
It’s This Easy to Start!

After you type the correct URL (web address) at your
browser, the Log On page appears. Obtain the correct
web address from your system administrator.

To log on to your web-based messaging product, 
provide this information for each field:

Web Language:  Select German, French, Spanish, 
Italian, or United States English to access the web-
based application in that language. If you do not select 
a language, United States English is the default 
language.

Mailbox ID:  Type the telephone number where your
messages are delivered.

Telephone Number for Audio Playback: Type the tele-
phone number for audio playback and recording. 
You can use any phone number to playback and record
messages. If you call outside of your network, use an
outside access prefix. Special characters, such as dashes
and parentheses may be included but are ignored.
After your initial log on, the system automatically fills
in your mailbox number and the telephone number 
you want to play back messages.

Password:  This field is always blank when you log on.
Ask your system administrator for your password.
Depending on your message server, your password is 
the same one used on the telephone interface. If your
password has expired, the Log On page displays and
you can create a new one.  

Click Log On to navigate to the Main page. Or, 
press Enter.

Use these links to navigate through www.messenger. Some
features may not be available from your message server.

Inbox View your messages and identify the 
different message media types.

New Create a voice message and select different 
send options. Some message servers allow 
you to create a message subject, a text 
message, or attach a file.

Directory Access your company’s message server 
directory for telephone number references.

Lists Manage your personal address list.

Help View Online help and more information 
about using www.messenger.

Greetings The "system" greeting is set by your 
message server. You can not change the 
message of the system greeting. However, 
you can create multiple personal greetings 
to replace the system greeting set as the 
system default.

A multilingual option for greetings is 
available. Through your telephone or 
SoundCard, you can choose to listen to 
and record a greeting in English (designated
as primary), and record the same greeting 
in French or another language (designated 
as secondary). For example, press 1 on your 
telephone keypad to listen to the message 
in English and press 2 to listen to the 
message in French.

Options Change your password, audio preferences, 
or telephone number to play back voice 
messages. Link to the voice player
download.

NOTE:

This quick reference guide assumes you understand the
features of both telephone voice messaging and Web
browsers.

Voice Player
To listen to your messages from your computer, install 
the voice player. 

www.messenger™ Basics
Quick Reference Guide

Messaging Made Easy
With www.messenger, you can better manage and 
prioritize communications from your desktop because it
gives you quick and easy access to your messages—voice,
fax, text, and attachments—from your Web browser,
either Netscape Navigator or Internet Explorer.

Use www.messenger to:
■ Set greetings 
■ See and access messages in your mailbox 
■ Listen to your voice messages from your 

computer’s SoundCard
■ Create and send messages
■ Forward messages
■ Create, edit, and delete personal address lists



Create a New Message

To create a voice message:
1. Click New.
2. Type the recipient’s name or number.
3. Click the red Record button and record your 

audio message. 
5. When finished recording, click Send.

Depending on the message server where your mail-
box resides, you can attach fax, text, voice messages,
or files. You might also be able to send intranet mes-
sages using Create a New Message. Ask your system
administrator about these features, and see Help for
details.

Reply and/Forward a Message
You can reply to or forward a message by clicking a
message in the Inbox.  A separate window displays
with links to Reply and to Forward your voice mes-
sage. Click either the Reply or Forward link and 
another page displays for you to address and record
your message. You can reply to or forward a message
to more than one recipient. 

Mailing Lists

From the Personal List page, you can create and 
manage your own personal mail lists. You can 
add many members to a new group list or to one 
you have already created. When you add a name
(member), the local server and the message server
search for this information in the message server 
directory. If the search yields positive results, 
the name or number can be added to your group list.
Otherwise, an error message appears stating that 
the information could not be found.

Greetings

You have three choices as greetings options:

1. Use the system greeting. 
The "system" greeting is set by the message server. 
You can not change the message of the system 
greeting. 

On the Greetings page, under Personal Greeting 
Types, choose a call greeting type to respond to 
messages.  The selections are: All Calls, 
Internal/External Calls, Internal/External 
Out-of-Hours Calls, and Busy/No Answer/Out-
of-Hours Calls, and Busy/No Answer Calls.

View Your Inbox

The Inbox allows you to see all of the messages in 
your mailbox. Icons in the From column indicate
whether a message is Normal, Urgent/Priority, or 
Private. The icons in the Type column identify 
voice, fax, text messages, or file attachments if sup-
ported by your server.

Listen to/Retrieve Your Messages

You can listen to your messages, rewind them, and 
fast forward to the end using the voice control icons.

1. From your Inbox, click a message under the 
From column. 

2. To play your message, click the audio link.  
3. Choose a call type for your greetings. 

If you have downloaded the voice player, you can 
click to listen to your messages from your computer’s 
SoundCard.



2. If you want to record and set your own personal 
greeting, you can create multiple personal 
greetings.

To create a personal greeting, on the Greetings 
page, under Personal Greeting Types, choose the 
telephone calls you want your system greeting to 
play. The selections are:
• All Calls
• Internal/External Calls
• Internal/External Out-of-Hours Calls
• Busy/No Answer Calls
• Busy/No Answer Calls/Out-of-Hours Calls

Follow the steps on the Greetings page to record 
a new greeting. You can create ONLY one personal 
greeting to replace the standard system greeting. 
When you change back to the system greeting, 
your personal greeting is erased.

3. A multilingual option for greetings is available. 
Through your telephone or SoundCard, you can 
choose to listen to and record a greeting in English 
(designated as primary), and record the same 
greeting in French or another language (designated 
as secondary). For example, press 1 on your 
telephone keypad to listen to the message in 
English and press 2 to listen to the message in 
French.

To record and set a primary multilingual greeting:

1. Greeting is set to the System Greeting that 
indicates that the system greeting is functional.

2. To identify the system greeting for yourself, write 
a description in the description box (maximum of 
60 characters in length). 

3. To record your personal greeting by the telephone, 
on the left side of the page, click Telephone.

4. Click the red button to record your message.
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Change Your Options

You can customize your web-based messaging appli-
cation at the Options page. The topics navigate you to
the instructions to change preferences and options
according to your messaging needs.

Audio Options: Select the computer SoundCard or
telephone to listen to your messages.

User Preferences:  

■ Show Inbox Delete Warning: Turn on the error 
prompt when 2 or more messages are deleted.

■ Print to Fax Machine: Enter your fax number.

■ Enter a Number: You must enter a Fax number to 
activate the fax machine. Otherwise, the Print to 
Fax capability is turned off.

Change your Password: Easily change your password
before it expires, or change it for security reasons.

Download the Voice Player: To use your computer
soundcard, you must download and install the Voice
Player.

Schedule Outcalling: The Outcalling feature lets you
schedule the time and date you want messages
delivered to recipients. Additionally, you can enter 
a telephone number where you want to be notified.

File Association: Test your voice player to make sure it
plays.


