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The Client Applications Guide is designed to educate typical users who will be adapting a single or suite of Avaya 
Messaging applications. From the desktop client application to mobile apps, the Client Applications Guide thoroughly 
covers each topic, from installation to how to use it.

Client applications within the Avaya Messaging system are designed with an intuitive user interface which allows the 
users to learn as they go. The many types of client applications also share a common core, allowing desktop application 
users to adapt to web or mobile versions without difficulty.

While using these client applications is simple, you may end up missing out on the convenient features and shortcuts 
which are embedded within all applications to make life easier. In order to familiarize yourself with the platform, and to 
ensure that your productivity is at its maximum, please take the time to review this guide in detail.

AVAYA MESSAGING
CLIENT APPLICATIONS GUIDE
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Notice
While reasonable efforts have been made to ensure 
that the information in this document is complete and 
accurate at the time of printing, Avaya assumes no lia-
bility for any errors. Avaya reserves the right to make 
changes and corrections to the information in this docu-
ment without the obligation to notify any person or 
organization of such changes.

Documentation disclaimer
“Documentation” means information published in vary-
ing mediums which may include product information, 
operating instructions and performance specifications 
that are generally made available to users of products. 
Documentation does not include marketing materials.
Avaya shall not be responsible for any modifications, 
additions, or deletions to the original published version 
of Documentation unless such modifications, additions, 
or deletions were performed by or on the express 
behalf of Avaya. End User agrees to indemnify and 
hold harmless Avaya, Avaya's agents, servants and 
employees against all claims, lawsuits, demands and 
judgments arising out of, or in connection with, subse-
quent modifications, additions or deletions to this docu-
mentation, to the extent made by End User.

Link disclaimer
Avaya is not responsible for the contents or reliability of 
any linked websites referenced within this site or Docu-
mentation provided by Avaya. Avaya is not responsible 
for the accuracy of any information, statement or con-
tent provided on these sites and does not necessarily 
endorse the products, services, or information 
described or offered within them. Avaya does not guar-
antee that these links will work all the time and has no 
control over the availability of the linked pages.

Warranty
Avaya provides a limited warranty on Avaya hardware 
and software. Refer to your sales agreement to estab-
lish the terms of the limited warranty. In addition, 
Avaya’s standard warranty language, as well as infor-
mation regarding support for this product while under 
warranty is available to Avaya customers and other 
parties through the Avaya Support website: https://sup-
port.avaya.com/helpcenter/ getGenericDetails?detai-
lId=C20091120112456651010 under the link “Warranty 
& Product Lifecycle” or such successor site as desig-
nated by Avaya. Please note that if You acquired the 
product(s) from an authorized Avaya Channel Partner 
outside of the United States and Canada, the warranty 
is provided to You by said Avaya Channel Partner and 
not by Avaya.
“Hosted Service” means an Avaya hosted service sub-
scription that You acquire from either Avaya or an 
authorized Avaya Channel Partner (as applicable) and 
which is described further in Hosted SAS or other ser-

vice description documentation regarding the applica-
ble hosted service. If You purchase a Hosted Service 
subscription, the foregoing limited warranty may not 
apply but You may be entitled to support services in 
connection with the Hosted Service as described fur-
ther in your service description documents for the appli-
cable Hosted Service. Contact Avaya or Avaya 
Channel Partner (as applicable) for more information.

Hosted Service
THE FOLLOWING APPLIES ONLY IF YOU PUR-
CHASE AN AVAYA HOSTED SERVICE SUBSCRIP-
TION FROM AVAYA OR AN AVAYA CHANNEL 
PARTNER (AS APPLICABLE), THE TERMS OF USE 
FOR HOSTED SERVICES ARE AVAILABLE ON THE 
AVAYA WEBSITE, HTTPS://SUPPORT.AVAYA.COM/
LICENSEINFO UNDER THE LINK “Avaya Terms of 
Use for Hosted Services” OR SUCH SUCCESSOR 
SITE AS DESIGNATED BY AVAYA, AND ARE APPLI-
CABLE TO ANYONE WHO ACCESSES OR USES 
THE HOSTED SERVICE. BY ACCESSING OR USING 
THE HOSTED SERVICE, OR AUTHORIZING OTH-
ERS TO DO SO, YOU, ON BEHALF OF YOURSELF 
AND THE ENTITY FOR WHOM YOU ARE DOING SO 
(HEREINAFTER REFERRED TO INTERCHANGE-
ABLY AS “YOU” AND “END USER”), AGREE TO THE 
TERMS OF USE. IF YOU ARE ACCEPTING THE 
TERMS OF USE ON BEHALF A COMPANY OR 
OTHER LEGAL ENTITY, YOU REPRESENT THAT 
YOU HAVE THE AUTHORITY TO BIND SUCH 
ENTITY TO THESE TERMS OF USE. IF YOU DO 
NOT HAVE SUCH AUTHORITY, OR IF YOU DO NOT 
WISH TO ACCEPT THESE TERMS OF USE, YOU 
MUST NOT ACCESS OR USE THE HOSTED SER-
VICE OR AUTHORIZE ANYONE TO ACCESS OR 
USE THE HOSTED SERVICE.

Licenses
THE SOFTWARE LICENSE TERMS AVAILABLE ON 
THE AVAYA WEBSITE,  HTTPS://SUP-
PORT.AVAYA.COM/LICENSEINFO, UNDER THE 
LINK “AVAYA SOFTWARE LICENSE TERMS (Avaya 
Products)” OR SUCH SUCCESSOR SITE AS DESIG-
NATED BY AVAYA, ARE APPLICABLE TO ANYONE 
WHO DOWNLOADS, USES AND/OR INSTALLS 
AVAYA SOFTWARE, PURCHASED FROM AVAYA 
INC., ANY AVAYA AFFILIATE, OR AN AVAYA CHAN-
NEL PARTNER (AS APPLICABLE) UNDER A COM-
MERCIAL AGREEMENT WITH AVAYA OR AN 
AVAYA CHANNEL PARTNER. UNLESS OTHERWISE 
AGREED TO BY AVAYA IN WRITING, AVAYA DOES 
NOT EXTEND THIS LICENSE IF THE SOFTWARE 
WAS OBTAINED FROM ANYONE OTHER THAN 
AVAYA, AN AVAYA AFFILIATE OR AN AVAYA 
CHANNEL PARTNER; AVAYA RESERVES THE 
RIGHT TO TAKE LEGAL ACTION AGAINST YOU 
AND ANYONE ELSE USING OR SELLING THE 
SOFTWARE WITHOUT A LICENSE. BY INSTALLING, 
DOWNLOADING OR USING THE SOFTWARE, OR 
AUTHORIZING OTHERS TO DO SO, YOU, ON 

HTTPS://SUPPORT.AVAYA.COM/LICENSEINFO
HTTPS://SUPPORT.AVAYA.COM/LICENSEINFO
https://support.avaya.com/helpcenter/getGenericDetails?detailId=C20091120112456651010
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BEHALF OF YOURSELF AND THE ENTITY FOR 
WHOM YOU ARE INSTALLING, DOWNLOADING OR 
USING THE SOFTWARE (HEREINAFTER 
REFERRED TO INTERCHANGEABLY AS “YOU” AND 
“END USER”), AGREE TO THESE TERMS AND CON-
DITIONS AND CREATE A BINDING CONTRACT 
BETWEEN YOU AND AVAYA INC. OR THE APPLICA-
BLE AVAYA AFFILIATE (“AVAYA”).
Avaya grants You a license within the scope of the 
license types described below, with the exception of 
Heritage Nortel Software, for which the scope of the 
license is detailed below. Where the order documenta-
tion does not expressly identify a license type, the 
applicable license will be a Designated System License 
as set forth below in the Designated System(s) License 
(DS) section as applicable. The applicable number of 
licenses and units of capacity for which the license is 
granted will be one (1), unless a different number of 
licenses or units of capacity is specified in the docu-
mentation or other materials available to You. “Soft-
ware” means computer programs in object code, 
provided by Avaya or an Avaya Channel Partner, 
whether as stand-alone products, pre-installed on hard-
ware products, and any upgrades, updates, patches, 
bug fixes, or modified versions thereto. “Designated 
Processor” means a single stand-alone computing 
device. “Server” means a set of Designated Processors 
that hosts (physically or virtually) a software application 
to be accessed by multiple users. “Instance” means a 
single copy of the Software executing at a particular 
time: (i) on one physical machine; or (ii) on one 
deployed software virtual machine (“VM”) or similar 
deployment.

License types
Designated System(s) License (DS). End User may 
install and use each copy or an Instance of the Soft-
ware only: 1) on a number of Designated Processors 
up to the number indicated in the order; or 2) up to the 
number of Instances of the Software as indicated in the 
order, Documentation, or as authorized by Avaya in 
writing. Avaya may require the Designated Proces-
sor(s) to be identified in the order by type, serial num-
ber, feature key, Instance, location or other specific 
designation, or to be provided by End User to Avaya 
through electronic means established by Avaya specifi-
cally for this purpose.
Concurrent User License (CU). End User may install 
and use the Software on multiple Designated Proces-
sors or one or more Servers, so long as only the 
licensed number of Units are accessing and using the 
Software at any given time. A “Unit” means the unit on 
which Avaya, at its sole discretion, bases the pricing of 
its licenses and can be, without limitation, an agent, 
port or user, an e-mail or voice mail account in the 
name of a person or corporate function (e.g., webmas-
ter or helpdesk), or a directory entry in the administra-
tive database utilized by the Software that permits one 
user to interface with the Software. Units may be linked 

to a specific, identified Server or an Instance of the 
Software.
Named User License (NU). You may: (i) install and use 
each copy or Instance of the Software on a single Des-
ignated Processor or Server per authorized Named 
User (defined below); or (ii) install and use each copy 
or Instance of the Software on a Server so long as only 
authorized Named Users access and use the Software. 
“Named
User”, means a user or device that has been expressly 
authorized by Avaya to access and use the Software. 
At Avaya’s sole discretion, a “Named User” may be, 
without limitation, designated by name, corporate func-
tion (e.g., webmaster or helpdesk), an e-mail or voice 
mail account in the name of a person or corporate func-
tion, or a directory entry in the administrative database 
utilized by the Software that permits one user to inter-
face with the Software.

Copyright
Except where expressly stated otherwise, no use 
should be made of materials on this site, the Documen-
tation, Software, Hosted Service, or hardware provided 
by Avaya. All content on this site, the documentation, 
Hosted Service, and the product provided by Avaya 
including the selection, arrangement and design of the 
content is owned either by Avaya or its licensors and is 
protected by copyright and other intellectual property 
laws including the sui generis rights relating to the pro-
tection of databases. You may not modify, copy, repro-
duce, republish, upload, post, transmit or distribute in 
any way any content, in whole or in part, including any 
code and software unless expressly authorized by 
Avaya. Unauthorized reproduction, transmission, dis-
semination, storage, and or use without the express 
written consent of Avaya can be a criminal, as well as a 
civil offense under the applicable law.

Virtualization
The following applies if the product is deployed on a vir-
tual machine. Each product has its own ordering code 
and license types. Note, unless otherwise stated, that 
each Instance of a product must be separately licensed 
and ordered. For example, if the end user customer or 
Avaya Channel Partner would like to install two 
Instances of the same type of products, then two prod-
ucts of that type must be ordered.

Third Party Components
“Third Party Components” mean certain software pro-
grams or portions thereof included in the Software or 
Hosted Service may contain software (including open 
source software) distributed under third party agree-
ments (“Third Party Components”), which contain 
terms regarding the rights to use certain portions of the 
Software (“Third Party Terms”). As required, informa-
tion regarding distributed Linux OS source code (for 
those products that have distributed Linux OS source 
code) and identifying the copyright holders of the Third 
Party Components and the Third Party Terms that 



apply is available in the products, Documentation or on 
Avaya’s website at: https:// support.avaya.com/Copy-
right or such successor site as designated by Avaya. 
The open source software license terms provided as 
Third Party Terms are consistent with the license rights 
granted in these Software License Terms, and may 
contain additional rights benefiting You, such as modifi-
cation and distribution of the open source software. 
The Third Party Terms shall take precedence over 
these Software License Terms, solely with respect to 
the applicable Third Party Components to the extent 
that these Software License Terms impose greater 
restrictions on You than the applicable Third Party 
Terms.
The following applies only if the H.264 (AVC) codec is 
distributed with the product. THIS PRODUCT IS 
LICENSED UNDER THE AVC PATENT PORTFOLIO 
LICENSE FOR THE PERSONAL USE OF A CON-
SUMER OR OTHER USES IN WHICH IT DOES NOT 
RECEIVE REMUNERATION TO (i) ENCODE VIDEO 
IN COMPLIANCE WITH THE AVC STANDARD (“AVC 
VIDEO”) AND/OR (ii) DECODE AVC VIDEO THAT 
WAS ENCODED BY A CONSUMER ENGAGED IN A 
PERSONAL ACTIVITY AND/OR WAS OBTAINED 
FROM A VIDEO PROVIDER LICENSED TO PROVIDE 
AVC VIDEO. NO LICENSE IS GRANTED OR SHALL 
BE IMPLIED FOR ANY OTHER USE. ADDITIONAL 
INFORMATION MAY BE OBTAINED FROM MPEG 
LA, L.L.C. SEE HTTP://WWW.MPEGLA.COM.

Service Provider
THE FOLLOWING APPLIES TO AVAYA CHANNEL 
PARTNER’S HOSTING OF AVAYA PRODUCTS OR 
SERVICES. THE PRODUCT OR HOSTED SERVICE 
MAY USE THIRD PARTY COMPONENTS SUBJECT 
TO THIRD PARTY TERMS AND REQUIRE A SER-
VICE PROVIDER TO BE INDEPENDENTLY 
LICENSED DIRECTLY FROM THE THIRD PARTY 
SUPPLIER. AN AVAYA CHANNEL PARTNER’S 
HOSTING OF AVAYA PRODUCTS MUST BE 
AUTHORIZED IN WRITING BY AVAYA AND IF 
THOSE HOSTED PRODUCTS USE OR EMBED CER-
TAIN THIRD PARTY SOFTWARE, INCLUDING BUT 
NOT LIMITED TO MICROSOFT SOFTWARE OR 
CODECS, THE AVAYA CHANNEL PARTNER IS 
REQUIRED TO INDEPENDENTLY OBTAIN ANY 
APPLICABLE LICENSE AGREEMENTS, AT THE 
AVAYA CHANNEL PARTNER’S EXPENSE, 
DIRECTLY FROM THE APPLICABLE THIRD PARTY 
SUPPLIER.
WITH RESPECT TO CODECS, IF THE AVAYA  
CHANNEL PARTNER IS HOSTING ANY PRODUCTS 
THAT USE OR EMBED THE G.729 CODEC, H.264 
CODEC, OR H.265 CODEC, THE  AVAYA CHANNEL 
PARTNER ACKNOWLEDGES AND AGREES THE 
AVAYA CHANNEL PARTNER IS RESPONSIBLE FOR 
ANY AND ALL RELATED FEES AND/OR ROYAL-
TIES. THE G.729 CODEC IS LICENSED BY SIPRO 
LAB TELECOM INC. SEE WWW.SIPRO.COM/CON-
TACT.HTML. THE H.264 (AVC) CODEC IS LICENSED 

UNDER THE AVC PATENT PORTFOLIO LICENSE 
FOR THE PERSONAL USE OF A CONSUMER OR 
OTHER USES IN WHICH IT DOES NOT RECEIVE 
REMUNERATION TO: (I) ENCODE VIDEO IN COM-
PLIANCE WITH THE AVC STANDARD (“AVC 
VIDEO”) AND/OR (II) DECODE AVC VIDEO THAT 
WAS ENCODED BY A CONSUMER ENGAGED IN A 
PERSONAL ACTIVITY AND/OR WAS OBTAINED 
FROM A VIDEO PROVIDER LICENSED TO PROVIDE 
AVC VIDEO. NO LICENSE IS GRANTED OR SHALL 
BE IMPLIED FOR ANY OTHER USE. ADDITIONAL 
INFORMATION FOR H.264 (AVC) AND H.265 (HEVC) 
CODECS MAY BE OBTAINED FROM MPEG LA, 
L.L.C. SEE HTTP:// WWW.MPEGLA.COM.

Compliance with Laws
You acknowledge and agree that it is Your responsibil-
ity for complying with any applicable laws and regula-
tions, including, but not limited to laws and regulations 
related to call recording, data privacy, intellectual prop-
erty, trade secret, fraud, and music performance rights, 
in the country or territory where the Avaya product is 
used.

Preventing Toll Fraud
“Toll Fraud” is the unauthorized use of your telecom-
munications system by an unauthorized party (for 
example, a person who is not a corporate employee, 
agent, subcontractor, or is not working on your com-
pany's behalf). Be aware that there can be a risk of Toll 
Fraud associated with your system and that, if Toll 
Fraud occurs, it can result in substantial additional 
charges for your telecommunications services.

Avaya Toll Fraud intervention
If You suspect that You are being victimized by Toll 
Fraud and You need technical assistance or support, 
call Technical Service Center Toll Fraud Intervention 
Hotline at +1-800-643-2353 for the United States and 
Canada. For additional support telephone numbers, 
see the Avaya Support website: https://sup-
port.avaya.com or such successor site as designated 
by Avaya.
Security Vulnerabilities
Information about Avaya’s security support policies can 
be found in the Security Policies and Support section of 
https:// support.avaya.com/security.
Suspected Avaya product security vulnerabilities are 
handled per the Avaya Product Security Support Flow 
(https:// support.avaya.com/css/P8/documents/
100161515).

Downloading Documentation
For the most current versions of Documentation, see 
the Avaya Support website: https://support.avaya.com, 
or such successor site as designated by Avaya.

https://support.avaya.com/Copyright
https://support.avaya.com/Copyright
HTTP://WWW.MPEGLA.COM
https://WWW.SIPRO.COM/CONTACT.HTML
https://WWW.SIPRO.COM/CONTACT.HTML
HTTP:// WWW.MPEGLA.COM
https://support.avaya.com
https://support.avaya.com
https://support.avaya.com/security
https://support.avaya.com/css/P8/documents/100161515
https://support.avaya.com/css/P8/documents/100161515
https://support.avaya.com


Contact Avaya Support
See the Avaya Support website: https://sup-
port.avaya.com for product or Hosted Service notices 
and articles, or to report a problem with your Avaya 
product or Hosted Service. For a list of support tele-
phone numbers and contact addresses, go to the 
Avaya Support website: https://support.avaya.com (or 
such successor site as designated by Avaya), scroll to 
the bottom of the page, and select Contact Avaya Sup-
port.

Trademarks
The trademarks, logos and service marks (“Marks”) dis-
played in this site, the Documentation, Hosted Ser-
vice(s), and product(s) provided by Avaya are the 
registered or unregistered Marks of Avaya, its affiliates, 
its licensors, its suppliers, or other third parties. Users 
are not permitted to use such Marks without prior writ-
ten consent from Avaya or such third party which may 
own the Mark. Nothing contained in this site, the Docu-
mentation, Hosted Service(s) and product(s) should be 
construed as granting, by implication, estoppel, or oth-
erwise, any license or right in and to the Marks without 
the express written permission of Avaya or the applica-
ble third party.
Avaya is a registered trademark of Avaya Inc.
All non-Avaya trademarks are the property of their 
respective owners. Linux® is the registered trademark 
of Linus Torvalds in the U.S. and other countries.

https://support.avaya.com
https://support.avaya.com
https://support.avaya.com
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SSL PROXY INSTALLATION
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18 Server Authentication
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Ch. 1 - SSL Proxy Installation
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SSL Proxy Installation

SSL Proxy Setup
Establishing an SSL Proxy for the server will enable a greater level of security for transactions between users and their 
online data. This procedure is optional, but it is strongly recommended to ensure the highest level of data protection for 
corporate clients.

An SSL Proxy can be used with Avaya’s iLink Pro Desktop and Avaya iLink Pro Mobile (Android, iOS, BlackBerry) clients.

This procedure is performed only on the voice server, or on the Consolidated Server in a High Availability (HA) 
environment.

A security certificate must be acquired from a 3rd party source before proceeding with the setup.

Installing Certificates

1. To load the certificate into the operating system, open the Microsoft Management Console (MMC) on the server (go 
to Start and enter MMC.exe in the command line, hit Enter). The Root Console will open.

2. Under File, select Add/Remove Snap in....

3. Choose Certificates and click Add.



15Avaya Messaging Client Applications Guide

SSL Proxy Installation

4. Select Computer account and click Next.

5. Click Finish to add the Certificates console to the MMC.

6. The Certificates snap-in has been added to the console. Click OK to close the window.
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SSL Proxy Installation

7. Open the Certificates snap-in and right-click Personal. Choose All Tasks > Import.

8. Click Next in the installation Wizard. Enter the full path and name to the Certificate file. Or click Browse to locate the 
file manually.

Click Next.

9. At the prompt, enter the password to unlock the Certificate. Click Next.
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SSL Proxy Installation

10. Leaving all other settings at their defaults, click Next, then Finish.
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SSL Proxy Installation

Server Authentication

Once the certificate has been installed, the voice/consolidated server must be setup to use it for authentication requests.

1. Open the IIS Manager on the server (go to Start and enter inetmgr in the Search box).
2. Under the local machine, open Sites.

3. Right-click Default Web Site and select Edit Bindings.

4. From Site Bindings, choose Add and select https from the list of available types.
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SSL Proxy Installation

5. Pick the certificate from the list provided under SSL Certificate. Click OK to continue.

6. The binding between the server and certificate has been created.
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SSL Proxy Installation

SSL Proxy

To enable the SSL Proxy on the system, complete the following steps.

1. On the voice/consolidated server hard drive, in the C:\UC\UCSSL folder, run the SSLProxy.exe program.
2. Locate the certificate file on the hard drive and double-click to open it. Go to the Details tab.

3. Click Thumbprint and copy the displayed key text.
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SSL Proxy Installation

4. Use a text editor (such as NotePad) to open the SSLProxy.exe.config file, also located C:\UC\UCSSL folder, and 
replace the CertificateThumbprint value with the copied text.

5. Reboot the server.

The installation of the certificate and SSL Proxy is complete. 
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SSL Proxy Installation
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Web Access

Introduction
Web Access is a web-based application that gives each user on the system the ability to maintain all aspects of 
communication and personal schedules. No software is installed on the local computer. Connect to Web Access using 
any computer with a web browser and Internet access.

Getting Started

In a web browser, enter the remotely accessible address of the Avaya Messaging server. This is normally of the form
user.your_company.com. Select Web Access to reach the login page.

These links provide 4 authentication methods to open Web Access: Google needs a Google account setup, Office 365 
needs a Microsoft account, Windows will use your computer or network login details, and UC requires your UC Server 
credentials. 

Important:  All functions are available only to accounts with Advanced desktop capabilities.  An account with 
Basic alone will not have access to the messages or notifications tabs through Web Access.  Desktop 
Capabilities are configured in Avaya Messaging Admin on the Advanced tab for each mailbox.

Note:  Use Google Chrome for best results.  Other web browsers may not be fully supported or provide 
access to all features.

Warning: It is necessary to setup your web browser to allow pop-ups for the company server site 
(user.yourcompany.com). 
If pop-ups are blocked for this site, not all functions will appear or may not work correctly.
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Web Access

Click one and enter the required credentials to login.

The first time you connect to Web Access from a computer you will need to install some supporting software. 

Go to the Software Downloads page. Download and run both the Java plugin (IE only) and the Grant Permission (all 
browsers) programs to setup your computer for the web client. These programs must be used on each workstation 
before the Web Access will be fully operational.

For example, you will not be able to use a PC microphone to record greetings unless the utilities have been installed.

Note:  The available login options may be restricted by your administrator.  Refer to chapter 24, Single Sign 
On (Integrated Credentials) in the Server Configuration Guide for details.
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Web Access

Logging In
Web Access supports Single Sign-On, the same mechanism used with the iLink client apps: logging in to any of these 
programs seamlessly provides access to the others without another login. 

Select one of the authentication methods to login to Web Access.

Google Authentication 

To use Google Authentication, you must have a Google 
Apps account. Contact your administrator for your account details.  
To create a new account, click the Sign Up button in the upper right 
corner and proceed through the wizard before returning here.

Enter the required details in the spaces provided:

Email: Enter the email address associated with the Google Apps 
account.

Password: Type in the password for the Google Apps account.

Click the Sign in button at the bottom of the window to launch the application.

Office 365 Authentication
To use Office 365 Authentication, you must have a Microsoft account. Contact your administrator for your account 
details.  To create a new account, click the Sign Up button in the upper right corner and proceed through the wizard 
before returning here.

Enter the required details in the spaces provided:

Email: Enter the email address associated with the Google Apps account.  Click Next.
Password: Type in your password for Office 365, then click the Sign in button at the bottom of the window to launch 

the application.

Note: For security purposes, after a reasonable period of inactivity, users will be automatically logged out of 
Web Access and returned to the login screen.

Note: Enable the Stay signed in checkbox at the bottom of the sign-in screen to have the browser remember 
your credentials. The browser will keep your details until you explicitly log out of the application. Leave this 
box unchecked to be prompted for your authentication method and login credentials each time the program 
is launched.
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Windows Authentication  

Windows Authentication uses your computer or network login 
credentials to provide access to the application.

Enter the required details in the spaces provided:

User name: Enter the domain and username for the corporate 
network separated by a backslash 
(i.e. domain_name\user_name).

Password: Type in the password for this account.

Click the Sign in button at the bottom of the window to launch the 
application.

UC Authentication
Click the UC icon to select UC Authentication. Enter a company number, 
mailbox and password to login to the system.

Enter the required details in the spaces provided:

Company: Enter the company number that you belong to. This will 
usually be 1, unless there are multiple companies managed from 
the same Voice Server.

Mailbox: Enter your Application User name.
Password: Type in your password.

Click the Sign in button at the bottom of the window to launch the 
application.
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Avaya Messaging Configuration
Both Google and Windows login require additional preparation by the system administrator before they can be used.

1. On the voice server, go to Avaya Messaging Admin > Company > Mailbox Structure. 
Double-click the user’s mailbox to open the setup window.

2. Go to the Advanced tab. Do one of the following.
3a. To use the Google login: in the Domain Account Name field, enter the email address associated with the user’s 

Google Apps account (i.e. user@company.com). 

Click the Save  icon in the toolbar at the top of the window.

3b. To use the Windows login: in the Domain Account Name field, enter the company domain name, followed by a 
backslash \ and the person’s Windows username (i.e. domain\username). 

Click the Save  icon in the toolbar at the top of the window.

Warning: The Google and Windows login routines cannot be used together. Each user account can be setup to 
use either procedure, but NOT both at the same time. The UC login is always available to all users.
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Logging Off
When finished with a Web Access session, always log off to keep your data secure. 

Click the Log Off button in the upper right-hand corner of the main screen.

Click OK when prompted to log out of Web Access, or Cancel to return to the 
program.

Navigation Keys
Throughout Web Access, you can use the left / right cursor keys to move to the next / previous section (e.g. button bar, 
tabs, content) of the current screen.

Use the Tab key to move to the next item with each section (e.g. next button, next tab, next field).

Cursor Keys Tab
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The Main Screen
The main screen of Web Access consists of five blocks of related options: Messaging, Location, People, Notification 
and Settings. Each block is divided into the main features available for that group. 

Click on an item to access additional options and controls.

Please refer to the corresponding sections of this document for complete details.

• Messaging on page 32
• Location on page 43
• People on page 58
• Notification on page 65
• Settings on page 69
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Web Tutorial 
The Web Tutorial button under Settings will guide you through setting up your mailbox for use through Web Access.  
Although your administrator has likely done this for you, this wizard will help familiarize you with the options available on 
the system.  You will be able to make the necessary modifications to the system through this wizard.  It is recommended 
that you run the wizard once before proceeding. 

1. Intro:  Select the time zone where you are located most often. Enter the time that you start and end each day. Click 
the Next button to continue.

2. Phone Numbers:  This window allows you to enter the numbers where you can be reached. 
For each number, enter the extension(s), internal or external telephone numbers where you can be reached. Enter 

the complete number, including country and area codes where applicable, then click the Next button to continue.

3. Locations:  Specify the telephone number or extension that the system should try first for incoming calls when your 
location is set to “In Office”. Also specify what action the system will take if there is no answer at that number.

Incoming calls will ring: Enter the primary extension where you can be reached during office hours.
If there is no answer: From the dropdown list, choose what action the system should take (e.g. “Take a 

Message”, call a different number) if there is no answer at your primary number. If you entered other phone 
numbers in step 2, those numbers will be available in the list.  Click Add+ to add another entry. 

Tell the system whether or not it should contact you when you are at home. If you select Yes, enter the necessary 
contact numbers in the spaces provided.  Click the Finish at the bottom of the window to complete the wizard.
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Messaging
The Messaging block allows you manage all aspects of your email and fax communications. You 
can create new messages, read incoming messages, and listen to voice messages left on the 
system. No additional email client or software is required.

Your telephone greetings are also created and maintained in this section.

This block includes sections for Send a Message, Send a Fax, Messages, Fax Jobs, Greetings and 
Message Forwarding.

Message Icons

These icons are used to display information about each message:

Send a Message 
To create a new email message, click the Send a Message button.

Icon Name Function

New Voice Indicates that the message has an audio component (voice message or attachment)

Unread Email Indicates an email that you have not read

Read Email Indicates an email that you have read

Fax Indicates that the message is a fax

Urgent This message is marked Urgent by the sender

Confidential This message is marked Confidential by the sender

Attachment Indicates that this message includes an attachment
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Main Message

Composing a message is the same as with other email clients. Define the recipient(s), then enter the subject and body of 
the message. If required, attach a file using the Attachments tab.

TO: Enter the email address for the recipient in the TO field. Alternatively, use the search icon  to open your 
contact list and select the contacts to include. Multiple addresses can be entered when separated by a comma 
(e.g. johnc@erbmusic.com,brianj@fxsound.ca). 

Click the Add CC or Add BCC links to “carbon copy” or “blind copy” additional 
recipients of the message. These will open new address bars for each 
category. Enter the addresses in the spaces provided, or use search to select 
from your contacts list.

Subject: Type a brief description of the message contents so the recipients will 
know what it is about.

Enter the body of the message in the space provided.

Select additional options for the message from the dropdown menus above the message window:

Importance - Choose between Normal and Urgent. Urgent shows the recipient that the message should be opened 
immediately.

Sensitivity - Select either Normal or Confidential to tell recipients that the message contains sensitive information.
Mark Certified - Enable this checkbox to request that the recipients send you an alert when they read the message.

Attachments

The Attachments tab in the New Message window is used to include additional 
items with an outgoing message. Use the Add button in the upper left to 
include a File, New Text or New Voice attachment with the message.

File - Selecting this option opens a window where you can choose a file to 
add to the message. Only one file can be added at a time, but multiple 
files can be added individually. Once the file has been chosen, click 
Upload to copy the file into the message.

New Text - Choose this to open a window to enter additional text. Click 
Save to attach the message as a text file.

New Voice - If you have a microphone attached to the 
computer, or you have an integrated telephone, you will 
be able to include voice messages from the Web Access 
the interface using the recording tool. 

• To start recording, click the Record record button. 
When finished, click the Stop button. The voice 
recording will be added to the message as a WAV audio 
file attachment.  When you are satisfied with the 
message, click Save.

Sending the Message

When the message is ready, click the appropriate button one of the following buttons to continue.

Button Description

Click this button to transmit the message immediately.
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Send a Fax 

All features for sending a fax are the same as for Send a Message. Enter the fax number in the TO field. Include all 
required digits, such as long distance and area codes, and any characters needed to access an outside line. Any 
attachments to the fax must be in the PDF or TIFF formats unless the voice server has been specifically setup to support 
other file types.

Select a time when the message will be sent. 
Enter the year, month, day, hour and minute to send the 
message, or click the calendar icon  to pick the day. 
Click OK when ready.

Use this button to save the message to the drafts folder and return to the inbox. The 
message can be recalled, modified, and sent at any time.

Delete the message and return to the inbox.

Note: This feature is only available if you have a fax board installed on the server to handle fax routing. 
Otherwise, faxes can be sent using the messaging client by setting the outgoing address to FAX: followed by 
the fax number (e.g. fax:9057079700).

Button Description
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Messages 

Reading Messages

To read the messages, clicking the Messages button will open your inbox. 

Read  messages appear in normal text, while Unread  messages are in bold. 

To open an message, click the contact’s name in the From column.

The message will open in a new window.

Note:  This item is only available to accounts with Advanced desktop capabilities.  An account with Basic 
alone will not have access to this feature.
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The following controls are available:

* - Choosing Text will send an email reply. Select Voice to record and send a voice message with the response. 
Pick Fax to send the reply as a fax.  Mobile Text will send a text message to a contact’s mobile device.

† - Adding a Comment gives you the option to add or record a preface to the message before sending it to the new 
contact. Choose No Comment to send the message as it with no additions.

Opening a Voice Message

Web Access can play voice messages. When you open a voice message (an email with a 
voice file attachment), Web Access will automatically play the message. To replay the 
message, go to the Attachments tab and open the audio attachment through the 
interface shown here.

Opening a Fax Message

When you receive a fax message, you can open the fax attachments within Web Access using the default Microsoft 
Windows Fax viewer. You may choose to either save the file to your local computer and then open it, or open it on the fly.

Buttons Description

Close the message and return to the Inbox.

Reply - Send a response only to the sender of the message.
Reply to All - Send a response to the sender and all recipients of the 
message.

Forward - Pass the message along to another contact.
Mouse over each button to display additional options (Text*, 
Voice, Fax, Add Comment†, No Comment†).

Duplicate / relocate the selected messages to another folder. You will be prompted 
to select the folder where the messages will be moved/copied to.

Send the selected messages to the deleted items folder. 
Using this icon from the deleted items folder will permanently remove the selected 
messages from the system.

Start a telephone call with the sender of the message. See description on page 37.

Note: If there is more than one attachment, click the Attachments tab and select the voice message you 
want to hear from the list.

Note: If there is more than one attachment, click on the Attachments tab and select the fax message that 
you want to view from the list of attachments.

*

†
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Adding Attachments to a Message

Aside from the attachments that are generated for you (e.g. fax and voice messages), you can also attach other files to a 
message through the Attachment tab. To attach a file, click the Add button. You have three choices:

File: Click on Browse button to select a file you wish to attach. Click on the Upload button once you have made your 
selection to attach the file to your message.

New Text: A simple text editor will appear. Compose the text then click save. The text file will be created and will be 
automatically included with your message.

New Voice: The recording tool appears. Click Record and say your message into the microphone. When finished, 
click the Stop button and the voice file will be automatically attached to the message as a WAV audio file.

Live Reply (Dialing)

Web Access allows you to initiate a call from within a message, connecting you through 
your currently selected phone device.  When you click Live Reply, the popup screen shows 
these options:

Phone Number of My current location: Select the phone number you wish to use to 
connect with your contact. The voice server will first call you at this device, and then 
place a call to the contact once you have answered, seamlessly connecting both 
parties.

Type: From the dropdown menu, select the type of phone number of your contact, Internal or External.
Number: Enter the telephone or extension number of the contact to be dialed, or click one of the icons:

 - Open a dropdown list of numbers previously called.  Click one to place the call.

 - Search for the number through your contacts list.  Click one to place the call.

 - Expand the display to include area and country codes in addition to the number.
Dial: Click this button to place the call.  Your current device will ring and the call will be placed once you pick up.
Cancel: Click this button to close the Live Reply window without placing the call.

Other

If you wish to perform an action on a message without viewing the content, enable the checkboxes to the left of the 

message list, then select the desired action button, such as Move  or Delete .

Additional controls are available through the buttons.

* - Choosing Text will send an  email reply. 

Note: To change the order in which the messages are displayed, change the Sort Order from the main page 
under Call > Telephony Options (see page 67). The default is LIFO (newest first).
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* - Select Voice to record and send a voice message with the response.  Pick Fax to send the reply as a fax. Mobile 
Text sends the message as an SMS text message. 

Recovering Deleted Messages

Any deleted messages and folders are moved into the Deleted Items folder. This allows you to recover the items as long 
as the Deleted Items folder has not been emptied. 

To recover an item, move a message or folder back to its original location, or to any other location outside of the Deleted 
Items folder.

Emptying the Deleted Items Folder

Deleted messages and folders are moved to the Deleted Items folder. To permanently remove these items, select the 
Empty Deleted Items Folder option from the folder menu.

Buttons Description
Create a new message. Hover the mouse over this button to view the 
available message types*. Select one to create a new message of that 
type.

Duplicate or relocate the selected messages to another folder. You will be prompted 
for the folder where the messages will be moved or copied.

Update/refresh the message list.

Send the selected messages to the deleted items folder. 
Using this icon from the deleted items folder will permanently remove the selected 
messages from the system.

Click this button to access the online help system.

The Views button allows you to filter the messages that 
are displayed. The default is Show All messages.

Use the arrows to move to the next / previous page of messages.

Warning: Once you empty the Deleted Items folder, you cannot recover the deleted items.
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Fax Jobs 

This section shows all sent, received, and pending fax messages. The 
time, date and number for each fax are listed. 

Faxes that are still being processed by the system are also shown, 
with their current status (e.g. Dialing, Sending).

Any fax that has failed to send is listed with the reason for the failure 
(e.g. Busy, No Answer). If there are any problems making the 
connection, Web Access will automatically redial the number several 
times before stopping. 

The number of times the system will redial the number is controlled through 
the Avaya Messaging Admin program.
Go to the Company > Integrated Fax tab. 
Set the value in the Number of retries for printing file if no response field 
to control the number of times the system will attempt to send the fax. The 
default value is 5.

Click Send Fax to create a new fax message.

Note: This feature is only available if you have a fax board installed on the server to handle fax routing. 
Otherwise, faxes can be sent using the regular messaging client by setting the outgoing address to FAX: 
followed by the fax number 
(e.g. fax:9057079700).
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Greetings 

It is important to fully customize your personal greetings so that you 
can easily convey your location and availability to callers. Unless there 
is a specific greeting defined, all callers will hear the default greetings 
for your availability setting, and where the call is coming from 
(internal or external).

Review and record all of the greetings associated with this account.

Add Greeting - Click here to create a new greeting in the chosen 
category.

Add greeting in different language - For entries that already 
have a greeting, this link lets you create a new one. Select a 
different language from the list and record the new greeting. 
This will be played when a caller chooses that language from 
the auto attendant.

Record - Select this link to open the record menu. When 
recording a greeting, choose the language for the greeting from 
the list. All languages available on your system will be listed. 
This greeting will play when a caller selects the specified 
language at the prompt.

Click Record when ready. Speak into the microphone/handset to record the greeting. 
Click Stop to end recording.

Click Play/Pause  to review what you have recorded.
Click Save when finished to save the greeting on the system.

Play - Choose this to review the current greeting for any item.

Delete - Click the  icon to remove the associated greeting from the 
system.

My default greetings

On this tab, review or record your name, and the standard internal and external busy greetings that callers hear.

Name Greeting

Say your name. By default, this greeting is generated by the system using the TTS (text-to-speech) engine.  The TTS engine 
has limited pronunciation, so record your name greeting yourself for best results.

Internal Personal Greeting

The Internal Personal Greeting is played when an Internal number calls you and you do not answer the call.

Note: To choose the device used to record greetings, refer to Webclient Options on page 74 for more 
details.

Hint: It is best to use the desktop telephone to record greetings. Always record your greetings from any device 
in quiet surroundings to avoid distracting or embarrassing background noises appearing during playback.
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External Personal Greeting

The External Personal Greeting is played when an External number calls you and you do not answer the call.

Internal Busy Greeting

The Internal Personal Greeting is played when an Internal number calls you and you are already on the phone.

External Busy Greeting

The External Personal Greeting is played when an External number calls you and you are already on the phone.

Internal Unavailable Greeting

The Internal Unavailable Greeting is played when an Internal number calls you and your availability is set to unavailable.

External Unavailable Greeting

The External Unavailable Greeting is played when an External number calls you and your availability is set to unavailable.

Location Greeting

Review and record greetings to be played when you are at each specific location. (At Lunch, In Meeting, Vacation, etc.).

My custom greetings

Create custom greetings for specific contacts. When the system identifies and incoming caller through Caller ID, it will 
play the greeting assigned to that caller’s number.

Note: You will require a functional microphone on the computer that you are connecting to Web Access 
from in order to record a greeting from the Web Access interface. Alternatively, you may record using an 
integrated telephone if you are at your work station by configuring Playback / Record.
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Message Forwarding 

If you have another email address that you use, or simply wish to 
backup your messages to another account, you can forward your 
messages from Web Access to any email address. You can configure multiple forwarding addresses, but only one can be 
active at a time.

Add new / Modify a forwarding address

To add or modify an existing Forwarding Address, refer to the 
below fields:

Disable: Enable this checkbox to stop forwarding messages.

Message Destination

Select one of these destinations for forwarding using the radio 
buttons.

Send to specified destination: Select this radio button and 
enter the address to which you would like the messages 
forwarded.

Print to server's default printer: Sends the message to the 
default printer setup on the Avaya Messaging Server.

Print to fax: Forward the message to the specified fax number.
Google Doc: Forward the message to a Google Docs collection. Enter the name of an existing collection to send the 

messages to. The path must be between forward slashes /    (e.g. /collectionName/ ).
Storage Path: Forward the messages to a custom location. Enter the path where the messages will be sent 

(e.g. C:\Users\PersonName).

Forward Details

Select any additional forwarding rules using the radio buttons.

Forward Type: From the dropdown menu, select the transfer type. Forward will keep a copy of the message in the 
original account mailbox, while Relay will remove the message from the original account after processing.

Message Type: Select the type of messages that will be forwarded by enabling the desired checkbox(es): Email, Fax, 
Voice, Missed Calls.

Voice Format: Select the audio encoding format from the dropdown menu that will be used to encode any voice 
messages.

Fax Format: Select the file format that will be used to forward fax messages. Only TIFF and PDF are available by 
default. Other formats may be available if the appropriate programs have been installed on the server.

After: The selected messages will be forwarded after a predetermined delay. To add a delay to your forwarded 
messages, enter the desired time in hours and minutes. Entering 0 minutes and hours will instantly forward the 
message the moment it is received.

Include Attachment(s): Enable this checkbox to include any attachments with forwarded messages.

Note: A Google Docs site must be setup on your system before you can use this option. Leaving the 
Collection Name field blank will cause all of the selected message types to be sent to the root of the user’s 
Google Docs site.
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Location 
Locations are the central element of Avaya Messaging. Your current status is defined by your 
location. All calls, messages and other communication interactions are enhanced by the custom 
rules configured for each location. A wide range of common locations is provided with the 
program, and you can create custom locations as required. All locations, both pre-defined and 
custom, can be modified through Web Access to suit your needs.

Web Access provides a means to manage your presence by creating and modifying locations, 
contact numbers and availability.

Change Current Location 

Your current location, contact number and availability are displayed on 
the dashboard button.

To change your location, click the Change Current Location button on 
the dashboard. 
Enable Use my locations calendar to have your location 
automatically follow your calendar.

Select the Override my locations calendar and set my current 
location radio button to manually change your location. Configure the 
remaining fields as necessary then click Save. 

Current Location

These additional fields will only appear once the Override option is selected.

Current Location: From the dropdown menu, select the location you wish to use (In Office, At Lunch, Meeting, etc.).
Availability at Current Location: From the dropdown menu, set your availability status (Available, Unavailable).

Number: The current number where you can be reached is displayed. Click the arrows  to enter a different 
number. Select the correct Type (Internal or External) and enter the full Number including country & area code 
where necessary. You may also choose from the numbers associated with that location .

Availability at Current Location

Choose either Available or Unavailable from the dropdown list.  When Available, your current telephone will ring and 
the call will be transferred to voicemail or another number if there is no answer.  If you are Unavailable, incoming calls 
will be immediately routed to your voicemail or to another number.

Override Availability Filters: Enable this checkbox to override the Availability Filters configured for this location. 
Availability Filters are configured under the Locations button. With this option enabled, any exceptions made for 
this location by the filters will be ignored.

Appear unavailable if no caller ID: Enable this checkbox to be unavailable if there is no caller ID with a call.

Note: Availability at Current Location and Number will automatically change to your current location's 
defaults once you have chosen one.  Make the needed changes after selecting a location.
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I will be at this location

Select one of the radio buttons to define how long you will appear at this location.

Until I change my location: Continue at this location until it is manually changed again.
Until the next scheduled activity or the end or the beginning of working hours: This location will be used until 

the next event in your calendar is reached, the current workday is over, or the next workday begins.  Your location 
will then be changed based upon your calendar settings.

Till: Enable this radio button to use this location until the specified time.  Your location will then revert to your 
calendar defined schedule thereafter.  Enter the year, month, day and time to stop using the current location and 
return to your calendar schedule.

Make any changes necessary, then click Save and return to the dashboard.
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Locations 

Use this dashboard button to create and manage your locations. Click an existing 
location to edit its details, or select Add Location to create a new one. Click X to 
delete that location.

There are 5 tabs to edit for each location.

General: Assign, edit and prioritize  the numbers used with this 
location, and the default availability associated with each.  Enable the 
checkbox beside one or more numbers configured for your account.  When 
you receive an incoming call, each number will be called according to the 
rules set down on the Find Me Rules tab.

Location Greeting: Choose a greeting to use for this location, and configure the rules for callers.
Availability Filters: Create a customized availability rule for this location. Specify which numbers (internal/corporate 

or external) and contacts see you as available or unavailable.
Find Me Rules: If you have more than one number selected for a location, you can define the rules that the system 

will follow when connecting incoming callers to your phone or mailbox.  If only one number is selected for this 
location, this tab will not appear.

Assign Calls: Automatically transfer incoming calls to another number depending on who is calling. Define the exact 
conditions of transfer to a single or group of callers.

Each predefined location, and any custom location, has its own settings. You can specify exactly how you appear 
(available or unavailable) and to whom, and how you can be reached at each location independently of the others.

In Office, for example, usually means that you are available to everyone, and can be reached at your desktop extension. 
At Lunch may show you as unavailable to all callers from outside the company, but available to internal calls. Remote 
Office could set you up as available to all, but route calls to your remote/home telephone, whereas Mobile will pass your 
calls to a cellphone. A Temporary Location could have you available, but reach you at a different extension within the 
company. Extended Absence or Vacation can play a custom greeting before transferring the call to a co-worker. For all 
locations, you can choose to allow or deny calls from specific contacts, so even if you are at lunch, that important call 
from a client will still reach you.

General

The General tab determines which number(s) will receive an 
incoming call when this location is active.  Choose one or 
more numbers from those already connected to your 
account, or Add a new one.

Name: Enter or edit a name for this location.  The names 
of pre-defined locations cannot be changed.

Local location (within same time zone): Enable this 
checkbox if this location is in the same time zone as 
the company offices.

Default availability: From the dropdown menu, select 
the status (available/unavailable) that will be 
automatically applied when you select this location.

Note: Predefined locations cannot be deleted or renamed, but they can 
be edited.
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Assign numbers for this location

Enable the checkbox on the left-hand side of for each number that is to be used with this location. Use the arrows  
to move the numbers up or down the list. The system will contact each number in order when receiving a call (see Find 
me rules here).

Click Add to create new telephone addresses, or Edit beside a number to modify an existing one.  Specify the type of 
number (Internal, External), whether it should be the default number, and decide if it should be a trusted device or 
not.

When ready, click Save.

Location Greeting

The Location Greeting tab is used to determine which of your 
greetings are used with each location.  Only one of these 
items can be selected at one time for this location.

Play default greeting: Select this radio button to play 
your default greetings for each situation (Default, On 
the phone, Unavailable). Click Play to listen to each 
greeting.

Play Automated Name and Location greeting: Enable this option to have a standard location and name greeting 
played.

Play this greeting: Select this radio button to record a custom greeting for this location. Clicking Add Greeting will 
open a window where you can record and save a new greeting.

Options

Click all that apply.

Do not allow callers to skip the greeting: Enable this checkbox to force the callers to listen to the entire greeting.
Do not allow callers to leave messages: Enable this checkbox if you do not want callers to be sent to voicemail 

after the greeting. Callers can instead be sent to the auto attendant voice menu, or the system will hang up.

Note: You can have more than one number associated with a location. For example, while in the office you 
may have access to a desktop telephone, a softphone, and a cell phone.  All three can be enabled for this 
location.
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Availability Filters

This tab allows you to customize the rules for giving callers 
access to your voicemail.  These changes made here will override 
any other settings for this location.

When I am available at the current location

By default, all incoming calls are routed in the same way.  
However, you can create a list of contacts for whom you will 
appear unavailable regardless.  Their calls will be processed 
according to the rules configured for when you are unavailable 
(i.e. go straight to voicemail).  Select the custom rule you wish to 
apply.

Appear available to everyone: Select this radio button to 
appear available to all callers.  This is the default.

Appear unavailable to: Select this radio button to appear 
unavailable to one or more of; in-office calls (Internal 
calls), out-of-office calls (External calls) and calls from 
members of your contacts list (All calls from my contacts). Select all that apply.  You can create exceptions for 
each of these rules so that some people will see you as available even if they belong to the groups specified.

Appear unavailable only to this list: Select this radio button to appear unavailable only to members of a list that 
you create. Click None (the default) and create your exceptions list. This list is unique to this location.  People on 
the list will see you as unavailable, while all others will see you as available.  Incoming calls will be routed 
accordingly.

When I am unavailable at the current location

By default, when you are Unavailable, all incoming calls are routed in the same way.  However, you can create a list of 
contacts for whom you will appear as available regardless.  Their calls will be processed according to the rules you 
configure for your available status (i.e. ring your desktop telephone).  Select the custom rule you wish to apply.

Appear unavailable to everyone: Select this radio button to appear unavailable to all callers.  This is the default.
Appear available to: Select this radio button to appear available to one or more of; in-office calls (Internal calls), 

out-of-office calls (External calls) and calls from members of your contacts list (All calls from my contacts). 
Select all that apply.  You may also create exceptions for each of these rules so that some people will see you as 
unavailable even if they belong in the groups specified.

Appear available only to this list: Select this radio button to appear available only to members of a list that you 
create. Clicking None (the default) and create your exceptions list. This list will be unique to this location.  People 
on the list will see you as available, while all others will see you as unavailable.  Incoming calls will be processed 
accordingly.

Find me rules

The Find me rules tab will only appear when more 
than one contact number or device is selected 
under the General tab.  From here you configure 
how the system will pass incoming calls through the 
multiple numbers selected.
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General Rule to Find Me

Enable one of the following:

Only call me at the first number assigned to this location: Select this radio button to have the system call you 
only at the first number assigned to this location on the General tab.

Call me at each of the numbers assigned to this location sequentially: Select this radio button to have the 
system call you on each of the numbers assigned to this location in sequence, from top to bottom as they appear 
on the General tab. You may also configure additional settings when you choose this option.  Refer to the Find Me 
Options and Exceptions List sections below.

Call me at all the numbers assigned to this location at the same time: Select this radio button to have the 
system call all of the numbers assigned to the location simultaneously. You may also configure additional settings 
when you choose this option.  Refer to the Find Me Options and Exceptions sections below.

Find Me Options

If you selected an option to have the caller find you, you can specify additional options.  Select one of the following:

Automatically find me: Select this radio button to have the system automatically try to find you (call your numbers 
as determined above) when a call comes arrives.

Ask the caller to find me: Select this radio button to have the system ask the caller if they want to find you.

Exceptions

Exceptions are only available if you have selected Call me at each of the 
numbers assigned to this location sequentially or Call me at all the 
numbers assigned to this location at the same time.

Instead of using the same Find Me Rules for everyone, you can specify 
how different contacts will function. You can turn off the follow me 
options for some, and assign different behavior for others. To add an 
exception click the New Rule button. 

Give the rule a name and select the specific behavior for this rule.  As above, select if the system should ring only the first 
number, all of the numbers in sequence, or all of the numbers at the same time.  Add the contacts that are included in 
the rule by adding them to the Who Will Find Me list.  Click None to build the list of contacts.

Note: Call queuing will be automatically disabled on locations where find me rules are active.
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Assign Calls

This tab allows you to route your incoming calls to 
another extension or agent.  An assigned call will 
not be processed by your own mailbox or rules, but 
will be passed to the selected alternate destination.

Assign my calls to: Enable this checkbox to 
have your calls routed to another number or 
user account.  Enter the number/account to 
which you want your calls sent.

Play a greeting before assigning the calls: Enable this checkbox if you want the system to play a greeting before 
transferring the call. This enables two options:

Play my Name followed by the name of the person the call is assigned to - If you enable this radio button, 
the pre-assignment greeting will be your name followed by the name of the person to whom the call is being 
passed.

Play this greeting - If you select this option, you can have a specific greeting play before calls are assigned. 
Select your greeting and the language of the greeting from the accompanying dropdown menus.

Exception List

New Rule: Click this link to create Exception Rules.  When a new window appears, name and configure the exception, 
then Save. For detailed information, refer to Find Me Options - Exceptions.

Note: Click on the Address Book button to select the user from a list. Click on the Check Names button to 
have the system check what you entered and, if recognized, express it in the proper format.
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Calendar 

Your Calendar is a schedule that 
displays exactly where you are at 
any given time. If you have 
recurring events or a set schedule, 
a location calendar will be 
convenient since you will not have 
to manually change your location 
every time. Your status will be 
automatically updated according to 
the schedule.

A user's calendar details are synchronized with a Microsoft Outlook, Exchange or Google Apps account. 

Call routing is based upon the location and availability specified in the calendar.

Navigation

 - Use the arrows to move forward and backward through the calendar. Each click shows the next or 
previous week’s events.

 - This icon can be used to jump to the desired date. Open this calendar and click on the date to be displayed.

Schedule a Location

Click the Schedule a Location button to add an event to the schedule.  
Add the following details:

Location: From the dropdown menu, select at which location you 
will appear at during the event.  Incoming calls will be routed 
according to the settings made for that location.

Availability: From the dropdown menu, select your availability for 
this event.  Incoming calls will be routed accordingly.

Schedule description: Enter a description or name for the event 
you are creating.

Start /End: Specify the start and end times for the event. You may 
enable the All day (24h) checkbox to have the event last for the 
entire work day.

Click on the calendar icon  to select the date for the event.

Enable Recurrence 

The Enable Recurrence button allows you to set events to repeat at regular intervals. You can create an event that lasts 
for several days, and define the exact time frame that it will be valid for during those days. You can also choose the days 
of the week separately, so that you can configure a repeating schedule that covers the entire working week.

Click the Enable Recurrence button to create a repeating event and enter the start and the end times.  The main menu 
items are on the left, while the submenus for each appear to the right when selected.  Enable one of the following radio 
buttons:
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Daily: When selected, you must choose Every weekday or Every X days. For 
example, entering 1 will make the event occur everyday while entering a 2 will 
have it occur every other day.

Weekly: Enable Weekly, then specify the day(s) of the week on which the 
event will occur.  Define the pattern of Every X weeks. For example, 
entering 1 will schedule the event for every week while 2 will schedule the 
event for every other week.

Monthly: Enable this option, and set the day of the month for the 
event. When using the first radio button, define the day itself (e.g. 1st 
or 15th of the month) by entering only the number, then X months. 
Entering 1 as the X will make the schedule occur every month while 2 
will make the schedule occur every other month.  For example, Day 7 
of every 2 months.

The second option will allow you to be more dynamic in your choices. For example, Third Friday of every 1 month.

Yearly: With Yearly selected, specify a single day of the year by choosing the 
month and the day for the event, such as Every June 6). 
You can also select a generic time for the event. For example, First Friday of 
March.

Range of recurrence

The Range of recurrence defines the period over which the event will 
continue to repeat. The event will appear in your calendar until the 
range of recurrence has passed. Select one of the following radio 
buttons and define additional fields where necessary. 

Start: Provide the date when the event will begin repeating.  Enter the year, month and day.
No end date: Select this radio button to have the event repeat indefinitely beginning at the start date.
End after X occurrences: Select this radio button to have the schedule expire after it has occurred X times.
End on: Select this radio button to define an exact end date of the recurrence.

Adding/Modifying a Location Calendar 

To create a new calendar, or to modify an existing one, click the Change 
Calendar button at the top of the calendar display window, then select 
New location calendar.  To modify an existing calendar, choose Edit 
beside the chosen calendar.

Name: Enter a name to help you identify the calendar’s function.
Time Zone: From the dropdown menu, select a time zone to use 

with this calendar.
Default working hours: Define your working day by setting the Start Time and the End Time.  Type the times in the 

spaces provided, or click the arrow beneath each field to open a dropdown list where you can select the time.
Copy local locations from existing calendar: Enable this checkbox and select an existing calendar from the 

dropdown menu. The location information from the selected calendar will be copied to the current one.

Click Save and Close when finished.

Note: No matter which radio button you choose, you must always first select a start date.  By default, 
today’s date will be entered automatically.
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Changing Your Active Locations Calendar

Avaya Messaging allows you to maintain multiple calendars, but only one may be active 

at a time. To designate a calendar as active, click the  icon from the calendar 
display window and select the radio button that is located beside the calendar that you 
wish to use.

Options

Move the mouse over the Options button to access additional calendar settings: Change Time Zone, 
Change working hours, Hide local locations, Show all hours.

Change Time Zone

If you are traveling, or have relocated to another time zone, you should 
change the time zone of the calendar so that your calendar is properly 
aligned with local time.

Select the desired time zone from the dropdown menu then click OK. The current calendar will synchronize to the new 
time zone.

Change working hours

If you have a set work schedule, you can setup your calendar so that you are only available 
during the hours you are working. This will make it easier to manage your calendar since 
the schedule will be more compact;  only the hours you have selected will appear in the 
calendar display rather than the full 24 hour day.

Select the Start Time and the End Time for your working day, or use the arrows and select the times from a list. Your 
current calendar will be adjusted to reflect the new schedule.

Hide/Show local locations

Select Hide local locations to have the calendar display only events at 
locations outside the current time zone. Choose Show local locations to 
display all events in the calendar regardless of the time zone.

Show all hours / Only show working hours

This item will toggle the display between showing all hours in the day and only the hours in the work day. This provides 
access to times outside of office hours when necessary, while still allowing the display to be compact most of the time.

Note: Each location has a checkbox to specify if it is considered a Local location.  Start from the dashboard, 
then go to Locations and set this option on the General tab.
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Addresses 

The Addresses button on the dashboard allows you to add and manage the 
phone numbers and email addresses where you can be reached. These 
addresses will be associated with your locations.

There are various types of addresses that can be created: Phone, Email, Fax, 
Beeper, SMS and Other. To create a number of any type, click the tab for the 
type of the desired number and then click Add. 

To modify an existing address, click the address.

Phone

A Phone address may either be an internal (such as an extension) or an 
external number (like a cellphone). 

Open the Phone tab, then click Add to create a new address. To modify an 
existing address, click the address. 

Internal

To define an internal number, click Add then enter an extension in the Number field.  You 
may also choose to configure the following items.

Set as Default: Enable this checkbox to use this number as the default phone address.
Trusted: Enable this checkbox to flag this as a trusted number. Trusted numbers may be 

required by some voice verification features which allow you to log into the system using your voice instead of 
entering your password on the keypad.

Click Save to add the number to your addresses.

External

When defining an external number, it is best to include as much information as possible. Click 

the expand button  to access additional information (country, area and city codes).  
Provide the complete details for the number.  You may also choose to configure the following 
items.

Set as Default: Enable this checkbox to use this number as the default 
phone address.

Trusted: Enable this checkbox to flag this number as a trusted number. 
Trusted numbers may be required by some voice verification features 
which allow you to log into the system using your voice instead of entering 
your password on the keypad.

Click Save to add the number to your addresses.

Hint: To quickly change your default address, select the radio button to the left of the address entry to flag it as 
the default. You may only have one default for each type of address.

Note: When you enter a full string of numbers including both country and area code (e.g. 14163332222) in 
the simplified interface, Web Access will automatically parse the data and distinguish the country and area 
code within the number.
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Email

Configure your email addresses here.  The address defined here will also be 
used by Avaya Messaging to send notifications unless you specify a different 
location. 

Open the Email tab, then click Add to create a new address. To modify an 
existing address, click the address.

Type an email address into the space provided.  You may also choose to configure the 
following item.

Set as Default: Enable this checkbox to use this email as the default email address. 

Click Save to add the email address to your list.

Fax

If you have a fax machine, you can opt to receive fax messages through your 
machine instead of through email. When a fax is sent to your mailbox, the 
system will automatically convert the fax message into an email address 
and deliver it to your account. However, if you have a fax address defined that is currently available, the system will 
attempt to forward the fax to the machine first before delivering the message as an email. A Fax address may be an 
internal or external number.

Open the Fax tab, then click Add to create a new address. To modify an existing address, click the number.

Internal

To define a new fax number, click Add then enter the extension in the Number field.  You may 
also choose to configure the following items.

Set as Default: Enable this checkbox to use this number as the default fax address.

Click Save to add an internal number to your address.

Hint: To quickly change your default address, select the radio button beside the address entry to flag it as the 
default. You may only have one default for each type of address.

Hint: To quickly change your default address, select the radio button beside the fax entry to flag it as the 
default. You may only have one default for each type of address.
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External

When defining an external number, it is best to include as much information as possible. Click 

the expand button  to access additional information (country, area and city codes).  
Provide the complete details for the fax number.  You may also choose to configure the 
following item.

Set as Default: Enable this checkbox to use this number as the default fax 
address. 

Click Save to add the number to your addresses.

Beeper

Enter the external pager number that the system will call. The beeper 
address defined here will be used by the system for notification and for 
other paging purposes, such as pre-transfer paging.

Open the Beeper tab, then click Add to create a new address. To modify an existing address, 
click the address.

When defining an external number, it is best to include as much information as 

possible. Click the expand button  to access additional information (country, 
area and city codes). You may also choose to configure the following items.

Set as Default: Enable to use this number as the default beeper address.

Click Save to add the beeper number to your list.

Note: When you enter a full string of numbers including both country and area code (e.g. 14163332222) in 
the simplified interface, Web Access will automatically parse the data and distinguish the country and area 
code within the number.

Hint: To quickly change your default address, select the radio button beside the beeper entry to flag it as the 
default. You may only have one default for each type of address.

Note: When you enter a full string of numbers including both country and area code (e.g. 14163332222) in 
the simplified interface, Web Access will automatically parse the data and distinguish the country and area 
code within the number.
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 SMS

The SMS address will aso be used for notification and text messaging, which 
includes messaging from the Chat functions in iLink Pro. You may define an 
email address or an SMS capable telephone number (e.g. cell phone) as an 
SMS address.

Open the SMS tab, then click Add to create a new address. To modify an existing address, click the address.

From the dropdown menu, select either Email or Phone as the SMS address.

eMail

To add an SMS email address, pick Email from the dropdown menu.  Type the entire address 
into the space provided.  You may also choose to configure the following item.

Set as Default: Enable this checkbox to use this email address as the default SMS 
address.

Click Save to add the email address to your list.

Phone

To add an SMS telephone address, pick Phone from the dropdown menu.  Type the entire 
telephone number into the space provided.  When defining an external number, it is best to 
include as much information as possible. Click the expand button  to access additional 
information (country, area and city codes).  

You may also choose to configure the following item.

Set as Default: Enable this checkbox to use this number as the default SMS 
address. 

Click Save to add the SMS number to your list.

Hint: To quickly change your default address, select the radio button beside the SMS entry to flag it as the 
default. You may only have one default for each type of address.

Note: When you enter a full string of numbers including both country and area code (e.g. 14163332222) in 
the simplified interface, Web Access will automatically parse the data and distinguish the country and area 
code within the number.
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Other

On the Other tab, you can specify any VPIM or Reply To addresses. Unlike 
other addresses, you may have both a VPIM and a Reply To address active at 
the same time.

A VPIM address is automatically assigned by the server and cannot be 
modified. It will usually be in the format of MailboxNumber@Server.com. This is the address that the system uses to 
receive your messages. If you have any type of message synchronization configured (e.g. IMAPCSE synchronization with 
Microsoft Exchange), this will be the account that synchronizes with the other email server.

The Reply To address can be any email address that you use. This address will be the default 
address that the messages will be sent From, and is the address that contacts will use when 
they "Reply To" your email messages.

To change your reply to address, click the email address. Enter in the desired email address, 
then click Save.
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People
From the People section of the dashboard, you can add or import as many contacts as desired. 
These are the contacts that appear in your personal directory.  You can also create distribution lists 
to send a message to multiple contacts.

Contacts  

Use the Contacts button on the dashboard to view 
all of the people currently in your personal 
directory. Contacts can also be modified and 
deleted from this window.

In most cases, a user's details are synchronized with a Microsoft Outlook, Exchange or Google calendar to be available 
through any channel.  Changes to one program will appear in the other program.

Add Contact

Web Access lets you create an unlimited number of personal contacts.  To add someone to your list, click the Add 
Contact button on the dashboard.  There are 4 tabs for each contact: Contact Properties, Other addresses, Attachments, 
and Custom Fields.
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Contact Properties

Use the Contact Properties tab to enter the contact’s details.  Add their full name and titles, the company name and 
address, phone numbers, and any other details you need.

Full Name: Enter the contact’s name in the space provided.  Click the Full Name... 
label to open a popup window where you can include their personal title (Dr., Mr., 
Sir, etc.), first name, middle name, last name and suffix (I, PhD, Jr, etc.). 

For example, to add Dr. Johnathan Quincy Public III, click Full Name... and specify 
his title (Dr.), first name (Johnathan), middle name (Quincy), last name (Public) and 
suffix (III).  The Title and Suffix can be entered manually or chosen from a 
dropdown list.

Click OK when finished.

Mailing Address: Enter the contact’s mailing address in the space provided.  Click 
Mailing Address... to specify the street, city, state/province, zip/postal code and/or 
country.

Click OK when finished.

Company Name: Enter the name of the contact’s company.
Job Title: Enter the person’s corporate job title (President, Sales Manager, CFO, etc.).
Department: Enter your contact's department.
Phone/Phone2/Fax/Mobile/Beeper/Email/Web Site: Enter the details to reach the contact.

Birth Date: Enter the contact's birth date, or select the date using the calendar button.
Gender: Select their gender from the dropdown menu.
Speech enable this contact: Enable this checkbox to turn on the feature to dial this contact by speaking their name.
Play this greeting: From the dropdown menu, select the greeting that will play whenever this contact calls your 

mailbox.  This can be a personalized message specifically for this person.
Language to play: From the dropdown menu, select the language of the greeting (if applicable).
Comments: Enter any comments you may have regarding your contact for your reference.

Note: Click the  icon to have the system apply proper formatting to the numbers entered in these fields.

Note: Click the  button to enter additional telephone information in a new popup window.  From this 
window, you can add the person’s country, area or city code, and their telephone number.

Note:  Not all of these fields are required.
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Other addresses 

Use this tab to configure any alternate means to contact this person.  Enter their Personal or Other contact information 
in the spaces provided.  A contact’s Personal information covers their home address and phone number.  Other 
information includes an alternate mailing address, email, phone or fax numbers, and ISDN / TTY / SIP details.

Attachments 

This tab allows you to associate documents, pictures and other items with the contact.

Hover the mouse over the Add button to see a list of the types of object you can attach to the contact.  These are: File, 
New Text, and New Voice.

File:  Select this option, locate a file to attach to the contact, and upload it into Avaya Messaging.
New Text:  Choose this option to open a text entry window where you can type additional notes.
New Voice:  Click to open a window where you can record a voice file to attach to the contact’s details.

Hint: Affixing attachments to a contact allows you to organize all materials you maintain in your inbox, in 
folders and at your workstation. By attaching items such as photos, resumes/CVs and other assorted 
documents (emails, faxes, call transcripts, etc.), you can create a single resource for all information associated 
with a contact.



61Avaya Messaging Client Applications Guide

Web Access

Custom Fields

Use this tab to add extra information about your contact. Create your 
own fields and populate them as appropriate.  Click New, give the new 
field a name, then enter the value it should contain.  Click OK when 
finished.

Search Contacts 

If you have many contacts, it can be difficult to find an individual 
by looking through the entire directory. Instead, use the search 
function to find the contact you want.

Click the search button  at the top of the contact window, and 
enter the first or last name of the contact. Click the Search button 
to find all matches in your personal directory.

Importing a Contact  

If you have a list of contacts on another platform, such as Microsoft 
Outlook, you will be able to import their data instead of manually typing 
it again. Click the Import button at the top of the contact window to 
begin.

The information must be exported from the original application to a 
comma-delimited (CSV) file. Using Web Access, Choose the exported 
data file and click Next. Tell the system which item in the data file 
corresponds to each field on the contact list.  This allows the imported 
data to be copied to the correct fields in the Avaya Messaging database. 

After verifying that all fields are properly linked, click the Import button 
to add the contact data to your directory.
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Speech Enable Contacts

You can specify that a contact should be “Speech Enabled” so 
that you can speak the contact's name to select that person 
when connected to Avaya Messaging over a phone line.

Click the Speech Enable Contacts button at the top of the 
contacts window, and select the appropriate directory from the 
Select from popup menu.

Search through the list to find the contacts to speech enable. 
Place a checkmark in the box to the left of each name. 

When finished, click the Add button. The selected contacts 
appear in the Selected items pane at the bottom of the 
window. 

When the list is complete, enable the Enable Speech radio 
button at the top of the window and click the Apply to Selected 
Contacts button.

Call a Contact 

To place a call to a contact, click the person’s name in the Contacts list, then click the Call 

icon . 

Their number will appear in the Number to dial field. This number can also be entered 
manually. Click the expand button  to access additional information (country, area and 
city codes) if required. The number from which you will place the call appears at the top of the window. Change this 
number if necessary using the dropdown menu.

Click Dial when ready to place the call. Your selected device will ring and Avaya Messaging will complete the call to the 
contact.

Lists 

The Distribution lists button on the dashboard provides you with an easy way to 
send messages to a group of contacts. For example, if you frequently send 
voicemail to the Sales department, you can create a distribution list called “Sales” 
containing the names of everyone in the department.

The lists you create here are your Private lists and are not available to other users.  
Public distribution lists are created by the System Administrator.

Note: The number of contacts you can speech enable is limited. Consult with your system administrator for 
more information.
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Add / Modify a distribution list

Create a new distribution list by clicking the Add List 
button in the upper left corner of the window. To edit 
an existing list, click the name of the list.

Save and Close: When you have finished creating 
or editing the list, click this button to save the 
changes and return to the Lists window.

Discard: This button will return the list to its 
original state, ignoring any changes made.

List Number: Give the list a number. This allows 
access to the list through the telephone keypad.

List Name: Enter a name for the distribution list.

The Search pane displays contacts based upon the 
parameters you enter into the space provided. Find a 
contact and enable the checkbox to the left of their 
name to add them to the Recipients pane.

Search: Instead of browsing the categories, you 
may also search the entire database for a 
contact. Type in the information then click on the Search button to find all the matching contacts.

Add: Click this button to copy the selected contacts to the Recipients box at the bottom of the window.
Delete selected items: Click this button below the Recipients pane to delete the selected contacts from the list of 

recipients. Place a check in the box beside each name to be removed, then click this button. Contacts are removed 
from the distribution list but not from the system.

The Select from pane allows you to search specific directories for contacts to add to the distribution list. Select a 
directory to view from the dropdown list and enable the checkbox to the left of their name to add them to Recipients.

Select from: From the dropdown menu, select the directory that contains the contacts that you want to add to the 
distribution list.

All colleagues: Select anyone within your company.
All private contacts: Select from your private directory.
All public contacts: Select from the corporate list of public contacts.
Department: Select someone in the specified company department.
Email: Manually enter an email address for the recipient.
Remote Sites: Type an email address, then use the dropdown menu to choose from the domains that are pre-

configured from the remote sites on the server.
Phone Numbers: Manually enter an phone number of the recipient.
Fax Number: Manually enter the fax number.
SMS:Email: Manually enter an SMS enabled email address.
SMS:Phone: Manually enter a SMS capable phone number.

When finished, click the Save and Close button at the top of the window.
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Sending a message to a Distribution List

Once a private or public distribution list has been setup, it can be accessed when sending a message by adding the list 
number or the list name in the TO field, then press Enter.

Note:  Distribution Lists created in Web Access are only available when sending messages from Web Access.
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Notification
When you are away from your desk or out of the office, you may not know if you have received an 
important message. The Notification section of the Web Access dashboard can be configured to 
notify you upon receiving messages. 

For example, if you receive a voice message in your office inbox, Web Access can be instructed to 

email you, or it can call your cell or home phone number to notify you of the message’s arrival.

Schedule 

The Schedule button on the dashboard of Web Access allows you to 
specify phone and email addresses that will be used to contact you 
when you have a message. After specifying your contact methods, you 
can assign a schedule to a notification address. Alerts created without a 
schedule become Special Cases. 

To create a new alert, click Add New Notification, or click the address of an existing alert to modify it.

Address: From the dropdown menu, select the address you 
want the notifications to be sent to. This can be an internal 
or external phone number or an email address. The 
entries in the list are configured under Addresses on 
page 53.

Number of retries: Enter the number of times that the 
system will attempt to notify you.  This option is only used 
for phones or pagers.  Notifications through email and 
SMS are always sent only once.

Minutes between retries when line is busy: Enter the 
number of minutes that the system will wait between 
notification attempts when the telephone number is busy 
(only for phones or pagers).

Minutes between retries when there is no answer: Enter 
the number of minutes that the system will wait between 
notification attempts when the telephone number is not 
answered (only for phones or pagers).

Schedule description: Enter a name or description for the current notification schedule for your reference.
Enable / Disable Recurrence: By default, the notification schedule will have recurrence enabled. If you decide to 

disable recurrence, the notification will always be on during the defined time. For example, if the Range of 
recurrence and the Start Time is set to January 01, 2018, 0:00 and the End Time is set to December 31, 2018, 
23:30, you will be notified for the entire year. Te All day (24hr) option will have no effect since the schedule already 
covers the a full 24 hours. Disable Recurrence to create a Special Case.

Note:  Notification is only available to accounts with Advanced desktop capabilities.  An account with Basic 
alone will not have access to this feature.

Note: Alerts are sent immediately when a message arrives as long as it is within the hours setup in the 
schedule.  You will not be notified for any messages that are received outside of the scheduled times.

Note: Since getting notified for every message can be overwhelming, you can configure the timing and 
conditions for notifications from Options on page 52.



66Avaya Messaging Client Applications Guide

Web Access

Recurrence  

Recurrence saves you the trouble of setting up a notification repetitively. You can create a notification schedule that 
spans multiple days and defines the time frame that it will be valid for during those days. You can also choose the days of 
the week separately, so that you can configure a schedule for your entire working week.  Recurrence is enabled by 
default.

Start Time and End Time: From the dropdown list, specify a time range for the notification schedule. For example, if 
you want this schedule to be in effect from 9 AM to 5 PM, select 9:00 from the Start Time dropdown menu and 
17:00 from the End Time dropdown menu.  Notifications will only be sent between these two limits.

All day (24hr): Enable this checkbox to have notifications sent out regardless of the time of day they are received.  
Start and End times are disabled while this option is selected.

Recurrence Pattern

Enable one of the following radio buttons and specify any additional details.

Daily: Decide if the schedule is to be active Every weekday, or Every X 
day(s). Entering 1 will have provide notifications daily, while entering a 2 
will make it every other day.

Weekly: Choose the day(s) of the week on which notifications will be 
sent, and define the pattern of every X weeks. Entering 1 will have 
notifications sent every week while 2 will send them every other 
week.

Monthly: Specify the Day of every X month(s).  For Day, enter 
only the day number.  For example, selecting Day 12 of every 
2 months will send alerts on the 12th day of every other 
month.

The second option provides a different set of choices. For 
example, you can choose to be notified on the Last Friday of every 1 month, or the Third weekday of every 3 
months.

Yearly: Pick a single day of the year by selecting the month and the day. 
You can also be more specific. For example, you can choose the First 
Friday of  January, or the Fourth weekend day of July.

Range of recurrence

Range of recurrence defines the period over which the notifications will 
continue to occur. Select one of the following radio buttons and define 
additional fields where necessary. 

No end date: Select this radio button to have the notifications continue indefinitely beginning at the start date.
End after X occurrences: Select this radio button to have the schedule expire after it has occurred X number of 

times.
End on: Select this radio button to define an exact end date of the recurrence.

Note: No matter which radio button you choose, you must always first select a start date.
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Options  

Being notified for every single message can be 
overwhelming. Configure the types of messages that will 
trigger a notification from the Options button. 

When the options have been configured, click Save.

Notification Filters

Use these options to determine what type of messages, and 
from where they come, will generate a notification.

For new voice/text/fax messages, only 
notify me for the following types:

Select the type of message that will create a notification.  Choose all that apply.

All: Generate a notice for all messages.
     OR
Certified: Generate a notice for certified messages.
Internal: Notify for messages arriving from inside the company.
Urgent: Send an alert for messages marked ’Urgent’ or ’High importance’ by the sender.
Private: Notify for messages flagged as ’Private’ or ’Confidential’.
External: An alert will be generated for messages that arrive from outside the company.
With Caller ID: Only messages that include a caller ID will generate notifications.

Telephony Options

An alert can be sent whenever the system transfers a call for you to another extension.  The message goes out through 
the intraoffice paging system (telephone speakers, PA system, etc.) and takes the form “There is a call for John Smith.”

Configure when the page is announced when a caller is transferred.  

Before transferring: Enable this checkbox to have the system page you before transferring a call.

After transferring: Enable this checkbox to have the system page you after transferring a call.
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Wakeup Call  

You can use Web Access as a personal alarm clock by creating a wake-up call. Click the 
Wakeup Call button on the dashboard and fill out the following information.

Only one Wakeup call can be active at one time.

Number: Enter the number where you wish to receive the wake-up call. Alternatively, 
select a number from the dropdown menu which includes all of the phone numbers 
created for your account under People on page 58.

Date: Enter the date on which the wake-up call will be placed, or click the calendar 
button to select a date.

Time (hour) / (min): Enter the time to place the wake-up call.

When ready, click Save.  Avaya Messaging will call you on the specified device at the chosen date and time.

Note: The time you specify must be in 24-hour format. To set a 9:45 PM flight to New York and you need 1 
hour to get to the airport. If you wanted to set a wakeup call for 8:15 PM on Sunday, August 12, 2018, you 
select “2018”,  “August” and “12” from the Date dropdown menus, then type in “20” and “15” in the Time 
fields.

Note: You may also configure a wakeup call through the TUI (Telephone User Interface) after logging into 
your mailbox. The wakeup call entry is shared between Web Access and the TUI.
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Settings 
The Settings section of the dashboard allows you to customize both your Web Access 
experience. You may also delve into automated features such as forwarding or notification from 
here. Please refer to these topics for more information.

Web Tutorial 

The Web Tutorial button on the dashboard will guide you through setting up your mailbox for 
use in Web Access. Although your administrator has likely done this for you, this wizard will help you to become familiar 
with the options available on the system. You will be able to make modifications to the system through this wizard. It is 
recommended that you run the wizard once before exploring the program more fully. See page 31 for details on the 
tutorial.

The administrator may require that you run the tutorial once before using Web Access. You will receive an email message 
with a link to launch the wizard where you can enter your details.

Account  

Change your account settings and passwords from this menu the 
Account button on the dashboard.

Account Settings

This section manages your credentials for logging in to Avaya 
Messaging.

User Name: This is your login account name, and is usually 
your email address.

Password / Confirm Password: Use this field to change your 
account password.  Enter and verify a new password for your 
mailbox.  This password can contain both letters and 
numbers.

Note: You must click the Save button at the top of the 
window in order for the changes to be applied. This 
password is for both Web Access and iLink Pro.
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Voicemail Password

This section allows you to manage your password for logging into your telephone devices to listen to voicemail messages.

Password / Confirm Password: Enter and verify a new password for your voice mailbox.  This password must only 
contain numbers as it will be entered from a telephone keypad.

Domain Account Name

This is a display of your domain account name which is managed by the network administrator.

Synchronization Options

This section allows your voicemail account to access a third party email provider, such as Gmail, Outlook or Exchange.  
The same information is copied to both accounts so that you can use your favorite program to manage your messages.

Locked: This checkbox is enabled when IMAP credentials are refused by the server when performing IMAPCSE 
synchronization. When enabled, obtain the correct IMAP credentials, enter the information, then disable the 
checkbox to continue the synch.

User Name: Enter the user name for your IMAP email account.  This will usually be your email address.

Voice Format: From the dropdown menu, select the type of compression which will be used on your outbound 
voice messages. You should ensure that the voice format chosen here is compatible with the destination. It is 
recommended that you leave this field at its default value unless you are specifically instructed to change it.

Last Synchronization Time

This displays the last time your Inbox, Contacts and Calendar were synchronized with an external server such as Gmail or 
Outlook.

Miscellaneous Options

This section lets you specify the date format, toggle the use of speech recognition when dialing, and view hints on the 
many screens within Web Access.

Date Format: From the dropdown menu, specify the date format that will be used for your account.  Choose 
between yyyy/mm/dd, dd/mm/yyyy, and mm/dd/yyyy.

Include all my private contacts when I initiate a voice search for a contact: Enable this checkbox to include all 
private contacts in a voice search.

Include my company's public contacts when I initiate a voice search for a contact: Enable this checkbox to 
include the company's public contacts directory in a voice search.

Automatically include my signature or attach an electronic business card to outgoing messages: Enable this 
checkbox to send your signature or an e-business card with all outgoing messages.

Note: Passwords may not be required in some situations. For example, if your company is using a Super 
User authentication with synchronization, you will only need to enter the user name.
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Interface Options

Show Hints: Enable this checkbox to display summarized help.  The hints appear on each screen with a yellow 
background.

When you have finished editing your account, click the Save button at the top of the screen to make the changes 
permanent.
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Call 

Configure the settings for your integrated telephone from here the 
Call button on the dashboard.

Telephony Options

Use this section to assign transfer options and toggle call 
forwarding.

Caller ID: From the dropdown menu, select the way in which 
you will be notified when you receive a call in the iLink Pro. 
Choose from the following options on the dropdown list:

None: Do not ask an incoming caller for his/her phone 
number if they are not recognized by the system. Also 
do not display it in a screen popup.

Ask: Prompt an unidentified caller to enter his/her phone 
number using a touch tone keypad.

Pop: Display an incoming caller's phone number.
Ask & Pop: Ask an unrecognized caller to enter his/her 

phone number and to display that number in a screen 
popup.

Personal Operator: Select the personal operator that you 
want the call to be transferred to. When you define a 
personal operator, it will override the default operator for 
your mailbox.

Enter phone number: Enable this checkbox to enter a 
the telephone number of the person who will act as 
your personal operator.  With this checkbox disabled, 
you must enter the address for that person’s mailbox.

 Resolve Entry: Search within the company directory 
to find the name and extension of the person entered in 
the field (e.g. entering “John” may find “1234:John 
Smith”).

 Address Book: Opens the company directory so you can select your personal operator.
Voice Menu default greeting: From the dropdown menu, select the default greeting for the personal voice menu 

that you are currently using.
Long distance access code: Enter the long distance access code used by your company (where applicable).
Camp On: When someone calls your extension but the line is busy, enabling this checkbox will give the caller the 

option to be notified when your line is free.
Call Screening: Enable this checkbox to force the callers to provide their name.
Call Queuing: Enable this checkbox to place callers in a queue when your line is busy. If queued, callers will be 

informed of their position in the hold queue and asked to either continue holding or leave a voice message.

Record all incoming calls: Enable this checkbox to record all incoming calls. The recorded calls are sent to your 
inbox as a voice message.

Warning: Call Screening and Call Queuing are available only on telephone systems that provide a busy tone. 
Most telephone sets with multiple extension appearances do not produce busy tones.

Note: Call Screening and Call Queuing are mutually exclusive. You may choose one or the other, but not 
both together.
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Fax Detection: Enable this checkbox to allow incoming faxes to deliver their message to your inbox if the call is 
unanswered. With this box unchecked, the phone set will ring but the call will be dropped if it is not answered and 
the system identifies the call as a fax.

Call Forwarding Enable: Enable the checkbox to forward incoming calls to the number defined in the field. You may 
only forward your calls to an internal number (e.g. another mailbox). Enter the number to forward to in the space 
provided.

Re-route Options for CTI Integrations

If you have a telephone system that supports CTI integration, you can configure it so that the system will automatically 
change the settings depending on your phone's status. 

When DND is set on my phone

Select the action that will occur when you receive an incoming call and your phone is set to Do Not Disturb.  Only one 
option can be active at one time.  Incoming calls will be routed accordingly.

Nothing: Select this radio button to do nothing when you receive a call and the phone's DND button is on.
Change my availability to Unavailable: Select this radio button to appear Unavailable when DND is switched on.
Set my location to: Select this radio button and choose your Location and Availability from the dropdown lists. 

Your location and availability will be changed when you push the DND button on your phone.

When Forward to Voice Mail Group

Select the action that will occur when you receive an incoming call and your phone is set to forward to another extension.

Nothing: Select this radio button to do nothing when you receive a call and the phone is set to forward calls.
Change my availability to Unavailable: Select this radio button to appear Unavailable when your phone is 

configured to forward calls.
Set my location to: Select this radio button and choose your Location and Availability from the dropdown lists. 

Your location and availability will be changed while you are forwarding your calls.

Telephony Options

Sort Order

LIFO (Last In, First Out): Select this radio button to play the newest message first, oldest message last. When viewing 
messages through Web Access, the newest messages will be at the top of the list.

FIFO (First In, First Out): Select this radio button to play the oldest message first, newest message last. When viewing 
messages through Web Access, the newest messages will be at bottom of the list.

Say Envelope Information: Enable this checkbox to always hear the envelope information (e.g. sender's name, date 
received, etc.) for each voicemail message.

Note: Changing Sort Order will affect the order in which all messages (email, voice, fax) are displayed under 
My Messages.
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Webclient Options

Play Back Device: From the dropdown menu, select the device (e.g. PC Sound Card, Phone) that will be used to play 
messages and greetings.

Record Device: From the dropdown menu, select the device (e.g. PC Sound Card, Phone) that will be used to record 
messages and greetings.

Help 

This button on the dashboard is used to access the online help file for Web Access.

Note: When you choose Phone as your device for play back or recording, keep in mind that you must have 
access to your integrated phone to play or record messages. This means that if you're using Web Access 
from a remote location, you will not be able to listen to or record messages unless you change the Device to 
PC. PC settings will use the devices which are attached to the current computer.
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PASSWORD RESET

Accessing an account requires a password. The voicemail and application passwords can be reset through any web 
browser from the UC Server web page.

1. Using any web browser, enter the URL for the voice server (i.e. user.yourcompany.com). Select Reset Password. 
2. Enter an email address and select the password to reset: reset Voicemail Password or Application Password.

3. Enter the security code in the space provided, Click Send a Request when ready.

4. The specified email address will receive a message with a link. Click on the link to enter the details of the new 
password.

Ch. 24 - Password Reset

24
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Password Reset

5. Enter a new password in the spaces provided, then click Reset Password.

6. The account password will be changed to the new value.



Avaya Messaging Client Applications Guide 77

APPENDIX A: REVISION HISTORY

Date Change Summary
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