NIIn
OHIO CISCO.

UNIVERSITY

Unity Cxn Web Inbox Getting Started Guide

Ohio University

Unity Connection Web Inbox Getting Started Guide

About the Cisco Unity Connection Web INDOX .........ccooviiiiiiiiiiiiie e 2
WED INDOX CONEIOIS ...ttt ettt ekt ettt e e bt et e e bt e nbeennee e 3
AUAIO CONIOIS....eeiiiii ettt e e et e e s m et e s na e e e s e e nsnn e e e snn e e e anre e e e nnnneas 3
COMPOSING & NEW MESSAGE ..ccuvveieiiieieiireee ettt ere e e e s e e st e s e e e s s e e s asneeeesnneeesnnnreeeas 4
[D1= o] (o [ o] o [T T TP U PSP PPPPPPPPRPN 5
SENEFOIIET ...t ekt eea et e st e e e b e e e e b e e e e e e ene 5

Frequently ASKed QUESTIONS .......cciiiiiiiiiiiiee ettt e e e e snbneee e 6

All contents are Copyright © 1992-2010 Cisco Systems, Inc. All rights reserved. This document is Cisco Confidential Information. Page 1 of 6



Unity Cxn Web Inbox Getting Started Guide |

About the Cisco Unity Connection Web Inbox

The Cisco Unity Connection Web Inbox lets you manage voice messages and any voice message receipts
you receive. You can compose new voice messages, and play, reply to, forward, or delete the voice
messages you receive.

Access the Web Inbox by using an Internet browser to go to https://vmail.ohio.edu/inbox. (The URL is
case sensitive.)

Timesaver: Bookmark the Web Inbox URL, so you do not have to enter the web address each
time you want to access the Web Inbox.

il || z || 1 Cisco Unity Connection kbader Sign Out  About
cisco Web Inbox

WM Sa0es Settings Fouting Rules

Inbox Deleted Sent New message Refresh

VB From Subject Received Duration
Pat Jones FW: Came by and left the specs on your desk... 2:27 PM 25.4s

Robin Smith RE: Urgent query 2:03 PM 6.1s
Robin Smith Urgent query 1:56 PM bs

Robin Smith Delivery Status Motification (Read} Monday, 0s
5:10 PM

Robin Smith This Message is Private Monday, 4:41
... forgot to add (private info) PM

Robin Smith Urgent info on the project Monday, 4:40
PM
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Web Inbox Controls

1 ||+ || I 0 Unity pnnection

cisco Web Inbi{jx

Routing

kbader Sign Qut About

. Inbox . Deleted Sent

®® 6

MNew message Refresh

1 Open the Messaging Assistant in a new browser 6 | Refresh the information on the current page.
window or tab.
Open the Cisco Unity Connection Personal Call .
2 . . 7 | Compose a hew voice message.
Transfer Rules web tool in a new browser window
or tab.
3 (.DISPIO)./ only) The account with which you are 8 | View or manage messages in your Sent folder.
signed in.
4 Sign out of Web Inbox and return to the sign-in 9 View or manage messages in your Deleted ltems
page. folder.
5 | View Web Inbox information. 10 | View or manage messages in your Inbox folder.
Audio Controls
|‘ o) 1-60f6 5000 @ Camputer ‘lg
Change the audio playback volume. (Available Cisco UnltY Connection calls you at the extgnsmn
. you enter in the text box to make a recording or
1 | only when Computer is selected as the playback 3 . .
. . to play audio. You speak and listen through the
and recording device.)
phone handset or speakerphone.
View the number of messages in the folder and Connection uses the computer microphone and
2 | scroll through pages of messages if there are 4 | speakers or other default audio device to make a

more than 25 messages in the folder.

recording or to play audio.
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Composing a New Message

@ ®
MNew Meslsage X
To: I

Add Cc Add Beoo

@—PSubject:
A4 A4 ,
@—P Urgent Lil Private || Read Receipt Secure
A

Eecura Upload ]
@—b @ Start Recording

Send Cancel

b e

Enter the first one or more letters of a user's
name (first, last, or username). Cisco Unity

281721

1 . . 8 | Mark the message Private.
Connection automatically suggests users whose
names match your entry.
Open the Cc recipients field to enter additional
2 p. . p . 9 | Discard the message without sending or saving it.
recipients who will receive a copy of the message.
Open the Bcc recipients field to enter additional
3 | recipients who will receive a blind copy of the 10 | Send the message.
message.
In Record mode, select Start Recording to use the
) Phone or Computer audio device.
4 | Request a read receipt for the message. 11

In Upload mode, select Upload File (not pictured
here) to use a prerecorded audio file.

Mark the message Secure. (Depending on your
5 | mailbox configuration, this option may not be 12 | Mark the message Urgent.
available, or may already be selected.)

6 | Select Upload mode. 13 | Enter the subject of the message.
7 | Select Record mode.
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Deleted Folder

f Connection

o Unit
Web Inbox

Inbox | Deleted  Sent

' & From Subject
Pat Jones Delivery Status Notification (Read)

—Fb 1-20f2

Empty deleted items = Refresh

Received Duration
Tuesday, 2:26 0
PM

message wav | Undelete ‘—@
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Permanently delete all items in the Deleted
folder.

Right-click to download the message audio and
save the file on your computer. (This option is not
available for secure messages.)

Move the selected message back to the Inbox
folder.

Sent Folder

i © ect
cisco Web Inbox

" Messages

Inbox  Deleted [ Sent

'8 1o Subject

kbader Sign Out

New message | Refresh

Sent Duration

1 patjones Need report stats ASAP

massage.wav |_Reply

4 rsmith, pationes This Hessaga is Private
Message to all staff

) —h 1-30f3

12:20 AM

Reply all

12:19 AM 4.

Forward |~ Mark unread | Delete <I—®

i
e
e
281723

Right-click to download the message audio and
1 | save the file on your computer. (This optionis not | 4
available for secure messages.)

Forward the message.

2 | Reply only to the sender. 5

Delete the message permanently. (Sent messages
are not moved to the Deleted folder.)

3 | Reply to the sender and all recipients. 6

Mark the message unread.
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Frequently Asked Questions

Q. Can I send voice messages to my private lists from the Web Inbox?
A. Yes.
Q. When I record audio for a message, can | play back the recording?

A. There is currently no way to play back a recording in Web Inbox before sending the message.
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