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Feature Overview

In today’s business world, fixed-mobile convergence (FMC) isn’'t a luxury — it's a
necessity. With more and more employees working out of the office, it's
becoming increasingly difficult for customers and colleagues to reach these
remote workers given the number of different devices and numbers (mobile,
office, home) they may be using. In such a disjointed environment, there is a
need for a solution that makes communications as seamless as possible —
whether an employee is working from the office, on the road or at home.

The Unified Messaging feature allows users to access their voicemails and faxes
via multiple options beyond direct phone access. This enables users to be on
the go, not in the office but have their finger on the pulse of their business at all
times. Voice messages and fax messages can be retrieved for playback/viewing
or download via My Messages on the MyPhone dashboard, or via email with
copies sent to any email address. Voicemails are sent in.WAYV format, while
Faxes are .TIFF.

Additionally, if you just want a notification that a message was received,
notifications can be sent to your cell phone via text or email. This allows users to
be mobile and also have real time access to their voicemails and faxes as if they
were in the office.

NEW FUNCTIONALITY ACCESSIBILE VIA VOICE PORTAL ONLY

As part of the recent BroadCloud upgrades, the Extended Away greeting is now
available to users in the Voice Portal. This greeting type disables the ability for
a caller to leave a message. It is useful as an announcement only greeting,
including the following scenarios:

e User who are on extended leave or vacation and do not want to fill their
mailboxes

e An employee hotline for information concerning an office schedule
(inclement weather)

e Aninstructional message option for use by an Auto Attendant

Additionally, when listening to a message, users now have the ability to play the
previous message (pressing “4”) or to skip to the next message (pressing “6”).

©2015 BroadSoft, Inc. Page 5
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1 Feature Prerequisites
Before the Unified Messaging feature can be used the following conditions must
be met:

e At least one inbound number must be available to be assigned to a
Premium User Station, Standard User Station, Hosted Square Key
Station, or Hosted PRI User.

e |If Fax Messaging is desired, an available inbound or two way number
must be available to be assigned as a Fax number to each fax user.

2 Using Unified Messaging

Once at least one inbound or two-way number and station has been assigned in
the My Site dashboard and the User has configured the Unified Messaging
feature in the My Phone dashboard, the Unified Messaging feature is ready for
use.

The following sections describe how to configure the Unified Messaging feature.

3 Feature Setup
To use this service, log into to My Account, and then simply follow the steps
detailed below.

3.1 Administrative Setup

3.1.1 Go to My Site and select the appropriate Site to configure

Home Profile | Orders  Account Admen |RENESIEE Call Recording | My Reports

Weicome ‘.'(u;!-:r Aucho!
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3.1.2 Go to User Features

Home | Profile  Orders Account Admin |REVESEEE Call Recording . My Reports

Eruption Audio

- Man
Select a Sit
‘"—o 3366 Janks Ave Panama City FL 32405-4218
\

Weicome Ervption Aude!

@ Paoae Assgrmwal & Device Managom [} Sie Services 3 User Feateros o Call Wstory s Motasa

14t Man

Sedect the User Features tak

‘0 My Site
Choose from the quick links below or click on the tabs above to manage your service

B Addodity Users @& Set Up Awo Antendant X Share a Line & Sot Business Houn

3.1.3 Select the Unified Messaging Tab

Unified Messaging

Click on the row 1o ew/configure voice messaging foe that number

Search
First Name

oro

John

sikk)

Last Name Phone Number Extension
o 2123901135 135
dos 2123301136 136
who 2125413101 3
phn 2125413100 3100
jack 2125413102 310m
Page 1 oft {o8 RecordsperPage 10 ~ ¥ Cloar Fitnes Displaying 1-5 45
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3.1.4 Configure the Unified Messaging Preferences — Voice
Messaging

Voice Messaging

t when the voicemail function
* On (busy and unanswered calls go to voicemail) hen the voicemail functior

should be active or deactivated

Always (all calls go directly to voicemail)
Off (no voscemail)

Fax Messaging 8
On

« Of
Phone Number:

Extension:

Message Storage
* System Mailbox

~" Message waiting indicator on phone
External Mailbox

Additional Settings
Get notified when new message is recenved via

©2015 BroadSoft, Inc. Page 8
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3.1.5 Configure the Unified Messaging Preferences — Fax Messaging

Voice Messaging
On (busy and unanswered calls go to voicemail)

Abwrays (all calls go dwecthy to voicemal)

Off {0 voicemail)

Fax Messaging
On Enable or disable Fax Messaging

using the radio buttons

Off
Phone Number:

Extension:

Message Storage
System Mailbox

«" Message waiting indicatar on phane

Extemal Mailbox

Additional Settings
Get notiied when new message is receved via

-

il

©2015 BroadSoft, Inc.
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Fax Messaging
* 0On

Off
Phone Number:

ToTTTII U

8505559133
gols559128
8505559149
8505559154
8505559157
8505559153
8505551231
8505551232
8505551233
9189990101
3505559145
8505559151 .

Select a number to receive inbound faxes for the
user. Avallable numbers are in the drop down list

L]
firn

L T~

Fax Messaging
* On

Off

Phone Number:

:.312.:{1 E _,.-"'"'- Assign an Extension for the fax number

Extension: /
151
Click Save to enable changes

-

3.1.6 Configure the Unified Messaging Preferences — Message

Storage and Additional Settings

©2015 BroadSoft, Inc.
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VOIEE MEsEagyg
Fax Messaging

Message Storage
+ System Mailbox

It System Mailbox is selected then your messages can

be accesses via the phone or portal. If External Mailbox

+" Message waiting indicator on phone is selected then all of your messages will be sent asa
fibe im waw [woicemall) or A [fax) format to the email
External Mailbox address entered below

Additional Settings To be notified that you have a

Get notified when new mesSsage IS MECEVE] i s——————— message (fax or voicemail) via a
text oF emall alert, check this box

Send a copy of all new message to another email address

Transfer on VOV to phone number

Additional Settings
+" Get notified when new message is received via If notification is to be by Text, enter the

cell phone number and select the
s / wireless provider from the drop-down

| —

AT&T Wireless
T-Mobile

Venzon Wireless
Sprint (Nexttel)

©2015 BroadSoft, Inc. Page 11
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Additional Settings

" Get notified when new message is received via

Text to cell

To be notified that you have a message via a email

. alert, select Email and enter the email address
* Emall <

user@domain|

Send a copy of all new message to another email address

To Send a copy of your messages
(both fax and voicemail) to an

‘___—-—'_"— email address, check the box and
enter your email address
Transfer on YOV to phone number: \o

To specify a number where callers can transfer from voicemail
by dialing the ‘0’ key, checkthe box and enter the number

3.1.7 Number of Rings and Greeting Upload (Optional)

Greetings
Number of rings before playing greeting: “ Selectthe number of rin
the voicemail greeting is p
Busy: “ selectthe type of message the callerwill hear when your
System phone line is busy. You can select either a system
generated message or upload a personal one
Personal
No Answer:
System Select the type of message the caller will hear when
ysten e ¥OUr phone lineis busy. You can select eithera system
Personal generated message or upload a personal one

Note: Uploading a Voicemail Greeting requires a user defined file formatted as
CCITT u-Law 8,000 kHz, 8 bit Mono .WAV file.

3.2 End User Setup

The Unified Messaging feature is automatically available to all Premium User,
and feature control is located in the My Phone dashboard.

©2015 BroadSoft, Inc. Page 12
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3.2.1 Loginto My Phone

Lisermame:;

Password:
Forgot Usemame? Forgot Password?

Language - English (United States) Change

3.2.2 Go to My Messages tab

dtaanad_Lineage - Faglish (Uit Stae) ) Pl ) Soppert ) See Ot

SIEBTTISE R

(&% broadcloud == My Phone
| My Rules | My Numbers

Welcome to the BroadCloud User Dashboard

Thes 508 200a3 yOu AU SCCESS 100 YOUT EUONN DRONE SHOVICE SETINGE, BIOWING pOu 12 Cutioonie yOur SHrvice 10 11 YOUr Seess. The 500 5 142 Out Wil Comenent 0L Mowrg
Fou D 0B TAgE0e 10 e Deared fearire

My Messages — Make sure YOU 984 J0UF MesSIpes. tegardiess of your Iocanon. Sy seectng © b notfes of messages va Wt or &MaN. OF SVen NG WOk M Mmesssages
i By emal 00NN yOU CAN SNRUTR pOU iy N Lot

My Features — Access 1o veer fedtres the Cal Formaraing, Ca Watng and Anpwhese. Cick on s 50 1D cOvVane'deacovate hese faatures. 3¢ wed 33 erter desred nummbens
WIREH £30% 20 D TONITRT DaSea 0N yOUr POZSCOal Feeds

My Rules — Selecied ¢3§ handing Sased on Hhe phome namter of e pe<son Caling. the time of 2ay. of S0 By cOmDINNG MUtTie COMmOn featres M0 I 808y 3 Use riertace.
YOU L3N CIOMI0 LINOUR SOMINS 12 NANGENG Caks NOM hoy Pecpie.

My Numbers — An 035y 10 Use Inveriory Of NEmSens It T30 be seiectied £ feaiure J5DgRments. Sy 08Ny your (ol ghone. SOMe DRONE, OF 37y SEher DHoNe Mumbe:. you wil De
30 10 ST TGO NUMDENS NEN MANINAY OuT VAR0uS lea0es

My Call History — A Quck vw Gf recent Cals. wethet thary were made Dy poicl INTARred Sy you, or mssed atogethe: The Mtng prowioes detals of ihe caledaling party. 28 wed
35 3 SMQIe ChCK 10 031 COOBON 10 11306 3 Lk MOM yOUr Osh SHONG 10 T PUTDS NI

3.2.3 View Messages and Faxes

©2015 BroadSoft, Inc. Page 13
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| Home | My Messages | My Features | My Rules | My Numbers | My Call History

You have no new messages and 4 saved messages.
Selact 3 voie message from the grd, then ciick play when ready. OR Doubiks

Urgent Confidential Caller Mumbser Caler Mo Coll Db = Call Tame P
2014455554 ADAPTION TECH Pl Ot 10 204 Lol 3 P r
2014455554 ADAFTION TECH  Fn Oct 10 2014 BE10 P )
SLBETYRNT BOAPFTATION T Fr Ot 10 2004 L:NE:50 P
SLBETTS439 ADEFTION TEC Fri Ot LD 2004 4TS P '

3.2.4 Listen to Voice Messages

You have no new messages and 4 saved messages. -
ADAPTATION TECH (9188775967) on Fri Oct 10 2014 at 1:35: pm B “ Hitthe Play

\ button
N’

Urgent Confidential Caber Number Caller Name Call Date ~ Call Time Fax
2814653354 ADAPTION TECH  Fri Oct 10 2014 v
2814653354 ADAPTION TECH  Fri Oct 10 2014 1:21:30 PM 4
lect Voi
9188775967 ADAPTATION T Fri Oct 10 2014 1.35.50 PM Select Voice
- Message, 1twill
9188774439 ADAPTION TEC Fri Oct 10 2014 2:47:56 PM highlight tha line.

Note — listening to a voicemail in My Phone does not reset the message waiting indicator
light on that user’s desk phone.

3.2.5 Download Selected Voice or Fax Messages

| Home | My Messages | My Features | My Rules | My Numbers | My Call History

—
You have no ne'w Messages and 4 saved messages.
a0 ADAPTATION TECH (18877596T) on Fri Oct 10 2014 at 1:35: pn > [ Settegs |

Hit Dowenload

Lisgent Confidersal

Caller Mame Call Ciste Fax
ADAFTION TECH  Fi Ot 10 2014 ’
ADAPTION TECH  Pri Oct 10 2004 o 4 Chack tha bos for the
- mesEge|s] you want to
ADAPTATION T, Fri Oct 10 2034 £ Aowwn load.
1BETIHIS ADAFTION TEC Fri Oct 10 2014 - W

As this is a shared storage area for voicemails and faxes, Users should be aware
that the combined storage limit is approximately 35Mb. This equates to about
100 voicemail minutes or around 100 ten page faxes. Users should be judicious
about archiving important voicemails and faxes to their network storage areas by
using the Download Selected option on the right side of the My Messages area.

©2015 BroadSoft, Inc. Page 14
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Once Users have successfully archived their voicemails and faxes, they should
be deleted from the My Messages area to conserve space.

Other useful information regarding the BroadCloud PBX system wide voicemail
limits: (These are hard limits and cannot be changed within BroadCloud PBX.)

Time that Voicemails and Faxes can be stored in your mailbox Unlimited
Longest Voicemail greeting that a User can record 4 minutes
Longest Voicemail message that can be recorded 10 minutes

Downloading messages will follow your default computer/browser settings and
either save or open the default application for .wav files (voice messages) or .tiff
(fax messages).

3.2.6 Delete Selected Voice or Fax Messages

| Home | My Messages | My Features | My Rules | My Numbers | My Call History

.
You have no new messages and 4 saved messages.
E ADAPTATION TECH (9183775967 F 110 2014 at 1:35 pr - —— —
0 rm |
Uegent Confdantal Caller Humber Caller Mame Call Dot = Call Tame Fax
2BLHE5T15H ADAFTION TECH  Fr Oct 10 2014 1:08:75 PH *

4 Check the box for the
meseage|s] you wani to

Fo i b ADAPTION TECH P Ot 10 2014 Lidl:30 PH '
91B8TISHET ADAFTATION T. Fri Qi 1D 2034 1:35:50 PH

9188739 ADAPTION TEC Fri Oct 10 2014 2147158 PH o+

download,

3.2.7 Refresh List of Messages

| Home | My Messages | My Features | My Rules | My Numbers | My Call History

Yau have o new messapes and 4 saved meEssages,
L

v Corfidential Caler Number Callar Mame Call Dt = Call Time LT
54653354 ADAPTIONTECH  FriQet I0 3004  1:08:39 M .
28L4E53T54 ADAFTIONTECH  FriOct 102004  1:21:30 PM o

918877596 ADAFTATIONT. FriOct102004 L35S0 FM @

S1BATTH4TS ADAFTION TEC.  PriOct 102004 2147056 PM o -

Refreshing updates the list of messages to show recent messages that have
been added to your message box.

©2015 BroadSoft, Inc. Page 15
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3.2.8 Configure the Unified Messaging Preferences

9188777583 Configuration X

Voice Messaging: @ On (busy and unanswered ¢

115 Q0 T vOCemai | = ]

Always (all calls go directly to woitemail)

-+ 4 Selact ona option for valce

Off (no voicemail messaging: On, Alwaye, or OFf

Fax Messaging: @ O J Select sithar On or OFf for fax messaging. This will only be
if your station has been configured by your
Off adrinistrator for Fax Messaging

Phomne Number

Extension

# Select either System Storage or Externa

storage for your voics ges.

Message Storage: @ System Mallbox

¥| Message waiting indicator on
- Chack box to anable Massags Waiting
Extarmal Mailbox Motification on wour phone

if External Mailbow is chosam

enter Ermail sddrass
it Save

Additional Gat notified when new message is recei -
Settings: © email notification when you
receive avoice or fax meisage

number and carrier to receive a text
notification or anter an Emall address to
v& an email notification

Send a copy of all new messages to another ema .

if you wish to receive a copy of the
email in a .wav format, check the
box and enter an amall addrass

| Transfier on 0" | Hix ox to callar to transfar out
o " gf vaice mail to the entered
riumbar.
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3.2.9 Number of Rings and Greeting Upload (Optional)

Greetings 1 ) Entera number of rings
* after which callers will be
Number of rings before playing greeting: sent to your valoe mail

. Salect aither the System (default) or Personal
Busy: @ System Personal -~ ¥
Y ¥t 2 “stomized) greeting your callers will hearwhen
“writering your voice mail when your line is busy. If
Personal Is chosen, upload a file.

Mo Answer: @ System Personal 3_./ Select either the System [default) or
Parsonal [customized) greating your

callers will hear when entering your
voice mail when don't answer. If
Personal is chosen, upload a file.

Note: Uploading a Voicemail Greeting requires a user defined file
formatted as CCITT u-Law 8,000 kHz, 8 bit Mono WAV file.
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