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VoiceWorks

System Overview 1.1

General Description

VolcaWorks [s a stand-alone aute attendant and voice mail system that can be conflg-
ured for 2 to & ports with diferent voice storage optiona. It ig housed in 2 metal case
that is wall mounted in the telephone equioment room. The system consisis of a cabi-
net which houses up to 4 station cards and slots for 1 or 2 memory madules and s
pawered by an extemal pewar transformer

Programming of the system can be dene Irom any telephone by draling VeiceWarks
directly, then sntering the app ropriate passward and a eerlas of touchtone com-
mends. VoiceWorks' built-in veige prampls walk the programmer through all system
programming on a prompted, step-py-step basis

Recording of system ennounsemants, prompts or diractory names are also done
through the phone, VoiceWarks' anncuncements are unlimited in numbear and can be
of any length (within total mernery limits)

Announcémants snd mame enanges, or alher day-io-day opsrations arg acoom-
plished via an administratar's password. All sthar, more permanent, pregramming
can be accessed only by a higher level, pregrammer’s password.

Auto Attendant Features

VaiceWarks containg an autemated attendant that pravides tradiional automatlc an-
swerng of incaming calis, presentation of choices to the caller, and connactian to ax-
tensions based on those cholces,

The systary's call routing foflows a branch concept wheredy the caller s reuted
through a series of branchas to the extension he wighes to reach, He moves from
branch te branch by selecting a number o name presentad in an anrouncemant.

Call routing can contain up to & levels of branches with &ach tzranch at each level ca-
pable of advancing io up to B mors sub-tranches (total branches not to excesd 40).
Basad on the phonepad responses, a callsr is routed slang 2 path from branch 1o
braneh 14 & preset extension or axtensions, an alphabetic direstory, a deparimant di-
rectory, of anather branch for further chaiues.

Yoice Mail Features

YoioaWerks, in conjunction with aute atiendant, will have designated busy andior o
answer stations rerouted to their cerrespanding mailpoxes or other extensions aulo-
matically,

A caller wha has manually input a mallber number or who has been radirected by tha
auta attendant will hear the user's persaniil greeting sueh as “Hi, thisz is Jehn Jones,
I'rm sither on the phone ar away from my desk, please leave me= a message al the
tone.” After the message has been left, T 2 caler will hear another prampt such as
T reach an operator press O, or if finishe d prass © and hang up.”

A mallbox user, using a personal password to enter hig mailbox, will be played the
mumber of new and old messages curmently in hig mallbox and then played all mes-
sages starting with the oldest new messaje left,

The user can executes the following optiars during &r at the and of gach message:
pauss, save, delste, reply to sender, back-up, hear time & date stamp, or move the
measage to another mailtex with or without an Introduction, or leave & message in
ancther mailbox. Mote: Feply to sender will eperate anly if the massage was left by
anather user who has logged into his maitaox,
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VaoiceWorks

System Overview 1.2

Voice Mail Features
(continued)

allow authorized individuals fo "breadeast” 2 message to soveral
mambars' malbaxes at one time, Even though a group mallbox can hawe many mam-
bers, @ group message only uses memary lorage as one message.

i can be assigned when messagas received raquire thal
sevaral extermnal pagers be netified,

|nfermation Mailbawes can be created ta pravide only information to outside catlars.

& mailbox user can ales contrel many mailbox lunctions ance his pagsword hags been
gntered: Aecord, delete or hear his parsonal greeting; hear or enter a naw password,
hear add, &¢ talets members from a group mailbox; aad or delels his pager numbe?

The system can have up to E00 indiidual maitbexes plus up to 16 group maibaxes.
Each malibox can have a maximum of B4 messages.

Administrator
Frogramming

Once the installer has complated installation, the administrator's password is used bo
gain access to VelceWorks and make the gesired shanges, VoiceWerks can be pro-
grammed by dialing it fram an axtension o remately from your hame or another office.
When VeicaWorks answars, input the adrinistrator's passward during the main grest-
ing ar "Enter Password” prempt. VoteaWnrks will respond with "Enter Function”.

Refor to Seation 2 for the programming funciions that the administrator's password
Can actess.

Power Indicator

The pewer LED (located on the bottam of the unit) is lit when power is being applied
o the system. Sheuld power be interrupted, VoiceWorks will take a 30 secands 1o re-
start and begn processing calls, The sysiem clock will ned be aHected by a powar
outage,
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VeaiceWorks

System Administration 2.1

Administrator's
Responsibilities

The systam administratar's duties may include:

s Maintain employee directory (if used)

o fasign/Delete mailboxes

« Re-record prompts

« Administer manual change of Day/Might Made (if requirad)
» Train new employess of the system's operation

Learn the System— to be able to assis! others or new emplayees, be sure o
|earn about the system's operatian, Carefully read this manual and the User
Guide. Be sure to ask any questions of the Installer.

Reo-Record Prompte= VoiceWarks has all necessary prompts pra-recorded to assist
in initial set-up.  You may wish to re-reeard some ar all of tham. The maln greeting
must be re-recorded, [F's bast ts write oLt a seript and practice.

Distribute User Guide— reproduce the wier guide and distibute It to your arganiza-
tion. It should provide enough detail for @ach user to get started. The user guide
should alzo bacome part of your new employae Kit.

Assign User Mailboxes— user mallboxss will almost always mateh their extension
number, | you have cutside amployess, assign them mallbox numbers that are oul
of the ranga of your axisting phone systern extengion numbers but within the mailoox
range et by the installer.

Assign Special Mailboxes= group and cascade paging mailboxes rumbers are pre-
set. Wark out their best use for your organization and distribute the group mailbax
numbars accardingly.

Frogramming Overview

Onge the programming mode has been entered, VolceWarks prompts and ¢onfirms
pach keystroke action with voice commards. Both data and recordings are enterad
in the same manner, using a series of keystrokas. To program VoiceWarks, dial tne
axtension that VoiceWorks is connectad 5 and enter the programming mode by dial-
ing in the appropriate pasgword during tha main greeting. Each function is pre-
grammad by entering it's specific function number and then follewing the voice
prompts,

Oince the system has baen programmed, day-to-day operalion will go largely unat-
1ended, Thare will be cocasional changes that can ba performed by tha System Ad-
ministrator using the Administrator Passwerd, These are; Re-recording of prompts,
changes to directory names and associatad data, maintaining mallboxes, manually
setting Night Mods, and setting time,

Befare attempling programming, read wach section thoroughly for a complete
understanding of the system.
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VoiceWorks

System Administration 2.2

Keypad Methodology

During pregramming the keystroke methodglogy is as followa:

# Acts as an enter key. it will alss contirm the naw or existing entry and
advange to the next pragrammng step. (In a function that allows multiple
anttias, 2% will advance to the and of the function.)

* Will baek up to the previews promist,

D04 Wil act to erase or replaca any existing entry or recarding with no entry.

1104 Wil exit programming made arnd raturn 10 1he main graeting.
111# Wil extit programming mode and disconnect.

Warning: Always use 110¢ or 1114 to exit programming mode {hang-
ing-up without exiting using 110# or 111# will require a fifteen minute

walt to re-enter the programming mode).

When a function is smtered, VoiceWarks will play one of the following:
a) the default value,
b} the existing value if pravicusly programrted,
£} “Neong" if the funclion is being programmes for the first time.

It tha funetion has rmultiple entries, VeiceVWWorks may begin with 2 command to enter
the particular exiension, eto, to be prog raramed,

At any point where a programming entry was made in errer, use the * key to bask up
to the previous prempt (if an entry has already been confirmed with #, use GO# 1o de-

lzte the entry).

The centents of any function can be played withaut being altered. Enter the tunction,
then use & 1o Advance thraugh the values without replacing them with new vaiues.

Entering Pregramming

VoloaVWorks is entered for programming by dialing one of the extensions that 1l Is con-
nected 1o, During the main greating, ente* the Administrator Password, *458# or the
new Administrator Password created by (he installer. VeiceWarks will rspand with
“Enter Function”.

From this paint all changes are pardormed by entering a particutar function and folkow-
Mg this manual and tha voice prompts from YoiceWarks,
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VoiceWorks

System Administration 2.3

Creating and Deleting
Mailboxes

Funeatien 555

User Mallboxes - A range(s) of maiboxss was created by the ingtaller during system
installation {maximum §00), The administrator 8180 can create additianal mailpoxes
or delete exiating mailbsxes from the range. Two stéps are raquirad 10 provide full
gervios for a usar mallbox:

1, The mailbax must have baen crealed
2 The user must record a persenal greeling

To create 8 user mailbox {if outside of the original ranga(s), or if the mailoex has
baen previously deleted by the administratar):

Place an Intercam call to VoiteWe ks

At the main grasting o "Enter password” prompt, enter programming by dialing
tha administrators password (L4558 or the password created by tha installar)
At the "Enter Function” prompt, input 5358

At the "Add, delete, or hear status’ prampt, input 1# to add

mput the mailsex number to be croated followed by the # key (X2X#)

It additional mailboxes are o be inoul, repeal step S abova

Onee finished adding mailooxes, a! the "Enter mailoox” prampt. input #

You will be returned to the "Add, dalete, or hear status™ prompi, input £

At the "Emter function” grompt, inpot another fupstion number to program ar
114# to axit programming and sigconnect

ra =

o m s hin bW

Once a maibox has peen craated, a use: must log into the mailbox uging the mailbox
password (nitially, the delault mailbox prepword wil be the same as the mailbox
number), and resord a persenal greeting. This will tum the mailaax on (enable it o
take mossages).

Delating User Mailbexes - Deleting 2 user mallbax denies acerss (o it by anyons
Cnee deleted, the administrater can enter programming and recraate the mailbox.

To delete a user mailbox:

1. Place an intercom call 18 VaiceWorks

2. Atthe main greeting or "Enter pasaword” prompt, snter programming by dialing
the administrator's password (124584 or the password created by tha installer)
Af the “Enter function” prompt, Input §55%

At the "Add, dotete, or hear status’ prompt, input 22 to delate

Imput the maitbox numiber to be daleted followed by the £ key L AKXE)

If additienal mailbexes are to be dielsted, rapeat step & above

Oines finlshed deleting maiibexes, at the "Enter mailbox” prampt, mput £

You will be returmad to the "Add, delete, or hear status” prempt, ingut &

At tha "Enter function” promgt, inp.t ancthar functian numbar to program or
1114 to exit pragramming and disconnect

oo oA

Mote:  Whan deleting & mailbox which slill has messages, VoiceWorks will play a
"Massages axist’ prompt and ask for corfirmation of the delelion, o cancel deletion,
If eancefled, the sdministrator can access the mailbox threugh Function 380 to handle
the messages,
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[ VoiceWorks

System Administration 2.4

Special Mailboxes

Group Mallboxes - VoiceWarks has 18 Croup Mailboxes with predefined numbers of
a0l ta 816 The Group Mailbox Owner using the group mailbox pasgwerd can record
the graating, add or delete members, or change the passward (see the User Gulde
for details). Two steps are reguired to provide full seqvies far 2 Graup Mailbox

1. The Group Mailbax Owner must resord 2 mailbgx gresting
2. The Group Mallpox Owner must prograrm the user maibox members

Broadeast Mailbox - VeiceWeris comaes with & special Group Mailbox= the
Broadeast Mailbox (3003, The Broadcast Mailbox works the same as a Group Mailbox
axcept that it cantaing every enabled user mailbox on the systam and its list of
members cannet be edited,

Cascade Paging Maitboxes—10 Gascade Paging Mailboxes (in prezet rangs 820 to
928) have been automatically creabed by the system. These can be assigned to any-
sne that redjUires additional Iavels of paging bevond the single lewe] available in all
uear mailbexes, The Cascade Paging Mailbox Owrer uging the mailuex password
can record the gresting, add or delete paging numbers, or change the passward. Two
steps are required 1o provide full service for a Cascade Paging Mallbox:

1. The Cascade Paging Mailbox Owrier must record a mailbox gresting
2. The Cascade Paging Mailbéx Ownaf must program the paging numbers

Administering Group/Cascade Paging Mailboxes - To prevent unauthorized usa,
any Group or Cascads Paging Mallbexes not assigned 1o an owner should ba deletad
fthey can be recteated later if nesded). sz the method dezcribed earlier for delating
a user mailbox to delete these mailboxes,

information Mailboxes — A ranga(s) of mailsoxes may have been craated by tha
installzr during system Instakiation. The administrater also can create additional
meilboxes or delete existing mailboxes from the range In the same manner used 1o
add or delete user mailboxes

Directary Maintainence

Funation 460

Adding And Deleting Names To The Directory & Department - |l ysing a Direclary
or Department bransh, the list of names will need to be maintained in order 1o ke=p
tha systern up-to-date. Through one programming function, the administratas can,

1. Input the extensien number

2. Record or delete the employes's name

3. Input tha thrae (3) assockated name: keys (if using a Directory branch)
4. |nput the Department number (f using a Dapartment branchisl}

To add @ name(s); Fill gyt the Directory & Mailbox Record [Section 3} end program
as follows:
1. Place an intercam call to VoleeWerks
2. Atthe main gresting or "Enter password” prompt, enter programming kb digling
the administrator's pagsword (245864 or the password created by the installer)
A, Atthe "Enter function” prompt, input 4504
4. Althe "Enter axtension” prampt, input the extension number follewed by fhe #
ey (O
Atthe "Record” prompt, press 1 and begin recording al the tora
Aker the name is completed, prass 1 1o end recording
The narme will be repeated and the administrator can either:
A Canfiren the new nama By prassing the £ key or
B. Re-record by repeating steps 5 and 6 above
8. Aher confirming the name, inpul the three azsaciated alphabetic keye
corrasponding to the name, followad by the # key (EXX#). Example:
Reaching someore by the first thres letiers of his last name. Bob Smith = T84
PRE =7 MND =& GHL= 4 (FaridarZ use key 1)

Il
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System Administration 2.5

Directary Maintainance
{continued)

9. Input the assoclated Department number (if depantments ars used) fellowed by
the # key (Xi)
10. Al the "Enter extonsian” prompl:
A limore names are to be added, repeat steps 4 thru 9 above
B, Wnomore names are ta be ndded, pross #
11. At the "Enter functien’ prempl, input ansther functicn numbar 1o program o¢
111# to exit programming and disconnect

[tems & and 3 are used to link the name to the Directory and’sr Department:
A, For Directary ONLY, press ¥ to skip step 3 abave
BE. For Depariment OMLY, press # o skip step 3 above
C. For BOTH Directory and Desanment, program steps 8 and 9 above

To dalete a namea{s): Fill aut the Recorc] (Section 3) and program as follows:
1. Cal VaiceWorks and enter programming by dialing the administratar's
password "X
Al the "Enter function” prompt, input 4604
A1 the “Enter extanalon” promot, Input the extensien number folowed by the #
key [AAXE)
Attor the existing nama is played, at the "Confirm® prompt, ingut Q02
At the "Confirm deletion® prompi, press #
If rmore names are 10 be deleted, repeat S19p6 4 thru & above
If finished, at the "Enter extension” oromgt, press
At the “Enler funclion” prompt, inpul anotner function number to pragram or
111# to exit programming and disconnert

w b

RN

Accessing Mailboxes

Function 560

May ba raguired when deleting & user mailbox whizh stil has messages, the user has
fargatian their mailbox password, or changing Group Mallbox passwords. To access
a maileos:
1, Gail VeizaWoarks and enter programming by dialing the administrators
password (2 XXX
2. Atthe "Enter function” prompt, input 3804
A Atthe "Emter mailbox” prompl, input the mailbox number followed by the # key
(M ¥} or # 1o return to the Entar Function Prompt
4,  Atthe “Gonfirm® prompt, press #
5, Use and/or program the mailbax as par the User's guide

Setting the System Clock

The system clock will maintain the comect time aven during power autages (the
system date is pre-set and reguires no changing). However, If the clack needs fo be

Funatian 375

Funolian 320 mﬂngﬁﬂ.’ . . e
1. Cal Vigice\Works 2nd enter programming by dialing the administrators
password {JGXE],
2. Atthe "Enter function™ prompk, input 220
3. The eurrent time will be played, inpiet the new lime in 12 houwr fermat followed
by the # key
{Threa or four digits must be enlersd XXX4, Example: 8124 =818)
4, Atthe *AM or FM” prompt, mput 12 for A0 or 22 for FM
5. Atthe "Enter funcfion” promgt, inpu! ancther function number to program or
111# te exit pragramiming and digconnest
Printing Reports With an oplional serlal printer connected ba the serlal perd, two repars can be printed:

& program report which includes a hard ecpy of all programmed values, and a statis-
tica repart which will detail traflie, mailbox ussge, st for the aystem. As pramptad, in-
put 1 to print a program repart, 2 for a stalistics report, or 3 to print both repans.
MNote: the statistics repart will reset all values ance the repor has been printed.

Warily that the printer is ready and the paper is aligned 2t the top of the page belore
printing.
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Re-record System Systar prompts may be re-recorded az desirad by inputting the speciic prompt
Prompts rumber. Inputing GO0 will have ali prompls played in arder (Use ¥ to advance through

the prompts ane-ty-gne]. The system prompts are:
Funetion B55

£05 Busy Prampt "That extension is busy.”

G100 Mo Answer Prompt  “That exfension doss not answer”

§4% Hold Prompt  “One mement pleass.”

20 Receiving Prompt  *You are recefing a call”

825 7 Prompt: *For the Jetters O or 2, use key number 1."

&30 Mo Mames matched Frompt  “No names maiched, one moman! please.”

B35 Leave a Message Prampt  To resch an cperator press D orfe jeave & mas-
sage begin recerding 2t the tone. Freas 1 when finished”

§40 End of Regording Prompt: "To reach an cparatar press 0, or if finished press -
and hang up”.

§45 End of Playback Frompt ¥ To Delete press 7, fo Save press 8, ta Reply press
3, fo Move this message o ahother mallbox press 8, lo Rsach another maibox
press #, or if finished press * and hong up”.

B50  Mailbex Exit Prompt:  “To reach an operator press O, to go (o the main menu
press 8, to go to enother mallbox press #, 1o enter mailBoy programming press
5, or if finished press * and hang ue "

Adrlitianal prompis may have been racoreed in the auto attendant portion such as the
Main Greeting, Directary and Department instructions for the outside caller, etc.
{referred to as 'Branch [Ds™). The installation company should have provided a list of
thega Branch |0 prompt numbers and recordings. Both Branch 1D and System
Frompts are re-recorded in the same manner.

Flace an intercom call to Valca\Warks
Al the main greeting of "Enter password” prompt, enter programmitg By digling
the administrators paseword (T4Bi or the password created by the instaiier)
At the "Enter function” prompd, input 8354
Input the Branch ID ar System prorpt number feliowsd by the & key (XXX#)
The current recording will be playad, To re-record, prass 1 2nd bagin recording
al the tane
After the recording is completad, press 112 end recording
The new recording will b2 repeated and the agministrater can either

A Confirm the new recording by pressing the & key or

B. Rereccord by repeating steps 5 and 6 above
8. It more re-recordings are required, follow steps 4 thru 7 abova
8. When finished re-recarding, press 1t
10. Al the 'Enter function' prompt, input another function number ta program or
1114 to exit programming and disconnest

I N L

o

Mote: Any gysiam prompt that bas previously been re-recorded can be erased and
automatically raturned 1o the default (pre--ecorded prompt] by inpulting 00# in step 5
abowe.

Hint: To elimingts & system prompt, recerd one second of silence in its place.
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Setting
Day/Night Mode

Functlon 425

If & night mede Main Graeting has been fecorded, the system can be programmed by
tha installer to automatically alternate betwesn the 0ay and night mode greeting at
spacific days of the week, and further, spucitic time(s) of day. Additicrally, the
system ean be manually changed between day and night made. To manually changs
setwesn day and night mode, program as follows:

1. FPlage an intercom call to VoleeWearks

2. Afthe main gresting or "Enter password” prompt, sniar programming by dialing
the administrator's password [*“a50# ot the password created by the installer)

4. Abthe “Enter function” prompl. input 4254, The systemn will play the current
status (Day, Night, Automatic)

4. Input & for Day mede, 2 far Might made, or 0 ter Autormatic followed by the #
ey (K}

5. The naw mode status will ba played. Press # to confirm

B, Atthe "Enter function’ prompt, input @ncther function number 1o program o

1112 to exit programming and disconnect

Motg: In this function, if a "0" is pragramimed in step 4 above, the system will
autsmatically follsw the daily and hourly tables programmed by the installer o
alternate batwean day and night mode.

Administrator's
Worksheet

The Warkehes! (Section 3) is designed to sccommodate applicafions using a difacto-
ry, departments and/cr mailbaxes. Complete enly the aporopriate section for your
LS.

Make several photo copigs of the blank record and il it in using a pencil to makes fu-
fure changes sasiar,
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EXT NAME KEY™ JoEpT \

for Key ABCDEFGHIJKLMNOPQRSTUVWXYZ

usenumbers2 2 2 333 4 445556 6 67 1 7 7888 99 91

" Redguired caly if Diractory Branch is used,

** Reguired anly f Depantmert Brarches are used.



