziz'zix|ziFialx2ls VR ZFEF|FE SRR =
410 (BERT NEWTON NN i A 34 S ]
1“TY | JO0E SMITH [ C 35 _
2 {1 (NOA KLINE X LT Il 36 |
3 | SALLY CRAWFORD EdENE C 37 T
14 | DAVE SELBY R dil i C. 38 |
15 | TASPER GRANT X i | C 39 o
16 | JoAN wWasSIL EdR o B 40 =
17 [MARY DoRrosT T XX | B 41 ! [
18 |cHYERY WRIGHT X1 [ B 42 { i
19 [RMD Bl 11 i Mb | D 43 | |
2 [VMS SRR X kK__lio o 1 T
21 [YMS = | K 10 45 I ]
2 | s 45 I R
A s, C T [ !
2 48
25 | 49
% £ | 50
i IR 51
2 T 1] EET 52
2% ST : 53
3¢ I 54
3 R 58
32 | 56
3 [l 57 1 1

Figure 3-4. PARTNER Il System Planner Form B1

= Name/Description: Indicates the name of each PARTNER MAIL system
subscriber. It also indicates the two extensions being used for VMS and for
the Remote Maintenance Device (RMD) required with the PARTNER MAIL
system.

= Aux. Eq.: Indicates the type of auxiliary equipment connected to the
PARTNER Il System’s extension jacks. For the RMD, “MD” is written into the
Other column to indicate that a modem is connected to this extension jack.
An “X” is written into the VMS column for each PARTNER MAIL extension.

= User Group ID: Identifies groups of extensions which have the same settings
(specified on A single extension may be included in its own User
Group if it has unique customized settings. All VMS extensions must be
assigned to the same User Group (Group K in this example).
The RMD must be assigned to its own user group (group D in this example)
so that all lines will be removed.
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T I ———

= Trans. Return Ext.: For VMS extensions, set the Transfer Return Extension

to the receptionist’'s extension. When the system transfers a call to an
extension, and that extension does not answer, the call returns to the

receptionist for handling.

PARTNER Il System Planner Form B2

Form B2 (Figure 3-5) is used to list extensions which have settings (line assignment,
line ringing, etc.) that differ in any way from the default settings listed in the second

row.
Lne Sengs Extension Features Restictions/Permissions Group Assignments
' | -
. Ext ! Display | Auto. | Abdr. | Forcad | Auid e S| Dicaliowed | Alioy Cas P
User .FLS P G Line | Ling Automase Line Lng. | Ext R Acct | VWS G?, L:: l,mw * Gm:; G\::; ’G*:::os '5
Group Grovp Aszgrmant | Access | Ringing | Satecton {#303) | Prvacy | {¥305) | Code | Cover ?;g (404} {9408 {#502) (#501) {2505 P
0 =3 Resincion | (CTP | [CTP} {304} Enry | #310) g- ]
w0z | 207} H BEEnRRRENEANIECDIEEOEEY
Default o1— iz LM ot M e £ o4 O O 10 WP | Hithmpesd Nok Aergeed
(-09 | i ‘
A 110 I ! B
Recept. i ! i
B 0r-03 Lo i
Basic |/6-/8 i :
Users ] i
C Or=09 i
1-15 &
REPS. - |
D REMOVE |
P a ALk : ON
RmMDp 11 " ;
|
i
|
1
H
i
T
|
|
T
fat. j
St I
Phone . )
J1-09 ,
vus [20-2! } .

Figure 3-5. PARTNER Il System Planner Form B2

= Line Assighment and Line Ringing: Company A requires all lines to ring
immediately at the receptionist and the Customer Service Representatives’
extensions. Notice that in this example, three of the lines appear at other
extensions but do not ring there. These representatives are not expected to
answer calls but they can use the lines to place outside calls.

= Auto. Ext. Privacy: All calls to an extension are private and no other
extension can join the call. Make sure that Auto Extension Privacy is not
assigned (this is the default setting) to the PARTNER MAIL system extensions
when using the Automated Attendant Service as a Delayed Call Handler. In
Company A, this allows the receptionist or the Customer Service
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Representatives to pick up the call after the Automated Attendant Service has
answered it. The PARTNER MAIL system then automatically disconnects from
the call.

The RMD requires Auto. Extension Privacy so that maintenance calls are not
interrupted.

PARTNER Il System Planner Form C

Form C (Figure 3-6 and is used for assigning button features to
telephones. There is a different form for each model of MLS telephone and one for
the Intercom Autodialer.

NIGHT SVC |VMMessaces |VM Box LJ T

o 4 = = | = <
o | = s | =< | =1 <
o | e = < A
i | =

Figure 3-6. PARTNER Il System Planner Form C for Receptionist’s Extension

®= Company A's receptionist needs a Night Service button to activate Night
Service, a Voice Mailbox button to transfer callers to other subscriber’s voice
mailboxes, and a VM Messages button programmed for one-touch message
retrieval.
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VM BoYX L

[ O | A
By T T
e N et e N | O
o I I et | <

Figure 3-7. Form C for Representative’s Extension

= Customer Service Representatives require a Voice Mailbox button on their
phones to transfer callers directly to any representative’s voice mailbox.

= All subscribers need a VM Messages button to dial into the PARTNER MAIL
system with one touch to retrieve messages. They can also use this button to
transfer subscribers who are calling in from outside and wish to be transferred
to the PARTNER MAIL system in order to retrieve their messages.

Programming PARTNER Il to Support
PARTNER MAIL

Based on the entries on the PARTNER Il System Planning forms, an implementor or
programmer performs the following PARTNER Il programming procedures for
Company A:

1. Hunt Group Extensions (#505): All extensions attached to ports on the
PARTNER MAIL unit must be assigned to Hunt Group 7.

2. Transfer Return Extension (#306): Set the Transfer Return Extension on all
VMS extensions to extension 10, the receptionist.

3. Line Assignment (#301): Remove all existing line assignments from the RMD
extension so that incoming calls will not be answered.

— Remove lines 04 through 09 from User Group B (Basic Users).

4. Auto Extension Privacy (#304): Assign Auto Extension Privacy to the RMD
extension so that no one can interrupt maintenance calls.

5. VMS Hunt Delay (#506): Select 2 Del ayed. This sets a four-ring delay
before CO (Central Office) calls on lines administered to Hunt Group 7 are
answered by the PARTNER MAIL system. This gives the receptionist and the
Customer Service Representatives time to answer the call first.
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6. VMS Hunt Schedule (#507): Leave the factory setting, 1 Al ways. With this
setting the Automated Attendant Service provides backup during the day and
at night.

7.  Group Call Distribution (#206): Used to assign all nine outside lines to Hunt
Group 7 (the PARTNER MAIL system Hunt Group). Select 1 Assi gned so
that the incoming lines are answered by the Automated Attendant Service.

8. Night Service Button (#503): Assign a Night Service button to extension 10
so that Night Service can be activated. When Night Service is ON, the
Automated Attendant Night Service Greeting plays for callers.

9. Program a Voice Mailbox button (F14) on all extensions indicated on Form C.
(There will be multiple copies of Form C).

10. Program a VM Message button for all subscriber’s phones.

PARTNER MAIL System Planning
Forms Used by Company A

Company A must complete forms [1] through

= Company A does not complete [Form 3| because the Voice Mail Greeting is not
being changed.

= Company A does not complete because submenus are not being
used.

= Company A will complete [Form 8| to provide scripts to record announcements,
but the scripts are not shown in this case study.

» Completion of[FEorm 9] depends on whether Company A uses Group Lists with
the Voice Mail Service. They are not shown in this case study.

® Company A does not complete because they are not using the Line
Coverage feature.

This section shows how Company A completed the PARTNER MAIL Planning forms
and is not shown since it is completed similarly to 5.
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PARTNER MAIL Form 1

Form 1 is used to record the extension, name and Class of Service (COS) of each

subscriber who is assigned a mailbox.

Mailbox | Name cos Letter Key
B E 2 T
[0 | BERT NEWTON zlz|3]z]7]3|2 ]
|| | ToE SmitTH J < =
51l 613 |3]|2
L / N D
|2 |LINDA KLINE. 5343 |clz|3]1l

Figure 3-8. PARTNER MAIL Planning Form 1

= Mailbox: Indicates the extension number for each subscriber. Note that the

extension number corresponds to the mailbox number.

= Name: Company A lists each subscriber’s first name, in all capital letters,
since this is the name that will be recorded for the directory.

=  COS: The class of service for the mailbox. The COS indicates the message
storage capacity for the mailbox, the transfer type, and whether or not
outcalling is assigned. A COS of 2 is the default for all mailboxes. Since
Company A intends to use the default setting, no entries are required in the
COS field.

= |etter Key: Enables Company A to translate up to four characters of each
subscriber’s first or last name. This enables Company A to enter each
subscriber’'s name into a directory. Callers can use the directory to reach
subscribers by dialing their first or last name. Since Company A intends to list
callers in the directory by first names, they entered each subscriber’s first
name in all capital letters, and used the letter key to translate the first four
characters of the first name.
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PARTNER MAIL Form 2

Form 2 enables Company A to determine which subscribers

administration and maintenance of the system.

are responsible for the

Position Name Mailbox
EXT. Factory
Setting
Fax Extension or Fax
Hunt Group Extension
System Administrator LINDA KLINE 12 9997 O
General Mailbox Owner
RERT NEWTON 1O | 100
System Operator BE—QT NEINTON IO 10 0
Fax Message Receiver

Figure 3-9. PARTNER MAIL Form 2

=  System Administrator: Linda Kline at extension 12 is responsible for
administering the PARTNER MAIL system.

= General Mailbox Owner and System Operator: Bert Newton at extension 10

is the System Operator and the General Mailbox Owner. Bert, the receptionist,
handles calls if the representatives are busy, switches the system from day
operation to night operation, and checks the General Mailbox for messages
when the message light on his telephone is lit.
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PARTNER MAIL Form 4

Form 4 enables Company A to set the PARTNER MAIL system’s system-wide
settings.

Touch-Tone Gate

= The Touch-Tone Gate is automatically set to ON if the system is used for Fax
Call Handling.

= Check one:

ON
OFF O

" To administer: Press [_tntercom][7][7][7] . Enter administrator's EXTENSION [#]
and PASSWORD [#] Press [9][3] [5] .

Extensions in Enter Plan

= Check the first digit of each extension used in the dial plan.

|| 1l 20 [s0 [40 5o |7tJ||

Figure 3-10. PARTNER MAIL Form 4

= Touch-Tone Gate: Since all of Company A’s clients call from touch-tone
phones, they have decided to leave the Touch-Tone Gate setting at the
default of OFF.

= Extensions in Dial Plan: Company A checked 1, 2, and 7. When planning
the Day or Night Main menus, Company A should refer to [Form 4|as a
reminder not to assign the 1, 2 or 7 keys as Selector Codes. That way, when
callers dial extensions beginning with 1, 2, or 7 from a menu, the system
transfers them directly to the extension.

Day Greeting and Menu Scripts

Company A uses the Automated Attendant as a backup to their receptionist and
Customer Service Representatives. Callers hear the Day Greeting and Menu only
when no one is available to answer the call. Company A defined their Day Main
Menu so that Selector Codes 1, 2 and 7 are reserved for Direct Extension Transfer.
Selector Codes 3 and 4 cause the system to play an announcement when the caller

presses a [3] or [4] from the Day Main Menu.
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Announcements must exist before the System Administrator can enter them as part
of the Day Main Menu. The announcements are not illustrated in this example. Refer
to [Chapter 3] for instructions on how to complete [Form 8| for announcements.
Company A's Day and Night greetings are shown in[Figure 3-1.] Since callers only
hear the Day Menu when all extensions are busy or cannot answer, Company A set
the Dial 0 / Timeout to General Mailbox so that callers can leave a message (see

Figure 3-11).
Day Menu Definition
Selector | Selector | Number Description
Code Code
Action*
1 60)
2 60)
3 = 60) / DPELIVELY SCHEDULE.
TS 2 DirECTIONS/HOULS
5 60)
6
! 5 Day Menu Script
° |F YOU KNOW THE ENXTENSON YOU
9
WANT TO REAU, DIAL- IT NOW.
FOR OUR CURLENT DELIVERY SCHEDULE,
*Selector Code Action Key PD%.QS EM
1 Selector Code Transfer For HOULS OF OP&AWON A—ND
2 Playan ex?sting submenu DIRECTIONS TO OUR WALEHOUSE. , prress 4
i ::Iay artl Zx:stmgfannouncement ) CAUE A MESSAGE. STAY OR
rompted transfer
romprec frar THE L/NE
5 Direct extension transfer O

Figure 3-11. Day Menu Definition and Script

Instructions for completing the all PARTNER MAIL System Planning forms are in
Chapter 3| of this document.
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Administering the PARTNER MAIL System

Based on the PARTNER MAIL System Planning forms, Company A’s System
Administrator performs the administration shown below. These procedures are meant
only as an overview. Detailed instructions for administering the system are found in
Chapter 4 and Chapter 6 of the PARTNER MAIL™ Installation and Use document.

1. To administer the PARTNER MAIL system:
— Press [_intercom ][7][7][7],
— Enter the administrator's EXTENSION and press [#],
— Enter the administrators PASSWORD and press [#] .
— Press [9] to administer the system.
2. Press [1] to administer the System Parameters shown on
3. Press [4] to administer the Mailboxes shown on
4.  Press [7] to administer the System Greetings shown on Forms andThen:

— Press [3] to administer the Automated Attendant Greetings.
— Record the Day Greeting
— Record the Night Greeting

5. Press [3] to administer the Automated Attendant, and record Company A’s
announcements as shown on

6. Press [3] to administer the Automated Attendant, then:
— Record the Day Main Menu
— Record the Night Main Menu
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Company B

Company B is a mortgage agency. They have the following requirements:

= All calls are answered by the PARTNER MAIL Automated Attendant Service
with overflow calls being handled by the receptionist.

= The system transfers calls to the appropriate extensions or groups during the
day.

= Unanswered calls are sent to the receptionist during the day and to the called
party’s voice mailbox during the night.

=  Fax Call Handling for Company B’s three fax machines.

= A guest voice mailbox for visiting realtors and lawyers. These visitors will not
have their own extensions but have use of their own mailbox which they may
call remotely.

Selecting the Features

A representative of Company B, with the help of the implementor, selects the

following features |(Figure 3-12):

= Company B wants to use the system to handle most of its calls. Their
receptionist will only answer overflow calls. They want the system to transfer
callers with rotary telephones to the receptionist. To accomplish this, Company
B selects Automated Attendant Service — Immediate Call Handling

= (Callers hear either the Day Greeting and Menu or the Night Greeting and
Menu and may transfer to the desired group or extension. Company B selects
Automated Attendant Service — Always in use.

® Fax Call Handling automatically recognizes fax transmissions and routes them
to the Fax Hunt Group.

= Company B wants to give subscribers the ability to turn VMS coverage ON
when they leave, and turn it OFF during the day when unanswered calls are
routed to the receptionist. They select Call Answer Service — Extension
Coverage: A VMS Cover button is assigned at each extension.

Although each PARTNER Il extension is assigned a voice mailbox to receive
messages after hours, Company B requires a special Guest Mailbox with
Class of Service 7 (Transfer Not Permitted) for visitors who are not assigned
their own telephones. The PARTNER MAIL Automated Attendant Service
does not attempt to transfer calls to the extension associated with this
mailbox. Instead, it connects the caller directly to the voice mailbox. Guests
can retrieve their voice mail messages from any touch-tone telephone. Guest
Mailboxes should be assigned a two-digit extension number which is not
being used.
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Incoming ["Announcement 2
Call | Announcement 1

Yes

hank you for calling
Company B. If you know
the extension of the
person you wish to speak
wlith, enter It now. . .

- VMS Extension
C_overa?_e ON

- Dial 0 Timeout =
General Mailbox

iy — Caller Dials Ext. 53

r Overtlow

Receptionist

Voice Mailbox Voice Mailbox Voice Mailbox

o

General Guest Mailbox Fax Extension

Mailbox Ext 53 Hunt Group
776

Figure 3-12. Company B’s Call Handling Flow
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Completing the Planning Forms

Company B, with the assistance of an AT&T representative, completes the
PARTNER Il System and PARTNER MAIL System Planning forms to indicate the
PARTNER MAIL system features that they selected.

PARTNER Il System Planner Worksheet

A salesperson completes the System Planner Worksheet (Figure 3-13) during the
initial meeting with the customer. It contains basic information about how the
customer wants the PARTNER Communications System configured.

1. Lines
a. How many lines (total) will be connected to the system? _' 1la
b. How many lines will be assigned as personal/dedicated lines? 1
€. How many lines will be assigned to all extensions? (1a - 1b = 1c) 7 e
2. Call Handling
Who answers incoming calls for your business during normal business hours? (Check 2a or 2b)
a. Individual users (all extensions) ___2a
b. Central receptionist (extension 10) 2b
3. Customizing Extension Settings
User Group Number of Users Phone Type
A. Receptionist { ms-34
B. Basic Users o MmLsS
c. RMD {
. FAX EXT 3
E.
F
G
H
|
J - Standard Phone Users Standard
K. PARTNER Mail (VMS) extensions @o, 4 Not applicable
4. Voice Mail
To indicate PARTNER Mail (VMS) services you will use, check one or more options: 3a and 3b for
line coverage (sedForm Alinstructions), or 3c for extension coverage (se 0
a. VMS Automated Attendant service (lets callers on specified lines dial extensions or groups directly). — 3a
b. VMS Line Coverage (lets callers on a user’s personal line leave a message.) 3b
C. VMS Extension Coverage (lets callers for a specific extension leave a message.) 3

Figure 3-13. PARTNER Il Planning Worksheet

= 3D.: Lists the fax extensions. Company B wants Fax Call Handling so their
three fax extensions are put into a Group (Group D in this example) so they
can be assigned the same extension settings.

= 3K. PARTNER Mail (VMS) extensions: The number entered here depends
on the number of voice processing cards the customer ordered (one or two).
Company B has two voice mail extensions (one voice processing card).
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= 4. Voice Mail: Specifies which Voice Mail Services are used. Company B
wants Automated Attendant Service on all lines. They also want VMS
Extension coverage at every extension.

PARTNER Il System Planner Form A

Form A (Figure 3-14) shows the basic configuration of the PARTNER
Communications System.

System Lines  Number of Lines (#104) 8. System Settings. Check if applicable: 10. Auxiliary Equipment (Extensions) Check if
applicable:
Tine O Transfer Return Rings (#105)
Line Type| Other Subscript
Jack | Telephone Number (#Zmy)p Line Coverage | Line Owner (#301) cf[l)laer Se,arcesu scription D Outside _Conference Denial (#109) o Tot[lmem(we:)z) dinefalert extensions bel
No 0 Toll Call Prefix (#402) not required ist paths of Hotline/alert extensions below
01 |555 ~4300 rr VS -AA O System Password (#403) _ _  _
2 [SE€5-4307 | Tr [yM3-AR u} Telephone Number List (Form D)
0 [§56-4302 TT [VMS- Night Service Button (#503) 0 Doorphone 1 Extension (#604): ___
u |555-4303 | TT |VMS-AR To signal extensions (#606)
o | 555-4304 | Tr |[VM5-ARA 9. Auxiliary Equipment (System) Check if
06 |S£5-9305 | T v AA 0 Music on Hold (#602)
07 |565 ~435( T ¥ymo-AA [0 SMDR Record Type (#606): O Doorphone 2 Extension (#605): __
08 0 Al calls To signal extensions (#606)
09 0 Outgoing calls only
10 O Paging
1 Number of zones [0 PARTNER Attendant (#607)

12
13
14
15

PARTNER MAIL Automated Attendant Service
VMS Hunt Delay (#506)
5] call handling
O Delayed call handiing

16 VMS Hunt Schedule (#507)

17 Elaways (with Day/Night schedules)
18 0 Day only

19 O Night only

20

= 0 IROB  Protectors

> 0O EMI Filters

23 O Power  Supply

7 O caller 1D Devices

Figure 3-14. PARTNER Il System Planner Form A

= 7. System Lines — Line Coverage: Indicates how the system covers
incoming calls. VMS-AA means that these lines are covered by the Automated
Attendant Service. Company B wants Automated Attendant Service on all
lines.

= 8. System Settings — Night Service Button: Company B requires a Night
Service button because they wish to have the Automated Attendant Service
answer calls at night.

= 9. Auxiliary Equipment — PARTNER MAIL Automated Attendant Service:
Company B wishes to use the Automated Attendant Service.
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= 9. Auxiliary Equipment — VMS Hunt Delay — Immediate Call Handling:
Setting the VMS Hunt Delay for Immediate Call Handling allows the
Automated Attendant Service to answer calls after two rings.

® 9. Auxiliary Equipment — VMS Hunt Schedule — Always: Setting the
VMS Hunt Schedule to Always tells the Automated Attendant Service to
answer calls during the day (when the Night Service button is OFF) and at
night (when the Night Service button is ON).

PARTNER Il System Planner Form B1

Form B1 (Figure 3-15) is used to record extension information such as the name of
each extension user and the equipment connected to each extension.

Teiepnene Aux. £Q Py
Zxt Vol i1al ( User (Trans. (=
Jack /Dascnoton i -t - g
Jack Name:Descrpt:on = !c A = Group |Return| 2
No SIZIBC ! 2[3RI| fona|® [0 |2
aialalglnino Blx]Se (#306}{ B,
sz 5!3\3.§§m§§> Z
*10 | ARLENE GreenN - 1) i A
7 | SAM MUFF X T i 8
12 | Bo8 JONES A ] 8
13| TiM WITT X i 8
14 | Dick GHEE [ | ! B
15 | AL _EVANS i i B
16 | FAX i B I
17 [FAK ! I
18 | FAX o]t T
15 [RMD T MD| C
0 [YMS 1 K 10
2L |VMS : K 10
22 !
23 i
2 |
2 L
26 [
27 T 11
26 [
5 ] i
i T T
£
32
33 |

Figure 3-15. PARTNER II System Planner Form Bl

= Name/Description: Indicates the name of each subscriber. It also indicates
the extensions being used for fax machines, VMS, and for the Remote
Maintenance Device (RMD) required with the PARTNER MAIL system.
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Aux. Eq.: Indicates the type of auxiliary equipment connected to the
PARTNER Il System’s extension jacks. An “X” is written into the FAX column
for each fax extension to indicate that a faxes are connected to these
extension jacks. For the RMD, “MD” is written into the Other column. An “X”
is written into the VMS column for each PARTNER MAIL extension.

User Group ID: Identifies groups of extensions which will have the same
settings (specified on Form B2). A single extension may be included in its own
User Group if it has unique customized settings. The three fax extensions
have been assigned to the same User Group (Group I). All VMS extensions
must be assigned to the same User Group (Group K in this example).

Trans. Return Ext.: For VMS extensions, set the Transfer Return Extension
to the receptionist’'s extension. When the system transfers a call to an
extension with VMS coverage turned OFF, and that extension does not
answer, the call returns to the receptionist for handling.

PARTNER Il System Planner Form B2
Form B2 |(Figure 3-16)|is used to list extensions which have settings (line

assignment, line ringing, etc.) that differ in any way from the default settings listed at
the bottom of the form.

Each group of users is given a letter designation by the customer for identification
purposes. This letter is entered on in the column "User Group". Any
extension that has a change from the default settings must be included on this form
even if it is the only member of its User Group.
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Line Settings Extension Features Restrictions/Permissions Group Assignments
Dy Ao | Asbr | Forced | Ao g Aowsd
User | Extsn | Lre o | Aomasctne |G| En | A | e | s |33 Dutowed | foon 2‘;’,‘,‘, :::‘ P 3
Group | Group | Assgrvment | Access | Aingng [ Selecson #3203} | Prvacy | (8305] | Code | Cover 19404} (8408 (vs02y (501} (505} B
0 w301 Rawmeson | (CTP} | ICTRY 19304} €y | 410} j 3
oz on TR 2B 23 a2 3]+ 1[2]3]4 (5617
Delaut o7 72NNV ZERrY £ 1o la O | WP | HetAmpmd " et oeged —
A I -07 DEL
A 110
Recept.
2 01-0F NO I
s | FH15
e REMOVE N
At 0
emp| 19 i
AL ]
-07
/"’ E E
Std. IR D T O
Phone } ¥ i
0/-07 __ | - | —— .. ‘ 3
K~ oN
VMS zqu ”_”—'P_— A J |

Figure 3-16. PARTNER Il System Planner Form B2
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Line Assignment and Line Ringing: The receptionist has all lines assigned
but they are set for Delayed Ring. Two lines have been assigned to the fax
extensions but with No Ring. This allows faxes to be sent as well as received.
Three of the lines have been assigned to basic users so they can place calls.
These lines have been set to No Ring since the Automated Attendant Service
will be answering the calls.

Auto. Ext. Privacy: All calls to an extension are private and no other
extension can join the calls. Make sure that you set the Auto Extension
Privacy feature to “ON” when using the Automated Attendant Service as an
Immediate Call Handler. This prevents other extensions from picking up a call
already answered by the Automated Attendant Service. Auto Extension
Privacy must also be assigned to the fax extensions and to the RMD to
prevent interruption.

Hunt Groups: Company B has three fax machines and wishes to use Fax
Call Handling. The three fax machines must be put in an Extension Hunt
Group (Hunt Group 6 in this example). VMS extensions must be put in
Extension Hunt Group 7.

B
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PARTNER Il System Planner Form C

Form C (Figure 3-17) is used for assigning button features to telephones. There is a
different form for each model of MLS telephone and one for the Intercom Autodialer.

NIGHT sve | Vm COVER | e e L

0 a O O a
= s = =
D| 1 Dl 1 D[ 1 Dl 1 D| IDr 1
ol I gl I ol I gl ol I gL |
] | O ] O O
= = = <
- 1 Dr 1 Dr ~

i i | -

Figure 3-17. Form C for Receptionist's Extension

= Company B’s receptionist needs a Night Service button, and a VMS Cover
button to turn VMS coverage OFF and ON.

® All employees require a VMS Cover button and a VM Messages button, but
are not assigned a Night Service button.

Programming PARTNER 1l to Support
PARTNER MAIL System

Based on the entries on the PARTNER Il System Planning forms, an implementor or
programmer will perform the following PARTNER |l programming procedures for
Company B:

1. Hunt Group Extensions (#505): All extensions attached to ports on the
PARTNER MAIL unit must be assigned to Extension Hunt Group 7. The three
fax extensions should be assigned to an Extension Hunt Group (Extension
Hunt Group 6 in this example).

2.  Transfer Return Extension (#306): Set the Transfer Return Extension on all
VMS extensions to extension 10, the receptionist.

3. Line Assignment (#301): Remove all existing line assignments from the RMD
extension so that incoming calls will not be answered.
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4.  Auto Extension Privacy (#304): Assign Auto Extension Privacy to the RMD,
fax and VMS extensions.

5.  VMS Hunt Delay (#506): Leave the factory setting, 1 | nredi at e so that the
Automated Attendant Service answers calls after the second ring.

6. VMS Hunt Schedule (#507): Leave the factory setting, 1 Al ways. With this
setting the Automated Attendant Service will answer calls during the day and
at night.

7. Group Call Distribution (#206): Used to assign all seven outside lines to
Extension Hunt Group 7 (the PARTNER MAIL system Hunt Group). Select 1
Assi gned so that the incoming lines will be answered by the Automated
Attendant Service.

8.  Night Service Button (#503): Assign a Night Service button to a button with
lights at extension 10 so that Night Service can be activated. When Night
Service is ON, the Automated Attendant Service Night Service Greeting and
Menu plays for callers.

9. Program a VMS Cover button (F15) and a VMS Messages button (Auto Dial
on all extensions indicated on (There will be multiple copies of

PARTNER MAIL System Planning Forms
Used by Company B

Company B needs to complete forms EI through

= Company B will not complete [Form 3| because the Voice Mail Greeting is not
being changed.

= Company B does not complete [Form 7] because submenus are not used.

= Company B will complete [Form 8] to provide scripts for announcements, but
the scripts are not shown in this case study.

= Completion of [FEorm 9] depends on whether Company B wants to use Group
Lists with the Voice Mail Service.

= Company B does not need to complete because the Line Coverage
feature is not used.

This sections shows how Company B completed Forms and is not
shown since it is similar to
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PARTNER MAIL Form 1

Form 1 is used to record the extension, name and Class of Service (COS) of each
subscriber who is assigned a mailbox.

52 | JiM s [4[3]e]l | ]
E
.55 GUEST 1T N3 elzlz2]7]4

Figure 3-18. PARTNER MAIL Planning Form 1

=  Mailbox: Indicates the extension number for each subscriber.

= Name: Company B lists each subscriber’s first name first, in all capital letters,
since this is the name that will be recorded for the directory.

= COS: The class of service for the mailbox. The COS indicates the message
storage capacity for the mailbox, the transfer type, and whether or not
outcalling is assigned. Company B uses a COS of 7 for the Guest Mailbox for
the reasons discussed earlier in this example. Refer to [Chapter 3 of this guide
for a complete description of COS settings.

= Letter Key: Enables Company B to translate up to four characters of each
subscriber’s first or last name. This enables Company B to enter each
subscriber's name into a directory. Callers can use the directory to reach
subscribers by dialing their first or last name. Since Company B intends to list
callers in the directory by first names, they entered each subscriber’s first
name in all capital letters, and used the letter key to translate the first four
characters of the first name. Refer to of this guide for a complete
description of the letter key.
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PARTNER MAIL Form 2

Form 2 enables Company B to determine which subscribers are responsible for the
administration and maintenance of the system. Refer to [Chapter 1|of this guide for a
description of all responsibilities.

Position Name Mailbox

EXT. Factory
Setting

Fax Extension or Fax FAX —7 7é

Hunt Group Extension

System Administrator BOR 2. |77
General Mailbox Owner ARLENFE. 10 100
System Operator ARLENE o | °°
Fax Message Receiver ARLENE. 10

Figure 3-19. PARTNER MAIL Form 2

= Fax Extension or Fax Hunt Group Extension: Shows the Extension Hunt
Group for Company B'’s three fax machines.

= System Administrator: Bob at extension 12 is responsible for administering
the PARTNER MAIL system.

=  General Mailbox Owner and System Operator: Arlene Green at extension
10 is the System Operator and the General Mailbox Owner. Arlene, the
receptionist, serves as a backup to the system, switches the system from day
operation to night operation, and checks the General Mailbox for messages
when the message light on her telephone is lit.

= Fax Message Receiver: Arlene is designated as the Fax Message Receiver.
The system lights the message light on Arlene’s phone when a fax is
received, and places a prerecorded message in Arlene’s mailbox.
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PARTNER MAIL Form 4

Form 4 enables Company B to set the PARTNER MAIL system’s system-wide
settings.

Touch-Tone Gate

= The Touch-Tone Gate is automatically set to ON if the system is used for Fax
Call Handling.

= Check one:

ON
O OFFO

= To administer: Press [_intercom][7] [7][7]. Enter administrator's EXTENSION [#]
and PASSWORD [#] . Press [9][3] [5] .

Extensions in Enter Plan

= Check the first digit of each extension used in the dial plan.

“1¢;J|2¢d|3m [ 40 |5m|7bJH

Figure 3-20. PARTNER MAIL Form 4

=  Touch-Tone Gate: Since all of Company B is using Fax Call Handling, the
Touch-Tone gate is set to ON and cannot be changed.

" Extensions in Dial Plan: Company B checked 1, 2, and 7. When planning
the Day or Night Main menus, Company B should refer to|Form 4|as a
reminder not to assign the 1, 2, or 7 keys as Selector Codes. That way, when
callers dial extensions begining with 1, 2, or 7 from a menu, the system
transfers them directly to the extension.
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Day Greeting and Menu Scripts

Company B uses the Automated Attendant as its primary call handler. Company B
set the Dial 0 / Timeout to System Operator so that the receptionist can assist callers
if required. Company B completed Day Menu Definition and Script as shown below
(Figure 3-21).

Day Menu Definition
Selector | Selector Number Description
Code Code
Action*
1 (60)
2 (50)
3 (60)
4 S x|/ MORTGAGE RATES
5 (50) — —
Day Greeting Script
° ZF You know the extension of the persow
! You want o reach, dial it wew .
8 FOR _cvrrent morfcace rates. oress ‘1[,
9 Tf Vou ~eed a;s)§+;/\/ce; S‘f'C\)'/,.oA/ the

l/ine.,

*Selector Code Action

Press %4+ Ho renlaw +hic mend.

/

1 Selector Code Transfer

2 Play an existing submenu

4 Prompted transfer

5 Direct extension transfer [

3 Play an existing announcement

Figure 3-21. Day Menu Definition and Script

Instructions for completing the PARTNER MAIL System Planning forms are in

of this document.
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Administering the PARTNER MAIL System

Based on the PARTNER MAIL System Planning forms, Company B’s System
Administrator performs the administration shown below. These procedures are meant
only as an overview. Detailed instructions for administering the system are found in
Chapter 4 and Chapter 6 of the PARTNER MAIL™ Installation and Use document.

1. To administer the PARTNER MAIL system:
— Press [_Intercom ][7][7] [7],
— Enter the administrator's EXTENSION and press [#],
— Enter the administrator's PASSWORD and press [#] .
— Press [9] to administer the system.
2. Press [1] to administer the System Parameters shown on|Form 2.
3. Press [4] to administer the Mailboxes shown on 1.
4.  Press [7] to administer the System Greetings shown on Forms [5] and [6] Then:

— Press [3] to administer the Automated Attendant Greetings.

— Record the Day Greeting
— Record the Night Greeting

5. Press [3] to administer the Automated Attendant, and record Company B’s

announcements as shown on
6. Press [3] to administer the Automated Attendant, then:

— Record the Day Main Menu [(Form 5)]
— Record the Night Main Menu
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Company C

Company C is in the trucking business. They need to improve communication
between their drivers and their dispatchers. They have the following requirements:

The ability to enable truckers to leave voice mail messages from remote
telephones when they can’t reach their dispatcher.

The truckers do not have offices or telephones but they require Guest
Mailboxes so that the dispatchers and other callers can leave messages for
them.

There is no receptionist to transfer calls. Incoming lines terminate at
extensions.

Selecting the Features

A representative of Company C, with the help of an AT&T representative, selects the

following features [(Figures 3-22):

CO lines which terminate at the dispatcher’'s extensions are assigned CO Line
Coverage. If the call is not answered within four rings, it goes to the mailbox
of the dispatcher who is assigned Line Ownership for that line, enabling the
caller to leave a message in that mailbox. Company C selects Call Answer
Service — CO Line Coverage/Line Ownership.

Employees can transfer callers directly to a voice mailbox by programming a
Voice Mailbox Button (Feature 14) at their system telephones. Company C
must select Call Answer Service — Direct Transfer to Voice Mailbox.

Each PARTNER Il extension has a default voice mailbox to send and receive
messages. A Guest Mailbox must be modified to have a Class of Service 7
(Transfer Not Permitted) for truckers because they are not assigned their own
telephones. The system does not attempt to transfer calls to the extension
associated with this Guest Mailbox. Instead, it connects the caller directly to
the mailbox. Guest Mailboxes should be assigned to an unused two-digit
extension (10 - 57). Company C must use Voice Mail Service — Voice
Mailboxes to accomplish this.

Truckers can retrieve their voice mail messages from any touch-tone
telephone by calling Company C and being transferred to the PARTNER MAIL

system or by reaching the dispatcher’'s mailbox and dialing [*] [7] .
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PARTNER Il Release 3
Control Unit

Calls answere
within 4 rings?> ’
L A

Lines &
1]
s 6

System User

PARTNER MAIL

\ 4

Extension 10
Bob's Mailbox

Figure 3-22. CO Line Coverage Call Processing Flow

Completing the Planning Forms

Company C, with the assistance of an AT&T representative, completes the
PARTNER Il System and PARTNER MAIL System Planning forms to indicate the
PARTNER MAIL system features that they selected.

PARTNER Il System Planner Worksheet

A salesperson completes the System Planner Worksheet |(Figure 3-23)| during the
initial meeting with the customer. It contains basic information about how the
customer wants the PARTNER Communications System configured.

Company C C-33



Appendix C: PARTNER MAIL Case Studies

1. Lines
a. How many lines (total) will be connected to the system? _6_ la
b. How many lines will be assigned as personal/dedicated lines? i b
€. How many lines will be assigned to all extensions? (1a — 1b = 1c) i lc
2. Call Handling
Who answers incoming calls for your business during normal business hours? (Check 2a or 2b)
a. Individual users (all extensions) __2a
b. Central receptionist (extension 10) 2b
User Group Number of Users Phone Type
A . Receptionist / mLg-34D
B. Basic Users S mLs-1z-
c. DisPmTcHER’S 2 mLs-120
p. Rmb /
E.
F.
G.
H.
I FAY !
J'- standard Phone Users Standard
K. PARTNER Mail (VMS) extensions @01 4 Not applicable
4. Voice Mail
To indicate PARNTER Mail (VMS) services you will use, check line or more options: 3a and 3b for
line coverage (see instructions), or 3c for extension coverage (seem
a. VMS Automated Attendant service (lets callers on specified lines dial extensions or groups directly). 3a
b. VMS Line Coverage (lets callers on a user's personal line leave a message.) 3
c. VMS Extension Coverage (lets callers for a specific extension leave a message.) __ 3¢

Figure 3-23. PARTNER Il System Planner Worksheet

3K: PARTNER Mail (VMS) extensions: The number entered here depends
on the number of voice-processing cards the company ordered (one or two).
Company C has two voice mail extensions (one voice-processing card).

4. Voice Mail: Specifies which Voice Mail Services are used. Company C

wants CO line coverage on lines 04, 05 and 06 (See They do not
require extension coverage or PARTNER MAIL Automated Attendant Service.

C-34 Company C



Appendix C: PARTNER MAIL Case Studies

PARTNER Il System Planner Form A

Form A (Figure 3-24) shows the basic configuration of the PARTNER
Communications System.

7 System Lines  Number of Lines (#104) 8. System Settings. Check if applicable: 10. Auxiliary Equipment (Extensions) Check  if
- applicable:
O Transfer Return Rings (#105)__

Line Line Type Caller | Other Subscription 0 Outside Conference Denial (#109) O Hotline ~ (#603)

i‘agk Telephone Number (,,Zgly)p Line Coverage | Line Owner (#301) 105" | govicoc g 0 Toll Call Prefix (#402) ot re(qwed) List paths of Hotline/alert extensions below
01 1555 - 1100 T O system Password (#403) _ __ __ __

02 |SES- 1101 TT O Emergency Telephone Number List (Form D)

03 [SSE-110Z v [ Night Service Button (#503) O Doorphone 1 Extension (#604):___

To signal extensions  (#606)

| 04 [S§5- no2 | TT |vAMS-mA [BoB EXT/2 9. Auxiliary Equipment (System) Check if

05 |565- (104 | Tr _|vMS-MAIL][BOB EXT (2] i y !

06 |S£S-1105 TY bms,AaiL ([Bod E¥T I Z 0 Music on Hold (#602)

07 ] SMDR Record Type (#608) O Doorphone 2 Extension (#605):___
8 0 Al calls To signal extensions (#606)

00 0 Outgoing calls only

10 O Loudspeaker Paging

11 Number of zones__ O PARTNER Attendant (#607)

12 0 PARTNER MAIL Automated Attendant Service

13 VMS Hunt Delay (#506)

14 o call handling

15 0 Delayed call handling

16 VMS Hunt Schedule (#507)

17 0 Aways (with Day/Night schedules)

18 0 Day only

) 0 Night only

20 0 IROB  Protectors

21 O EMI Filters

22 O Power  Supply

z 0 caller 1D Devices

24

Figure 3-24. PARTNER Il System Planner Form A

m 7. System Lines — Line Coverage: Indicates how the system covers
incoming calls. VMS-MAIL means that these lines are covered by the Call
Answer Service if not answered within four rings.

= 7. System Lines — Line Owner: Bob is designated as the Line Owner for
lines 04, 05, and 06. This insures that unanswered calls on these lines are
routed to Bob’s mailbox even though these lines appear at other extensions.
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PARTNER Il System Planner Form B1

Form B1 (Figure 3-25) is used to record extension information such as the name of
each extension user and the equipment connected to each extension.

Tetephone Aux. Eg.

User |[Trans
Group |Return
1D Ext.
{#306}

Ex1.
Jack Name/Description

No Cther

MLS-34D
MLS-CA24
MLS-18D
MLS-120
MLS-12
MLS 6
MLC-6 Cordless
Standard
FAX (#501)
T AA(160T]
44 VMS
Night Service {¥504}

10 ) TAY GRAHAN
1 [RUTH (SECY)
12 | BoBCDISPATCHER )
13 | AL (DISPATCHER
14 RENE

135 (KATHY

16 RONITA

7] JASMINE

18 RiICH

5 | COANF. ROON
2 [LOAQING DOC.

71X

E3rap
23 e P

FAX
2 [POWER FAIL PHONE]
RmbD MD

24 yms
2 VM5

NS Ra mamaFGmM>

Figure 3-25. PARTNER Il System Planner Form B1

= Name/Description: Indicates the name of each subscriber. It also indicates
the extensions being used for VMS and for the Remote Maintenance Device
(RMD) required with the PARTNER MAIL system. Truckers names are shown
next to the Guest Mailboxes even though the truckers do not have their own
extensions.

= Aux. Eq.: Indicates the type of auxiliary equipment connected to the
PARTNER Il System’s extension jacks. An “X” is written into the FAX column
to indicate that a fax is connected to this extension jack. For the RMD, “MD” is
written into the Other column. An “X” is written into the VMS column for each
PARTNER MAIL extension.

= User Group: ldentifies groups of extensions which will have the same settings
(specified on [Form B2)] A single extension may be included in its own User
Group if it has unique customized settings. All VMS extensions must be
assigned to the same User Group (Group K in this example).
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=  Trans. Return Ext.: For VMS extensions, set to the Transfer Return
Extension to the receptionist’'s extension. When the system transfers a call to
an extension, and that extension does not answer, the call returns to the
receptionist for handling.

PARTNER Il System Planner Form B2

Form B2 (Figure 3-26) is used to list extensions which have settings (line
assignment, line ringing, etc.) that differ in any way from the default settings listed at
the bottom of the form.

Each group of users is given a letter designation by the customer for identification

purposes. This letter is entered on in the column “User Group”. Any
extension that has a change from the default settings must be included on this form,

even if it is the only member of its User Group.

Line Settings Extension Features Restnchons/Permissions Group
User | Extsn ), tre tra | Auvemascire w 2‘.? :: :«m xﬁ 3§ &“w uM 2""’ briopd bty
< Groups.
1 Rl il - o - A= 1 O Wl Kl ) ;
w2 07 234l 23]l [2]3 4] 112]314{1]2]3l4]5/6(7
Detauit o we_ | orae 4 £ & O __|#P | e Hek A
A Q0/-032 T
10 4-00 \EL
Recept.|
Q1-03
B?nlc 4.8
Users
c 0/ ~Ce
pisp |12113
D Emovy.
| 23 AL ON
I JoX]
fax | Z ON
J let
Std. g
Phone
[~ Q6 2 r -
K (24,25 o3 REE: i
LyMs 1 Hx

Figure 3-26. PARTNER Il System Planner Form B2

= Line Assignment and Line Ringing: Company C wishes to reserve lines 04
through 06 for calls to the dispatchers (Group C). These lines also appear on
the boss’s extension (10). Lines 01, 02 and 03 are used by everyone.
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PARTNER Il System Planner Form C

Form C (Figure 3-27) is used for assigning button features to telephones. There is a
different form for each model of MLS telephone and one for the Intercom Autodialer.

vm BOX |vm MESSAGES

ul
O
o—| 8| S| s |s 0 s
Dli
ol

O O O— 110 107 1

O DI J O | Dl D‘ J
m} O )

e ) | < ) =

Figure 3-27. PARTNER Il System Planner Form C

=  Company C's dispatchers are assigned lines 04, 05, 06 to communicate with
the truckers. Line 03 is for their own use. If a caller wishes to leave a

message for a trucker, they can be transferred directly to the trucker’'s
mailbox.

= VM Messages are also used to transfer truckers to the system when they call
in to retrieve their messages.

Other extensions with system telephones require a Voice Mailbox button and
a VM Messages button.
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Programming PARTNER Il to Support
PARTNER MAIL

Based on the entries on the PARTNER Il System Planning forms, an implementor or
programmer will perform the following PARTNER Il programming procedures for

Company C:

1.  Hunt Group Extensions (#505): All extensions attached to ports on the
PARTNER MAIL unit must be assigned to Hunt Group 7.

2. Transfer Return Extension (#306): Set the Transfer Return Extension on all
VMS extensions to extension 10.

3. Line Assignment (#301): Remove all existing line assignments from the RMD
extension.

— Remove lines 04 through 06 from Group B (Basic Users).
— Remove lines 01 through 03 from Group C (Dispatcher)
— Remove lines 01, 02, and 04 through 06 from the fax extension.

4. Auto Extension Privacy (#304): Assign Auto Extension Privacy to the RMD
and fax extensions.

5. Group Call Distribution (#206): Used to assign outside lines to Extension
Hunt Group 7 (the PARTNER MAIL system Hunt Group). Assign lines 04, 05,
and 06 and Select Option 3 VMS Li ne Cover so thatthese lines are
covered by the PARTNER MAIL system.

6. Program a Voice Mailbox button (F14), and a VM Messages button (Auto Dial)

on all extensions indicated on [Form CJ (There will be multiple copies of [Form|
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PARTNER MAIL System Planning Forms
Used by Company C

Company C needs to complete forms and

s  Company C does not complete [form 3|since the Voice Mail Greeting is
unchanged.

= Company C does not complete forms [4] through [8] because the Automated
Attendant Service is not used.

= Completion of[Form 9] depends on whether Company C wants to use Group
Lists with the Voice Mail Service.

This sections shows how Company B completed Forms 1, [2,] and [10]

PARTNER MAIL Form 1

Form 1 is used to record the extension, name and Class of Service (COS) of each
subscriber who is assigned a mailbox.

J A Y
o | AN 501 [zl |al3] |

| 1 1 '

T O E
52| JOE 511 1613 3] |

2
M A C
ol 211 1213|512
S U E
741823 ]2] |

§3 | MACK
54 | Sue

~ N

Figure 3-28. PARTNER MAIL Planning Form 1

=  Mailbox: Indicates the extension number for each subscriber. Including the
Guest Mailboxes for truckers.

= Name: Company C lists each subscriber’s first name first, in all capital letters,
since this is the name that will be recorded for the directory.
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= COS: The class of service for the mailbox. The COS indicates the message
storage capacity for the mailbox, the transfer type, and whether or not
outcalling is assigned. Company C uses a COS of 7 for the Guest Mailboxes

for the reasons discussed earlier in this example.

= Letter Key: Enables Company C to translate up to four characters of each
subscriber’s first or last name. This enables Company C to enter each
subscriber’'s name into a directory. Callers can use the directory to reach
subscribers by dialing their first or last name. Since Company C intends to list
callers in the directory by first names, they entered each subscriber’s first
name in all capital letters, and used the letter key to translate the first four

characters of the first name.

PARTNER MAIL Form 2

Form 2 enables Company C to determine which subscribers are responsible for the
administration and maintenance of the system. Refer to|Chapter 1] of this guide for a

description of all responsibilities.

Position

Name

Mailbox

EXT. Factory

Setting
Fax Extension or Fax
Hunt Group Extension
System Administrator 5 O B } Z_ 2087y
General Mailbox Owner jA \/ /O 100
System Operator \—Y A\/ l O 100

Fax Message Receiver

Figure 3-29. PARTNER MAIL Form 2
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= System Administrator: Bob at extension 12 is responsible for administering
the PARTNER MAIL system.

= General Mailbox Owner and System Operator: Jay Graham at extension 10
is the System Operator and the General Mailbox Owner. Jay checks the
General Mailbox for messages when the message light on his telephone is lit.

PARTNER MAIL Form 10
The administrator must use form 10 (Figure 3-30) to assign line ownership.

Line | Telephone Line Owner Owner’s

Number Extension
04| 555-1/103 Bo 1 Z-
05 |555-/104| BoB 1Z
06 | 555-1105 | ROB | 2-

Figure 3-30. Line Ownership Form

Administering the PARTNER MAIL System

Based in the PARTNER MAIL System Planning forms, Company C's System
Administrator performs the following administration.

1. To administer the PARTNER MAIL system:

— Press [_Intercom |[7][7] [7],
— Enter the administrator's EXTENSION and press [#],

— Enter the administrator's PASSWORD and press [#] .

— Press [9] to administer the system.

2 Press [1] to administer System Parameters as shown on [Form 2]

3. Press [4] to administer Mailboxes as shown on[Form 1]
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Appendix C: PARTNER MAIL Case Studies

4. Press [6] to administer Line Ownership as shown on

Complete instructions for administering the PARTNER MAIL system are found in the
PARTNER MAIL™ Installation and Use document.
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Glossary

Automated Attendant Service
A system feature that consists of a greeting and a
multi-level menu, which provides outside callers with
options enabling them to reach an extension, Hunt
Group or Calling Group, or obtain information, by
pressing a single digit or by dialing an extension, Hunt
Group or Calling Group number.

Auto Dial button
A programmable telephone button that dials digits
simply by pressing that button. An Auto Dial button can
be used to dial the PARTNER MAIL system with one
touch. See also [Programmable button.|

Auxiliary equipment
Telecommunications equipment (other than MLS- and
MLC-model telephones) that can be connected to the
control unit. Auxiliary equipment includes industry-
standard devices that can connect directly to the public
telephone network (such as standard phones or fax
machines) as well as devices that require the interface
provided by the control unit (such as a loudspeaker
paging system).

Automatic VMS Cover
This feature gives PARTNER MAIL extensions Call
Answer Service coverage for calls not answered within
three rings.

C

Call Answer service
A PARTNER MAIL feature that lets callers leave a
message at an unanswered extension or transfer
themselves to another extension.

Calling Group
A group of extensions that can be called simultaneously

by dialing a calling group code. See also

Centralized Telephone Programming
A method of telephone programming that lets you
program individual extensions in the system from
an MLS-34D, MLS-18D, or MLS-12D phone at
extension 10 or extension 11. Centralized Telephone
Programming is an alternative to Extension
Programming.

CO Line number
The number assigned to each line jack on 206 or 400
module. Line jack numbers run consecutively from 01
through 24 (for a two-carrier configuration).

Control Unit
The control unit consists of at least the primary
carrier and can be expanded to include the expansion
carrier. The control unit connects lines coming into
your building to the extensions on your system and also
provides system features.

G-1
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D

Delayed Call Handling
A system feature that allows the PARTNER Il System
to send outside calls to the Automated Attendant
service if a system user does not answer after the third
ring.

Extension
An endpoint in the system (numbered 10-57) that
connects telephones or standard devices, which can be
dialed using the Intercom button. See also
[Programming _Extension |

Extension coverage
A feature that allows callers to leave messages or
transfer to another extension when the extension called
is busy or not answered, and Automatic VMS cover is
on.

Extension jack
The six jacks on the lower half of 206 modules that
allow you to connect phones (or other
telecommunications devices) to the control unit.

Extension number
The number assigned to each extension jack on a 206
module. Extension jack numbers run consecutively
from 10 through 57 (for a 2-carrier configuration) and
used for intercom calling.

Extension Programming
A method of telephone programming that lets users
program their own extensions from their MLS- or MLC-

model phones. See also |Centralized Telephone)

G-2

Fax Call Handling
A feature that allows the Automated Attendant to
automatically recognize and route fax calls to the
extension(s) where the fax machines(s) are connected.

Fax Message Receiver
The person (subscriber) who the PARTNER MAIL
system notifies when a fax is received.

G

General Mailbox
A storage area for recorded messages not directed to a
subscriber’s voice mailbox.

General Mailbox Owner
The subscriber who the PARTNER MAIL system
notifies when a message is received in the General
Mailbox.

Group call distribution
A system setting that directs incoming calls on specific
lines to a hunt group. See also Hunt group and
hunt group |

H

Hunt group
A group of extensions that takes incoming or
transferred calls in round-robin fashion. Calls to the
hunt group are directed to the first available extension
in the group, with the extension that answered most
recently being the last one in the hunt order. See also

VMS hunt group] and
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Immediate Call Handling
A feature that allows the Automated Attendant to
answer every outside call (after the second ring) by
playing the Automated Attendant Day or Night Greeting.

Implementor
The person who performs the installation and the initial
programming of the PARTNER MAIL system.

Industry-standard device
A telephone or other telecommunications device that
can be connected directly to the public telephone

network. See also|Standard phone.

Intercom call
A call that is made to another system extension with an
Intercom button on an MLS- or MLC-model telephone
using extension numbers.

Line jack
The location on 206 and 400 modules that allows you
to connect outside lines to the control unit.

Line Ownership
A feature that lets a subscriber's extension (mailbox) be
assigned as the owner of the covered line. When a call
comes in on the covered line, the system routes the
caller to the mailbox specified as the line’'s owner if the
call is not answered.

M

Mailbox
A storage area for messages associated with a

PARTNER MAIL system subscriber.

MLS-and MLC-Model telephones
The AT&T telephones that are specifically designed for
use with the PARTNER system. Models include the
MLS-34D, MLS-12D, MLS-6, and MLC-6 phones.

Night Service
A feature that lets you redirect calls received after
hours or when a receptionist is not available to answer
calls. (This feature also activates night service
operations of PARTNER MAIL.)

O

One-touch Intercom Calling button

See |Auto_Dial_button.

Outcalling
A feature that enables the PARTNER MAIL system to
call a subscriber at a telephone, or who carries a
beeper, when a new message is deposited in his or her
mailbox.



Glossary

Password
(1) In PARTNER MAIL, 1-4 digit number that
subscribers enter to log into PARTNER MAIL. A
password is used to keep messages confidential. (2)
A 4-digit word assigned by the system manager that
users can enter form MLS-model system phones to
override dialing restrictions and to turn Night Service on
and off. See also

Programmable button
A telephone button that does not have a line assigned;
it can be set up to dial a number or access a feature.
On MLS- and MLC-model phones, programmable
buttons can be used as Auto Dial buttons (for one-
touch dialing of feature codes).

Programming extension
An extension from which you can program the
PARTNER Il System, either extension 10 or 11.

Standard phone
An industry-standard touch-tone or rotary phone such
as you might have in your home. Some standard
phones include special feature buttons for frequently-
used calling functions. See also

Subscriber
A user who is assigned a mailbox.

System
The AT&T control unit and MLS- and MLC-model
telephones that you purchased, plus all other
telecommunications devices that are connected to your
control unit.

System Administrator
A person in charge of making ongoing changes to the
PARTNER MAIL system such as modifying mailboxes,
changing menus and greetings.

System Manager
The person responsible for managing the PARTNER I
System, including equipment programming.

System Operator
The person who is primarily responsible for answering
outside calls. This is most often the receptionist.

System Planner
The person who uses planning forms to plan the
integration of the PARTNER MAIL Voice Massaging
system with PARTNER Il Release 3 Communications
System.

System programming
Procedures that allow you to customize PARTNER I
system settings for your business. System
Programming requires an MLS-34D,MLS-18D, or MLS-
12D phone and must be done form extension 10 or 11.

T

Telephone programming
Customizes extensions to meet the needs of individual
users, including the assignment of features to
programmable buttons. Telephone Programming can
be done either centrally or from the user's own
extension.

206 module
A system module that contains jacks for connecting up
to two outside lines and up to six extensions to the
control unit.

Voice Mailbox
Provides storage for messages recorded by callers.

Voice Mailbox transfer
A PARTNER Il feature that enables a system phone
user to transfer a call directly to a subscriber’s Call
Answer Service.
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VMS Coverage
A feature that provides PARTNER MAIL Call Answer
service when a call is not answered by a covered
extension.

VMS Line Cover
A feature that enables callers who call in on the
covered line to leave a message in the mailbox if no
one answers the call.

Voice Messaging System (VMS)
An optional device that provides the following
services: answer calls and routes them to caller
designated extensions; permit callers to leave
messages at an unanswered extension; allow voice
mail system subscribers to retrieve their messages.

Voice Mail Service
A feature that allows subscribers to: receive
messages, listen to messages, create messages,
change messages, record personal greetings and
names, assign passwords, and designate their Personal
Operator. In addition, it allows the System
Administrator to: use the Broadcast feature and
perform PARTNER MAIL system administration.

VMS Coverage button
Provides subscribers that capability of turning voice
mail coverage ON or OFF at an extension. See also
JAutomatic VMS Cover.|

VMS hunt delay
A feature that lets you set the Automated Attendant to
handle calls in one of two ways: Immediate Call
Handling or Delayed Call Handling.

VMS hunt group
Extension hunt group 7, reserved by the system to
identify extensions that provide PARTNER MAIL
services. See also [Hunt group| Line hunting, VMS hunt
delay, VMS hunt schedule.

VMS hunt schedule
A feature that allows you to set the PARTNER Il
Release 3 system to route outside calls to the
PARTNER MAIL Automated Attendant always, during
the day only, or only during the night.

VMS line coverage
An administrator can associate a “Personal” line with a
subscriber’'s extension for Voice Mail coverage. See
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Announcements,

Writing script[3-25

Auto Dial,

into PARTNER MAIL,[2-12

Automated Attendant Service,l_;-6
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Factory settings, [B-1

Greetings, [3-9
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Night Menu planning,|3-16
Planning for,|2-3
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Use with VMS Cover button,|1-11

—
B

Button Programming planning,|2-9

C

Call Answer Service,

Features, [1-10

Planning for,[2-3

Class of Service,[3-3

Customized Extension Setting,|2-6

D

Day Main Menu,

Defining the,|3-12

Writtng script,[3-14

Day Dial 0 / Timeout Options,

with Day Menu script,L?i-_l4

with Night Menu script,|3-20
Day Greeting,

Writing script, [3-11

Delayed Call Handling,

Description, |1-6

How to select,[1-8

Planning for,[2-3

Dial Plan,|3-10

Extension coverage,

Description,[1-11
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Fax Message Receiver,

Assigning extension,[3-7

Fax Call Handling,

Description, [1-8

Planning for,|2-5,]3-7

Planning customized settings,|2-7

Fax extension,|3-7

Fax Message Receiver,

Responsibilities, [1-3

Form A|2-2

Form B1,|2-4

Form B2,|2-6

Form C,|2-9

Form 1,[3-2

Form 2,[3-6

Form 3,|3-8

Form 4,|3-9

Form 5,[3-11

Form 6,|3-16

Form 7,{3-20

Form 8,{3-23

Form 9,|3-25

Form 10,[3-26

G

General Mailbox,|3-14

Assigning extension,[3-7

Description, | 1-2

Forwarding messages, |1-2

Owner Responsibilities,| 1-2

Greetings/Prompts,

Factory settings,[B-2

Group Lists,

Planning the Iist,|3-25
Guest Mailbox,|3-2

H

Hunt Group,

for Fax extensions,|1-8

Immediate Call Handling,

Description, [1-6

How to select,[1-7

Planning for,[2-3

Use with Fax Call Handling,[1-8

Implementor,

Responsibilities, [1-2

L

Letter Key,|3-4

Line Ownership, [3-26

Use with CO Line Coverage,[1-11

M

Mailbox,

Assignments,||£
Subscriber’s, |1-10

Factory settings,|B-2

Messages,

Factory setting,|B-2
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Night Greeting,

Writing script,|3-16

Night Menu,

Writing script,|3-18

Defining the ,|3-17

Night Service,

Button [1-7

Description, |1-7

Operation with Night Greeting,[3-16
Operation with Night Menu,|3-17

Planning for,|2-3

O

Outcalling,[1-12

Overview, [1-1

Class of Service settings,|3-3

COS Description,|3-4

P

PARTNER MAIL system,

Features, |1-4

Responsibilities, |1-2
Phantom Mailbox,|3-2

R

Responsibilities, [1-2

Remote Maintenance Device,[2-5,[2-8

Selector Code,[3-12,[3-17,3-21
Selector Code Action,[3-133-17 ]3-21

Submenus,

Defining submenu,|3-20

Writing script,|3-22

System Manager,|1-2

System Parameters,|3-6

System Administrator,

Assigning extension,|3-7

Responsibilities, [1-2

System Operator,

Assigning extension,|3-7

Customized planning for,|2-6

Responsibilities, [1-3

System Planner,

Instructions for completing,|2-6

Responsibilities, [1-2

T

Technician,

Responsibilities, | 1-2
Touch-Tone Gate,|3-9
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VMS Cover Button,|1-11
VMS Hunt Delay,|1-7

VMS Hunt Schedule[1-7

VMS Cover,

Planning for,[2-12

Use with Extension coverage,|1-11

Voice Mailbox Transfer,|1-12

Voice Mail Service,|1-9

Voice Mail Greeting,

Customized script,[3-8

Default [3-8

Voice Mail Positions,|3-7
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