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Introduction

The Panasonic Voice Processing System (VPS) provides you with powerful, conve
nient ways to manage your voice communications and increase your productivit
through your voice mailbox. As the owner of a VPS mailbox, or Subscriber, you can

*send a message to one or many people inside or outside of your office

* transfer messages (with your annotation) to another VPS Subscriber

 take messages when you are on the phone or unavailable

e receive your messages from any touch-tone telephone

* be notified by extension message waiting lamp, telephone or beeper (radi
pager) of messages waiting

e screen your calls

e automate the handling of callers

eand more...

This guide is your reference to using and optimizing your VPS mailbox.

NOTE:

e This Subscriber’s Guide does not show complete model numbers that indicate tt
country where your models should be used. The model number of your unit is foun
on the label affixed to the unit.

MODEL NO. - - - - - - - -
(label)
e .
APPROVED for connection to
c E telecommunication systems speci-
73/23/EEC fied_in the instructio_qs for use _
89/336/EEC subject to the conditions set out in
92/31/EEC them.
93/68/EEC
606168




= How to Use this Manual

This Subscriber’'s Guide explains the Voice Processing System’s (VPS) operations &
touch tone telephone for Subscribers.

Each operation consists of a description, a diagram, tips and some notes. Durir
operations, the VPS plays voice prompts telling you what to do at each step thouc
they do not appear in this guide except for Voice Mail Service Entry.

Description
Describes the operation with the telephone keys to be
pressed step by step.

Subscriber's Diagram
Main Command Menu A diagram is provided for each function on the
lefthand of the text. It will help you understand how
the operation goes on in the tree-structured VPS
Rge @ é) menu. You will know other options you can choose in
Message a certain step. It will also help you to perform your
desired operation faster if you press the outlined keys

|
é @ in a row along the bold line.

Repeat Next Erase Reply Transfer Help

Tip Tip
Step 3 — Tips framed in a square are used to make you aware of
You can call the message |  @lternate options available at a particular step.

sender by pressing [1].

Note
This symbol describes additional information or use-
ful advice about each feature.

Once you become familiar with operating the VPS, use the Quick Reference Sectiol
which appears at the end of this guide.



m Terms to Know

The following words are used in this guide.

Subscriber

System Manager

Caller

The owner of a VPS mailbox. The System Manager can create
a mailbox for you.

The System Manager is the person who manages and maintains
the VPS to make it work efficiently. He controls mailbox creat-
ing and authorizes some of the features.

A caller is any person who is connected to a VPS service
besides the Subscriber or the System Manager.



m Getting Started
— Required Numbers
Get the following information before you begin the operation.

(1) Telephone Number Directly Connected to Voice Mail Service
If your VPS does not have one, call any extension number connected to the VP
and press [#] [6] (Service Access Command).

(2) Your Mailbox Number
Usually, the same number as your extension number. Check with your Systel
Manager to be sure.

(3) The System Manager’'s Phone Number
In case you need their help or need to change certain mailbox settings.
— Basic Steps

You need to know your mailbox number to use this guide.

If you are going into your mailbox for the first time, read Chapter 5 “Mailbox Setup”
first. You need to customize it before sending or receiving messages. Especially, it
important to identify yourself as the owner of the mailbox by setting the following.

¢ Recording Personal Greetings (See page 5-7)

« Recording Your Name (See page 5-9)

e Changing Your Password (See page 5-8)

Then customize it as it suits you by setting the additional features as appropriate.
 Setting the Call Transfer Status (See page 5-2)

« Setting the Incomplete Call Handling Status (See page 5-4)

* Message Waiting Lamp Notification Setting (See page 5-13)

 Setting Notification by Calling (See page 5-14)

Once you complete your setting, find your desired operation from the titles, then ca
the VPS.
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Chapter 1
Using Your Mailbox and the VPS

This chapter tells you how to enter Subscriber Service and other service
provided by the VPS.
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Opening Your Mailbox (Mailbox Log in)

Cal VPS

+ Mailbox No.

Password +

Subscriber's
Main Command Menu

» If you just want to record a

message in someone else’s

mailbox, you do not have to

use this procedure.

See the following topic in

Chapter 4.

e Recording Messages (for
any caller)

* Recording Messages (from a
rotary phone)

If your company is using a

Panasonic KX-TD series tele-
phone system, you can directly
access your mailbox just by
dialing the number of the V.M.

Service, depending upon Sys-
tem Programming. Check with
your System Manager.

Tip

Step 1 —

If no ports are assigned to
\Voice Mail Service, press
@ after calling the
VPS.

To access Subscriber Services, you must open
mailbox first. Follow the operation below.

1 Dialan extension numbemwhich is connected

to the Voice Mail Service.

Good morning/Good afternoon/Good eveni

Welcome to the Voice Processing System.

If the system is equipped with multiple la

guages (up to three languages), you will
a selection prompt as follows.

(ex.)

For English, press [7].
For French, press [8].

SdA3Y pue Xog|B A INO A fuisn

hear

For Chinese, press [9].

2 I you hear the above prompt, press
number of the appropriate language.

the

Please enter your party’s mailbox number.
To enter by name, press [#] and [1].

If you are using a rotary telephone, stay
the line.

To call the operator, press [0].

3 PressE@, then enteyour mailbox number.

Enter your password, followed by [#].

4 Enterthe passwordif you have one.
You are now irthe main command menu

1-2



Accessing VPS Services

Call VPS In VPS operation, the following functions are avail-
able whenever the system is providing voice prompts.
| |
I H -
é’ é é é Press the appropriate key to receive your
0 6 0 desired option (Service Access Commands).

Dialing by Name

If you presslz3 @@, you can call the desired
extension or mailbox by entering first 3 or 4
letters of the person’s last name.

Voice Mail Service

>
[0
=
e}
©
x
3
T©
=
5
o
>
=)
=
i)
-

é+Mailbox No — EFRetry

| Department Dialing
Password+ () — @ Retry If you press@E3 B, you can call the
l, intended extension and mailbox by pressing

Subscriber's Service one digit (ﬂ_—_ﬂ) according to the
Department Dialing Menu.

I & Voice Mail Service

If you press@E @@, you can access the
Voice Mail Service.

Call Transfer

If you press@@ B, you can access the
Automated Attendant Service and call your
desired extension.

Tip Exit the Menu
and €3 & are If you pressiEi3 B, you can exit the VPS.
valid only for Subscriber
Service. Back up

If you pressE@, you can retry to enter a
mailbox number, a password and also an
extension number while you are in the call
transfer status. In addition, you can move
back to a previous menu in the main com-
mand menu.
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Accessing VPS Services

If you pressiid @, you can be back in the
initial main command menu.

@
Log in a
If you pressE@ [, you can reselect a mailjf2
box while you are in the main comma =
menu. §
y
Restart 2
<
3
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Receiving Messages

Chapter 2
Receiving Messages

This chapter tells you how to access and manage received messages: Replyi
immediately, transferring messages with or without an additional comment, anc
replaying messages.

Contents

RECEIVING MESSAQGES .. ..ottt 2-2
Message Playback OPLiONS ............uuuviiiiiiiiiiiiiiiiieeieeeeeeeeee e 2-3
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Receiving Messages

Subscriber's
Main Command Menu

B0ODE O ®

Receive
Message

Go- to
Step 3

The VPS plays new messages and saved messages ii
your mailbox with the information of the message
sender and the recorded date respectively.

1 Log inthe main command menu
* The VPS tells you the number of messages.
2 PressE® to use the Receive Message menu.

* The VPS tells you the number of messages.
Then it plays the messages.

3 Pressffi to listen to the whole menu (for
Help).

* You can end your call by pressirlga D .

soffiesso |\ Buineoay

Tip
Step 3 —

You do not have to listen to the whole menu if you do n
wish to.

[

Repeat this message
I8 Play the previous message
Play the next message
Erase this message
Reply
Rewind
Fast forward
Transfer
Message scan

[N

) JoJo )l of -]
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Message Playback Options

Subscriber's While receiving messages, several message playback
Main Command Menu|  options are available for efficient receiving.

6 @ @ 1-2 same afkeceiving Messages.

Receive . .
Mme 3 Press the approprlate key to receive your

6 6 é ‘ ‘é é ‘ é ggir:tigption' If you chooslEl, go to the

Repeat Next Erase Reply Rewind Fast Transfer Soan
. forward

Previous «w Repeating Messages
Sep41f you pressiil, you can listen to the current
message again.

Replaying the Previous Message
If you pressiil while receiving a mes-
sage, you can listen to the previous message.

Playing the Next Message
If you pressii@ while receiving a message,
you can listen to the next message.

Receiving Messages

Rewinding Messages
If you presslil@ while receiving a message,
you can listen to it again.

Fast Forwarding Messages

If you pressl@ while receiving a message,
you can fast forward it to the end.

Scanning Messages
If you pressl, you can listen to the first
four seconds of each message.

2-3



Message Playback Options

4 Messages are scanned one at a time.
If you pressiill, you will hear the previous

message.
If you pressli@, you will hear the next mes-
sage.
Note If you pressliEl, you will hear the entire mes-
Option is available only sage.
once.
Second time will erase the
message.
Tlp Py
Step 3 — %I
You can receive the whole menu by pressing [0] for Helf. &
Z
3
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Replying to Messages

Subscriber's 1-2 same afkeceiving Messages
Main Command Menu 3 Pres$ to reply to the message.
é @ @ 4 pressE to record a message.
Mo 5 Recordyour messageat the tone.
I‘ 6 ‘ d’ 6 PressE® to end recording.
©
Repeat Next Erase Reply Transfer Help [ PressA to accept.
Geto 8 PressEl to set delivery time.
Step 4
O PressE® to specify the delivery time or the
» This feature is available only private status.
when the message has been . . .
delivered from a Subscriber 1O Presslil to specify the delivery time.
using his mailbox i.e. Message .
g Transfer and Message Delivery. 11 Enterthe time and €.
Otherwise, you will hear this
g prompt:“Sorry, you cannot re- 12 pressE® for AM or for PM.
= ply. The message sender is un-
2 known.” 13 Enterthe date (the day of the month) and
-é [ 7 }
@ 14 pPress to accept.
15 PressE® to set this message to a private
message. Otherwise, prdi@ .
Tip
Step 4 —
You can call the message sender by pressing [1].
Step 6 —
You can pause/restart recording by pressing [2].
Step 9 —

You can make your reply immediate by pressing [2].
You will skip to step 15.

Step 11 —

If you press [0] for help heréFor example, to enter 5
o'clock press [5] and [#] or 5 : 15 press [5], [1], [5] and
[#]".
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Message Transfer

Subscriber's
Main Command Menu

elslalalolo

Receive
Message

This function allows you to transfer messages to other
mailboxes.

1-2 same afkeceiving Messages

3 Pressll to use the Message Transfer menu.

l . )
6 6 6 6 6 @ 4 Enterthe mailbox number of the intended
recipient.
Repeat Next FErase Replay Transfer Help
| S PressiA to accept.
Mailbox No.
XXIXX 6 Press@ to record a comment.
é 4 Stateyour commentand presd@ to end
Change Accept Repeat Cancel recordmg'
M.B. Info. Transfer -
W‘m 8 Presd if the comment is acceptable. &
2 <
Transfer Transfer Add  Review  Cancel 3
W. Comment M.B.  Mailing  Tansfer <
E List @
Go-to
Step 7 R
» If the message has been .
assigned as private, you canno Tip
transfer it to other mailboxes. Step 4 —

You can enter by name by pressing [#] [1] first. Also, y!
can specify a Personal Group Distribution List or a Syst
Group Distribution List by entering the number followe

by [#].

Step 6 —

You can transfer the message without comment by pregs-
ing [1].

You can add the mailbox number by pressing [3].

You can review the mailing list by pressing [4].

You can cancel message transfer by pressifg [

Step 7 —
You can press [2] to pause/restart recording.

Step 8 —
You can press [3] to change your comment.
You can press [1] to review your comment.
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Erasing Messages

Subscriber's You can erase messages during playback. Erased mes.
Main Command Menu sages cannot be recovered.

6 @) @ 1 Loginthe main command menu

I\Fjgﬁé% * The VPS tells you the number of messages.
| .
6 ‘ é @ ‘ @ 2 Press@® to use the Receiving Messages
menu.
Erase
_ _ * The VPS tells you the number of messages,
> The VPS will automatically and the message information. Then it plays
erase messages after a certain
number of days. Check with the message.

your System Manager to find
out how many days you can 3
keep messages in your mailbox.

PressliE to erase the messages.

Receiving Messages

Tip

Step 3 —

Messages are erased one at a time. After a messagg is
erased, you will hear the following prompt and repeat st@p
3 for the next message.

“The message is erased.”

If all messages have been erased, you will h&thimes-
sages are erased”.
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Receiving Message Waiting Notification

The Message Waiting Notification is a feature to

VPSCdlsyou notify you that unplayed messages are waiting in your
| mailbox. Notification Calls are sent to you via speci-
6 fied device after the message is recorded.
2
5:%2 Hold 1 Pick up a call from the VPS.
Password + () If the system is equipped with multiple lan-
_ guages (up to three languages), you will hear
Subscriber's a selection menu.

Main Command Menu

2 PressE@ to receive the message.

é @ @ 3 Enterthe passwordand 3.

Receive
Messag . .
g Now, you are irthe main command menu

4 Follow steps 2 — 3 dReceiving Messages

o
)
é.
=
J
®

Tip

Step 3 —
If a password is not assigned, skip this step.
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Receiving Messages

Live Call Screening

» This feature is available only if
your company is using a Pana-
sonic KX-TD series telephone
system.

Note :

By assigning one of your telephone keys to this fea-
ture, you can monitor incoming calls that have been
forwarded to the Voice Mail Service.

In Hands-Free Mode, you can monitor the incoming
call through built-in speaker of the telephone. Also,
you can speak with the caller by picking up the hand-
set.

In Private Mode, you can monitor the incoming call
by going off-hook after you hear the notification tone.
You can speak with the caller by pressing the feature
key. Or you can stop listening to the message by going
on-hook.

For detailed information,
please refer to the Installation
Manual of Panasonic KX-TD
series telephone systems'

PBXs (KXTD816,
KXTD1232).
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Recording a Two-Way Conversation

By assigning one of the function keys on your tele-
» This feature is available only ifPhone to this feature, you can record the conversation
your company is using a Panahat you are having.
sonic KX-TD series telephoneyq; should give your party a notice before recording
system. . .
that your conversation will be recorded.

» A beep sounds every sixteen
seconds during recording .

o
)
é.
=
J
®
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Sending Messages

Chapter 3
Sending Messages

This chapter tells you how to send messages, including recording and delivery.

Contents
Delivering Messages to Other Subscribers ........cccoovveeiiiiiiiiiiiieeee. 3-2
Checking Mailbox DiStribution ............ccoooiiiiiiiiiiiiiiiiiiieieeeee e 3-3
Setting up an External Message Delivery LiSt........cccccovieiiiiiiiiinnnns 3-4
Sending External Delivery ME@SSAgES .......uuvuveieiiiiiiiiiiiiiieeeieeeaaaaaaanen 3-6
Checking and Setting External Message Delivery Status............... 3-7



Delivering Messages to Other Subscribers

Subscriber's If you are sending an identical message to several
Main Command Menu Subscribers, follow the steps below.
You can send it with a single operation.
1 Log inthe main command menu
BOOEO g
Deliver * The VPS tells you the number of messages.
Message ]
2 PressiA for Message Delivery.
MailboxNo. = Goto 3 Enterthe mailbox number of the intended
XXXX Step5

recipient.

» To use Personal Group Distribution 4
Lists, they must have been created
beforehand. To use the System
Group Distribution Lists, check
with your System Manager to see 5

PressiA to accept the mailbox number if it
is correct.

Pressiil} to record a message.

if there is any list in your VPS.

You can add mailbox numbers by pressing

Tip B . Then repeat step 3 and step 4. You can
Step 3 — _ specify a maximum of 20 mailboxes as the
You can enter by name if you press [ destination
[1] first. Also, you can specify a Pe )
sonal Group Distribution List or a Sy:
tem Group Distribution List by enter 6 Stateyour messageat the tone.
ing the number followed by [#]. .
Step 4 — 7 Pressi® to end recording.
You can review the mailing list b
pressing [3]. 8 Press to accept.
Step 6 — . . . )
You can press [2] to pause recordi O Pressl to set delivery time or private sta
while you are in the message reco tus.
ing process. Restart the recordi . . .
within 20 seconds, or the vPS wilf LO Presslll to specify the delivery time.
stop it automatically.
Step 9 — 11 Enterthe time and ED. %
You can deliver the message imme 2
ately and return to the main comma 12 Pressiil} for AM or for PM. 3
menu by pressing [2]. <
Step 10 — 13 Enterthe date (the day of the month) an
You can deliver your message imm .
diately after recording by pressing [2] 8
Then you will skip to step 14. 14 Pressi@ to accept.
Step 11 — ] ]
You can press [0] for Help menu. 15 Pressli® to set this message to a priva
will guide you how to enter the time message. Otherwise, pr .
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Checking Mailbox Distribution

Subscriber's This function lets you check the status of messages
Main Command Menu which you have recorded in your mailbox to deliver
to other mailboxes.

é @ é) You can check the history (delivery status) of up to

Check S
M.B. 84 message transmissions.
Distripution
Goto 1 Log inthe main command menu
Step 3

PresslEB to check distribution status.

2

3 Pressi# to cancel the message or delete
verification.

4

Select @ to delete verification of this
message ol to cancel message delivery.

Tip

Sending Messages

Step 3 —

You can listen to the message by pressing [1].

You can check the previous message by pressing [1] twifge.
You can check the next message by pressing [2].

3-3



Setting up an External Message Delivery

List

Subscriber's Setting up an External Message Delivery List lets you
Main Command Menu send the same message to several people outside o
the system with a single operation. Up to two lists can

be maintained at the same time, and each list can con-
DDEPOO@®

Other tain up to eight members.
Features
1 Log inthe main command menu
@ é 2 PressE@ for Other Features.
_ " _
e W?Tr?; nﬁxgggi 3 PressiE for External Message Delivery.
Management  Notification Delivery
Seting | 4 pressE to set up the mailing list.
é 5 Pressl® or B to choose the delivery list.
Record Check Mailing
Messge  Ddivery S‘;‘tiﬁ‘]g (Up to two delivery lists can be established.)

Step 5

» To use this feature, you must
have your System Manager
authorize it beforehand.

Tip
Step 8 —
Change the telephon
number
Accept
Review
Add more digits
Insert a pause
@3 Set dial mode

Insert a wait for dial
tone

6

© 0

10
11

o TO add members:

Pressiil} to add members to the list.

You can have up to 8 members on the list.
Enterthe telephone number

Pressli@ to accept the number.

Recordthe nameand pres{l}.

Pressii@ to accept.

Presslil to continue adding members (
to end.

If you press@@®, you will repeat stepq
7-11.

safesso |\ Bulpues
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Sending Messages

Setting up an External Message Delivery

List

To delete members:

Go to the Delivery List Menu.
(See steps 1 — 5 in “Setting up an External Message
Delivery List".)

6 Press to delete members from the list.

[ Pressil to delete all members from the list.
Otherwise, presi@.

8 Press@® to delete the number, to
keep the number and play the next telephone
number.

3-5



Sending External Delivery Messages

Subscriber's 1 Log inthe main command menu
Main Command Menu
2 PressE@ for Other Features.
1) é 3 PressiE for External Message Delivery.
Other
Feares 4 presE@ to record an external delivery mes-
[ sage.
e -
Int§ew M?age Externd 5 PressE® to send to a recipient.
M.B. Waiting Message
Mgt N g De"lve’y 6 Enterthe telephone number
6 [ Press to accept the number.
Record Check Mailing
Message  Delivery List 8 Enterthe password
: Status Setting
go't% 9 Recordthe recipient's nameand pres@l.
ep

=
o

» To use this feature, you must Enterthe time and pres.

have your System Manager

authorize it beforehand. 11 PressEm for AM or for PM.
Tip 12 Enterthe dateand pres¥.

Step 5 — 13 Review your setting and prel@ to accept

You can press [2] to sen th tti

your message by mailin € settng.

list 1 or 2. 14 R

Step 7 — ecordyour .message

Change the telephon (SeeRecording Message3
number

Accept

Review

Add more digits

Insert a pause

@3 Set dial mode

Insert a wait for dial
tone

Step 10 —

You can press [0] for Hel
menu. It will guide you
how to enter the time.

:
/
®
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Checking and Setting External Message

Delivery Status

 Subscriber's After recording your external delivery messages, you
Main Command Menu may want to check the delivery schedules or the recip-
ients. You can listen to the report from the VPS unless

@ é the messages have been delivered yet. After listening,
Other you have the option of deleting unnecessary ones or

Features

D e

Interview Message External
M.B. Wiaiting Message
Management  Notification  Delivery
Setting I
o
Record Check Mailing
Message Delivery List
Status Setting
Goto
Step 5

» To use this feature, you must
have your System Manager
authorize it beforehand.

changing the schedules.

1 Log inthe main command menu
2 Press@ for Other Features.
3 PressiE for External Message Delivery.

4 press@A to check External Message Deliv-
ery status.

*The VPS tells you when the message is
being sent.

5 Pressi® to reschedule the setting.

6 PressE® to cancel the external message
delivery.

(To change the time and date, priZ.
SeeSending External Delivery Messages
steps 10 to 13.)

Sending Messages

Tip
Step 3 —
You can skip the Help menu.
Step 5 —

You can play the next schedule by pressing [2], repeat fis
schedule by pressing [3] or play the previous schedulefby
pressing [4].

Step 6 —
If you press ] twice, you will return to the External Mes
sage Delivery menu.
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Chapter 4
Caller Handling

This chapter describes how callers can be handled by the Subscriber’s mailbo

0O
=2
Q
I
3
=3
=
Q

Contents
Recording Messages (for any caller) ..., 4-2
Recording Messages (from a rotary phone) ..............eeeveevvveiiiiinnnnnnns 4-3
Receiving External Delivery MeSSages .......uvvvvveereiiiieiiiieieieeeiaeeeeeeenn 4-4

Replying to External Delivery MesSages .........cooovveeeeieceennnnnnnninnnnnns 4-5



Recording Messages (for any caller)

Call VPS Anyone who reaches the Voice Mail Service can
record messages in the mailboxes.
m .
= Bt 1 call the VPS and access the Voice Mail Ser-
§ vice.
3 1 1 | . .
o] Vailbox Rotary @ If the system supports multiple service (up to
O Xk Operator three languages), you will hear a selection
l : ] menu.
Goto 2 if you hear the above prompt, pretse
Step 4 number of the appropriate language
3 Enterthe mailbox number of the intended
recipient.
To enter by name, pre &3 and first 3
or 4 letters of the recipient last name.
Tip 4 Stateyour messageat the tone.
Step 3, 6 —
When the beeper callback no 5 Pressiil} to end recording.
entry mode is not disabled,
caIIba(_:k number a_ccording
to the intended mailbox set- [ Pressl@ to set this message to a private

ting; before recording a .
message, after recording message. Otherwise, pr.
message or after selecting al

urgent message.

“Please enter your callback

number.

You can enter up to ... dig-

its.”

1 Enter the number.

2 PressiA to accept.

Step 6 —

Review

Accept

Record a new one
Add

Erase and exit




Recording Messages (from a rotary phone)

If you are using a rotary phone, you cannot speci
Call VPS mailbox because every key entry is invalid. Wa
moment until the VPS guides you to the Gend
Selection Delivery Mailbox where you can leave your messg
Prompt . ;
The recorded messages will be delivered to
intended party later. Callers who do not enter &
Mailbox Riay ()  thing because they are unfamiliar with the VPS
XXXX XXXX Operdlor 3lso leave messages in the same way.

Buiptzy 81D

Goto
Step 2 1 call the VPS and access the Voice Mail S

vice.
» From a rotary phone, once your
message has been recorded, you 2 Wait a moment
cannot re-record nor erase it. '

3 Stateyour message

4 Hang up the phone.
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Receiving External Delivery Messages

” External Delivery Messages are delivered by the VPS
VPSCalsyou to telephone numbers instead of mailboxes.
2 | .
3 Selection 1 Pick up a call from the VPS.
s Prompt
g | If the system is equipped with multiple lan-
3 é guages '(up to three languages), you will hear
Receive Hold Call a selection prompt.
Message Back
Pessword+ @) 2 Presghe number of the appropriate lan-
guage
Receive Message 3 PressE® to receive the message.
‘ ‘ | é @ 4 Enterthe passwordand E3.
.
Repet  Reoly End Help Then the VPS plays the external message.

5 Pressg@ to end the call.

Tip
Step 4 —

If a password is not assigned, you can listen directly
the message.

If you enter the incorrect password three times, the V
will play the following prompt and you cannot receive th
external message any more.

“This message is from ‘SENDER’ of ‘Company Name|

Please call ‘ TELEPHONE NUMBER.’

Extension number ... .

To repeat, press [1].

To end this call, pressk[.”

When you press [1], the VPS will repeat this prompt.




Replying to External Delivery Messages

1-4 same afeceiving External Delivery Mes-

VPS Callsyou sages
I e
Saletiion 5 Press to reply to the message. T
Prompt I
| 6 Recordthe messagend presd® to con- 3
tinue. a
)
necave Hold o { PressiA to accept.
pPessword + () 8 PressE to set this message to a priva
message. Otherwise, pr@ .
Receive Message
|
2] ©
Reply
Go:to
Step 6
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Chapter 5
Mailbox Setup

This chapterdescri bes the setup procedures using a touch-tone
subscri bers.

%

&

% Contents

Q

g Setting the Call Transfer Status

(Call Block/Call Screening/Intercom Paging/Beeper Access)....... 5-2
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Setting the Call Transfer Status

(Call Block/Call Screening/Intercom Paging/Beeper Access)

Subscriber's You can specify how the VPS should handle a call
Main Command Menu when a caller specifies your extension number in the
Automated Attendant Service. You can set one of the

@ four functions or you can set none of them.

Automated
Attendant
Status

®© 0 5 ®

Call Covering Message Incomplete
Transfer  Extension Reception Handling
Status Setting Mode Status

o666 d

Call Cal Intercom Calling Disable
Blocking Screening Paging aBeeper all transfer
services

» The Intercom Paging feature is
available only if your company
is using a Panasonic KX-TD
series telephone system.

1
2
3

Log inthe main command menu.
Presslf® for Automated Attendant status.
Presslild to set the call transfer status.

» The VPS tells you the current status.

Press the appropriate key to receive yq
desired option.

Call Blocking

Blocks all incoming calls to your exte
sion.

Call Screening
Tells you the caller's name before yg
answer the call. Then you can decif
whether or not to answer it.

dnies xoq|e N

Intercom Paging
Pages you over the Intercom Paging
System.

Calling a Beeper
Calls your beeper and displays the call-
er’s callback number on the LCD.

Disable all transfer services
Rings your extension directly.
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Setting up a Covering Extension

Subscriber's Setting up a Covering Extension lets you have incom-
Main Command Menu ing calls and messages transferred to a designated
extension.
O®
Automated This extension also performs as a personal operator.
Altendant When the caller presses ‘0’ while receiving the personal

RN

Call Covering Message Incomplete
Transfer  Extension Reception Handling
Status Setting Mode Status

>

Go-to

Step 4
The owner of this extension
should be someone whom you
can rely on, as he will be han-
dling your calls when you are
not available.

This feature does not work un-
less Covering Extension Transfer
is enabled (see page 5-4).

greeting, the call is transferred to this extension.

1 Log inthe main command menu.

2 Pressi® for Automated Attendant status.
3 PresdA to set up a covering extension.
4 pressli to set the extension.

5 Enterthe extension number

* The VPS tells you the number you have just
entered.

6 Press to accept.

Tip

Step 4 —

You can accept the current status by pressing [2].

You can delete the current extension by pressing [3] if y
don'’t need it.
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Setting the Incomplete Call Handling
Status

Subscriber's Incomplete calls are calls which are unanswered or for
Main Command Menu which the line is busy. The Incomplete Call Handling
status can be set to record a message from the caller,

@ transfer the caller to a covering extension, page the

Automated mailbox’s owner by intercom, notify the mailbox’s
Age;ﬁas”t owner via beeper, transfer the caller to the operator, or
| let the caller try another extension. You may enable as
‘ ‘ d’ many features as you may need among the six.
Call Covering Message  Incomplete . .
Transfer Extension Reception Handling 1 Log inthe main command menu

Status Setting Mode Status
Pres@® for Automated Attendant status.

|
@ é 3 pPresd to set the Incomplete Call Handlin

Leave Covering Intercom Beeper Operator Returnto

Message  Ext. Paging Transfer A.A. Service
Transfer Top Menu Status .

Enabling Leaving a Message Status

» The Intercom Paging feature is
available only if your company 1 Presslil}.
is using a Panasonic KX-TD

series telephone system. * The VPS tells you the current status.

<
Q.
g
2
£
5

2 pPress@® to change orl@ to accept
(enable/disable).

Enabling Covering Extension Transfer
Status
1 press@.

» The VPS tells you the current status.

2 Press@® to change orl@ to accept
(enable/disable).

Enabling Intercom Paging Status
1 Pressid.
* The VPS tells you the current status.

2 pPress@® to change orl@ to accept
(enable/disable).
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Setting the Incomplete Call Handling
Status

Enabling Beeper Access Status
1 Presi@.

* The VPS tells you the current status.

2 Press@® to change orf@ to accept
(enable/disable).

Enabling Operator Transfer Status
1 Presd®.

* The VPS tells you the current status.

2 Press@® to change orf@ to accept
(enable/disable).

Returning to Top Menu Automated
Attendant Service Status

1 pressi®.

* The VPS tells you the current status.

o
=
&
x
8
T
=

2 pPress@® to change orl@ to accept
(enable/disable).
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Setting the Message Reception Mode

Subscriber's If you are not available to answer calls, those calls are
Main Command Menu treated according to the Incomplete Call Handling
Status setting. When callers decide to leave messages

‘ ‘ ‘ ‘ [J: ‘ in your mailbox, you can specify whether callers are
2R G * . . . .
SRBRE (5) () directed to your regular mailbox or your interview

Automated

Attendant mailbox.

Status

S e &

Call Covering Message Incomplete
Transfer Extension Reception Handling
Status Setting Mode Status

Goto
Step 4

» To use an interview mailbox,
you must have the System
Manager assign an interview
mailbox number beforehand.

1 Log inthe main command menu
2 Presd for Automated Attendant status.
3 Pressi# to set the message reception mode.

4 pressE® to change the current setting to t
other (interview mode/message recordi

mode).
<
Q.
o
S
g
©
Tip
Step 4 —
You can press [2] to accept the current setting.
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Recording Personal Greetings

Subscriber's After reaching your mailbox, callers will hear your
Main Command Menu personal greeting messages first. You will record three
kinds of the personal greetings; (1) No Answer Greet-
@) 5) ing, (2) Busy Greeting and (3) After Hours Greeting.

Mailbox The VPS plays one of them as appropriate by each
Management Ca"

1 Log inthe main command menu
Ch6 C C
ange 1
o o i 2 Presd@ for Mailbox Management.
Greeting Name List .
sing 3 Pressiil] to record a personal greeting.
Goto
Step 4 4 pressE® — @ to change the greeting.
*The VPS tells you the current personal
greeting (if it exists).
=4 Note: :
& It is helpful to include a 5 Pressi® to record a greeting.
] statement of your answering 6 Recordyour greeting and pres@®.
I8 telephone number with the
8l exchange name or normal { Press to accept.
code in the greeting message. ) .
A greeting message begins 8 confirm your setting and pre§# to accept.
within 3 seconds of answer-
ing, of paytone ceasing, or of
answering ceasing, as appro- Tip
priate.
Step 4 —

No answer greeting

Busy greeting
After hours greeting

Step 7 —

Review

Accept

Record a new one
Add

Erase and exit

Step 8 —
You can erase the greeting by pressing [3].
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Changing Your Password

Subscriber's You have the option of assigning a password to your
Main Command Menu mailbox to prevent someone else accessing it to receive
Subscriber’s Service. A password should be no longer
than eight digits and the valid keys are from ‘0’ to ‘9".

* ; i
@ 6 You can change it at any time.

Mailbox
Management

I
D @ o O

Change Change  Change Group
Personal Password Owner's Distribution
Greeting H Name List

H Setting

Go- to
Step 4

» For your password, avoid setting
it to obvious combinations of
numbers.

» If you forget your password,
have your System Manager
delete it, then you can assign a
new one.

1

a b~ wdN

Log inthe main command menu
Pressiil for Mailbox Management.
PressiA to change the password.
Presslil} to set the mailbox password.
Enterthe passwordand E3.

* The VPS tells you the password.
Pressi@& to accept.

<
Q.
g
2
£
5




Recording Your Name

Subscriber's This recording is played for callers who have reached
Main Command Menu your mailbox. This assures them that they are in the
right mailbox. In addition, when a caller is specifying
the mailbox by entering first three or four letters of the

1) 23« 6) (* , . :
L2 E) QMmbOX owner’s last name, the VPS will announce a series of
Management the recorded names among which they can select.

é 1 Log inthe main command menu
1 2 4

Change  Change Change Group i
Change ge  Change  Srawp 2 pPressl for Mailbox Management.
Greeting Name List

H Setting 3

Pres¥EB to record the owner’s name.
Go-to
Step 4 4 pressE® to record a new one.

» Record the name by which most 5 Recordyour name and pres$ill.

people know you.
* The VPS tells you the owner’s name.
» If a name has been already

recorded, the VPS plays the 6 Pressi@ to accept.

recording for you. You can then

make a new recording.

o
=
&

x

8

T

=

Tip
Step 4 —
You can accept the current owner’s name by pressing [2
You can erase the name by pressing [3].
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Entry of Personal Group Distribution
Lists

Subscriber's

Main Command Menu

L @AW

Mailbox
Management

6

A Personal Group Distribution List is used in Mes-
sage Delivery and Message Transfer to send the same
message to several mailboxes with a single operation.

Up to four lists can be maintained at the same time,

I
D @ 3 O

Change
Personal
Greeting

Change Change
Password ~ Owner's
Name

Change
Group
Name

@ o

Add Delete
Members Members

Go- to
Step 6

*)and each list can contain up to twenty members.
1 Log inthe main command menu
2 pPressB for Mailbox Management.
Dis(?[ri?’:l;zon 3 Press to set the group distribution list.
Seiﬂng 4 Enterthe group number (1 — 4)
cowNo. 5 pressil to add members to the list.
6 Enterthe mailbox numberto be added.
Rediew [ pressiA to add the number. §
8 Press@ to end adding members. ;
g
S
Tip
Step 7 —

You can change the number by pressing [1].

You can end adding members by pressing [

Step 8 —

You can continue adding members by pressing [1].
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Recording the Names of Personal Group
Distribution Lists

Subscriber's The VPS will play the recording for you when you
Main Command Menu specify a personal group distribution list. Then you
assure that it is the right one.
* . .
@Mailbox 6 1 Log inthe main command menu
Management
I 2 pPressB for Mailbox Management.

‘ ‘ ‘ é 3 Pressi to set the group distribution list.

h ch Ch G

Igerggr?; Proood  Owners Disribwion 4+ Enterthe group number (1 — 4)

Greeting Name List

Sei“”g 5 Pressl® to record the group name.
aopNo. O Recordthe nameand pres@®.
| [ Pressi@ to accept.
Iy Change Add Delete Review
= Group  Members Members List
Il Name
x -
§ Go:to
g Step 6
Tip
Step 5, 6 —

If a group name is already recorded, press [1] to chande
this name, then record the new one.

Step 7 —

You can erase the name by pressing [3].
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Deleting from Personal Group Distribution
Lists

Subscriber's 1 Log inthe main command menu
Main Command Menu )
2 Presd@ for Mailbox Management.
@) 6) (x 3 PressE to set the group distribution list.
Mailbox
Management 4 Enterthe group number (1 —4)
‘ I 5 Pressi# to delete members from the list.
o
Change Change Change  Group 6 Press@ to delete a member.
Personal Password Owner's Distribution
! N L .
Greetng M sumg [ PressEB to delete the mailbox.
Group No.
o
Change  Add Delete  Review 5
Group  Members  Members List =
Name - o]
Go-to p
Step 6 g
©
Tip
Step 6 —
You can delete all members by pressing [1].
Step 7 —
You can keep the mailbox and play the next mailbox b
pressing [2].
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Message Waiting Lamp Notification
Setting

Subscriber's The VPS illuminates the message waiting lamp of
Main Command Menu your extension when a new message is recorded in
your mailbox.
D2 B3M@Wae * . .
@ g 1 Log inthe main command menu
Features
2 PressE@ for Other Features.
3 PressB to set Message Waiting Notifica-
tion
Interview Message External '
M.B. Waiting Message .
Manegement  Notificetion  Dellvery 4 press@® to change the Message Waiting
l 0 Lamp Notification Status.
6 5 Press@® to change the Message Waiting
et ] Lamp Notification Status, o to accept
Lamp Status It.
Sta_tus
Go:to
Step 5

o
=
&
x
8
T
=
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Setting Notification by Calling

Subscriber's The VPS calls the preset telephone or beeper when a
Main Command Menu new message is recorded in your mailbox. Set the fol-
lowing three parameters as appropriate.

@ é The VPS can notify your beeper with the callback

Other
Features number of the party who left the message. For this
| feature to work, the telephone number stored on the

VPS for your beeper must include the beeper display

command.

Interview Message Externa
M.B. Waiting Message . .
Management Nog;;ggon peivey - Setting Device Status

For each device, the naotification is enabled, disabled

‘ é or enabled on the preset schedule.
Change Change Assgn  |f you want to enable it on the schedule, contact

Device Tel. No. .
Lamp Status System Administrator as you are not allowed to
Status |
Davienio the schedule by yourself.

6 1-3 same ashe Message Waiting Lamp Status

Schedule  Continuously Do not use

dnies xoq|e N

4 pressA to set the device status.
5 Enterthe device number

6 Pressll — BB to select the status.

Tip
Step 6 —
Schedule (enabled on the schedule)
Continuously (enabled whole day)
Do not use (disabled whole day)
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Setting Notification by Calling

> You must have your SystemNptijfication Number Assignment

Manager authorize the use of
the Callback Number Entry Yoy can set the telephone or beeper numbers where
Mode beforehand. . . e .
you wish to receive notification calls up to three. You
can use the keys ‘0’ to ‘9’, a tone/pulse switch.

Subscriber's N
Main Command Menu 1-3 sameas thMessage Waiting Lamp Status
4 pressi to assign the telephone number.
DO ® |
Other 5 Press@® to change the first telephone
Features
I number, @ to change the second telephone
number, @ to change the third telephone
; ‘ number.
6
| i M Externa
T Ve pXemd Presslil} to set the telephone number.
Management ~ Notification  Delivery
N Seiting [ Enterthe telephone number
=]
2 C é 8 PresdA to accept.
Ch Ass ‘g
= MW Device TeIS?Ngg. O selectl® to be notified by telephone
= S Stes : by a beeper.
Goto
Step 5
Tip
Step 8 —
Change the telephone number
Accept
Review

Add more digits

Insert a pause

B Set dial mode

Insert a wait for dial tone

B Insert a beeper display command
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Setting Answer Lengths for the Interview
Mailbox

Subscriber's

Main Command Menu

DDEDE @ ®

Other

Features
—
o o ®
Interview Message External
M.B. Waiting Message
Management ~ Notification  Delivery
Setting
l
D 8
Record Answer Erase
Question Length Question
Go- to
Step 5

» Every Subscriber can maintain
an interview mailbox. Be sure
to have your System Manager
assign an interview mailbox

number.

An Interview Mailbox plays prerecorded questions to
callers and records their answers. You can record up to
ten questions and set the answer lengths from four to
thirty-two seconds. The answers are recorded in a
string and stored in your mailbox.

1 Log inthe main command menu
Pressl@ for Other Features.

2

3 Pressll® for Interview Mailbox Manage-
ment.

4

PressiA to set the answer length.

* The VPS plays the question No.1 if it h
been recorded.

5 Pressl® to set or change the length of qu
tion No. 1.

* The VPS plays the length if it has been sq

dnies xoq|eiA

(@)

Pressiil to change the length.

Presslil} for 4 seconds for 8 seconds,

for 16 seconds 8 for 32 seconds.

* The VPS plays the length that you have |
entered.

8 Accept the length by pressifi@.

* Then, the VPS plays the next question if it
has been recorded.

\l

9 Repeat steps 5 — 8.

Tip
Step 5 —
You can go to the next question by pressing [2] and to tH
previous question by pressing [3].
You can jump to the desired question by pressing [4], theg
the question number and [#].

11

=)
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Recording Questions for the Interview
Mailbox

Subscriber's

Main Command Menu

DDODE@®

Other
Features
—
o O
Interview Message Externa
M.B. Waiting Message
Management  Notification  Delivery
Setting
O o ©
Record Answer Erase
Question Length Question
Go- to
Step 5

Log inthe main command menu
Pressl® for Other Features.

Pressl® for Interview Mailbox Manage-
ment.

S wWw N -

Presslil} to record questions.

* The VPS plays the question.

ol

Presslil} to record question No. 1.

6 Recordthe questionand presd@ to end
recording.

[ Press@ to accept the question.
* The VPS plays the next question.

8 Repeat steps 6 — 8.

Tip
Step 5 —
You can go to the next question by pressing [2] and to th
previous question by pressing [3].
You can jump to the desired question by pressing [4], the
the question number and [#].
Step 7 —
Review
Accept
Record a new one
Add
Erase and exit

1%

=)
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Erasing Questions from the Interview
Mailbox

Main

Subscriber's
Command Menu

DDEODE@®

o

Other
Features
—_—
@

Interview Message Externa
M.B. Waiting Message
Management ~ Notification  Delivery
Setting
D @ 6
Record Answer Erase
Question Length Question
Go- to
Step 5

Log inthe main command menu
Pressl@ for Other Features.

Pressll® for Interview Mailbox Manage-
ment.

S WN -

Pressi to erase the question.

* The VPS plays question No. 1.

5 Pressi® to erase question No. 1.
* The VPS plays the next question.

6 Repeat step 5.

<
Q.
g
2
£
5

Tip
Step 5 —
You can go to the next question by pressing [2] and to tH
previous question by pressing [3].
You can jump to the desired question by pressing [4], thd
the question number and [#].

1%

=)
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Entering a Mailbox

(I)Name

Y

| RECORD MESSAGES|

>| Mailbox No.

NS

M ailbox No.

NS

Passwor d |

MAIN COMMAND

Receive message
Deliver message [—
Check mailbox N
distribution

For Automated

>(1) Receive

Repeat

Previous

Next

Erase

Reply

Rewind

(6] Fast Forward

Transfer

8 Scan

(Help Menu

Deliver

Enter the mailbox number.

Record message
Add Mailbox
Review Mailing List

:> Check Mailbox Distribution

Status

Play the message

Play previous message
Play next message

3 Cancel

:\’> Automated Attendant Status

Set Call Transfer Status

(2) Set Covering Extension

Set Message Reception Mode

Set Incomplete Call Handling
Status

:\,> Mailbox M anagement

Record Personal Greetings
Set Password

Enter Owner's Name

Set Group Distribution Lists

Attendant Satus
For Mailbox
Management
Other features
End this call

Be @ § BN

;(>@ Other Features

Set Interview Mailbox

(2] Set Message Waiting Notifica-
tion

Set External Delivery Message




i> (1)call Transfer Status

Call Blocking
Call Screening
Intercom Paging
— Beeper Access
All disable

ﬁ Incomplete Call Handling Status

Leaving a Message
Covering Extension
Intercom Paging
Beeper Access
Operator

(6] Returnto A.A. Service Top Menu

j> Personal Greetings

No Answer
Busy
After Hours

> (1) Interview Mailbox Management

Record Question
Set Answer Length
Erase Question

Note:

« Press &3 at any time to exit the menu.

« Press [@ to have the Help menu.

« If you have to hang up before the prompt is
finished, press E3 ). Then hang up the

phone.

*ekxk Service Access Commands *xxkx

> M essage Notification

Message Waiting Lamp
Device Status
Assign Telephone Numbers

> External M essage Delivery

Record message
Check delivery status
Set amailing list

Commands
ABC DEF
1 2 3
#1 #D
Dialing by Department
Name Dialing
GHI JKL MNO
4 5 6
#l #M
Login Voice Mail
PRS TUV WXY
7 8 9
#R Restart #T #X
(Main Menu) Transfer Exit
* 0 #
*
Backup
Schedule

Continuously
Do not use
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