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1 Introduction

1.1 The Web Administrator (WebAdmin)

1.1.1 Survey of Functions
The Web Administrator is a comfortable, browser based interface for the individual
configuration of your messaging system. You can configure your personal settings for
e-mail, voice and fax messages to meet your requirements with the help of clearly
arranged HTML pages. 

You can for example:

● deflect telephone calls to a stand-in

● activate a notification for incoming messages

● record and administer telephone announcements and greeting texts

● configure time profiles for handling incoming messages

● administer messages (sort, delete, deflect)

● define distribution groups and lists for sending messages

● use fax templates for sending your own faxes

● administer personal passwords and access data

1.1.2 Help
Besides this manual, the Web Administrator provides an online help that you can
access any time as soon as the Web Administrator has been started. The online help
will be opened by clicking on the Help link in the upper window portion.
7



Web Administrator 
Preconditions

webadmin_user.book  Seite 8  Donnerstag, 30. Januar 2003  9:44 09
1.2 Preconditions

1.2.1 Messaging Server
The features of your messaging server can be configured with the Web Administrator.
Therefore, the messaging server has to be installed and started on the system. You
need a user name and a password for accessing the features and the configuration para-
meters. Please contact your system administrator for furhter information.

1.2.2 Browser
The Web Administrator can be accessed with every common Web browser, e.g. with
the Microsoft® Internet Explorer from version 6.x on or with the Netscape Navigator
from version 7.x.

1.3 On this Manual

1.3.1 Web Administrator
This manual describes the usage of the Web Administrator for persons that have com-
mon user privileges. 

Depending on the configuration of the Web Administrator some descriptions may dif-
fer from the actual possibilities. In this case contact your system administrator or refer
to the Administrator manual for information on the Web Administrator.

1.3.2 Special System Features
This manual does not contain special feature descriptions for messaging or voicemail
systems (e.g. Communications or ERGO). Detailed information on special features of
these systems can be found in the corresponding documentation.

☞ JavaScript has to be activated resp. allowed; configure your browser accordingly or
contact your system administrator.
8
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2 Using the Web Administrator

2.1 Start and Stop of the Web Administrator

2.1.1 Login
In order to use the Web Administrator, you have to start the web browser, select the
Web Administrator and log in as a user.

The address of the Web Administrator depends on the configuration of the network.
Contact your system administrator and ask for the address and note it here if you like:

1. Start your Web browser and, if necessary, maximize the browser window to screen
size in order to get a better overview.

2. Enter the start address of the Web Administrator into the address field of the brow-
ser and press the return button. The login page will be displayed in the browser
window.
9
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3. Enter your user name in the User (or Voicebox/ID Number) field. Alternatively, you
can enter your voicebox number or ID number.

4. Enter the password resp. the PIN of your voicebox into the Password (or PIN) field.
The password is not case sensitive.

5. Click on the Login button. If the login has been successful you will see the page of
your user data. If the login has failed the corresponding notification will be dis-
played. Try again please. If the login fails again contact your system administrator.
10
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2.1.2 Login via SSL (Secure Sockets Layer)
You have also the possibility to make a secure login via SSL. Therefore, your browser
has to support 128-bit-SSL-ciphers. Refer to the online help of your browser to get
more information. If the cipher strength is 56 bit or less you have to update your brow-
ser software. Please contact your system administrator if problems should arouse with
SSL. 
The procedure for using Microsoft® Internet Explorer and Netscape Navigator is
described in the following.

2.1.2.1 SSL via Internet Explorer

1. Click on the SSL link under the buttons. A dialog box will be opened. 

2. Click on the View Certificate button. A second window will be opened. 

3. Select Install certificate - Next - Automatically... - Finish - OK - OK. The security certifi-
cate will be accepted now.

4. Afterwards click on Yes to accept the certificate. The window will be closed and
you can login as described in the section above.

2.1.2.2 SSL via Netscape Navigator

1. Click on the SSL link under the buttons. A dialog box will be opened. 

2. Click on Next - Next - Accept without time limit - No warning - Next in the window New
Netsite certificate. The security certificate will be accepted now. The window will
be closed and you can log in as described in the section above. 

2.1.3 Select a Language
The language of the Web Administrator on the first start depends on the system confi-
guration. You can select another user language directly after your login.

1. Click on the User Data under Personal Settings at the left margin of the window.

2. Select the desired language for the Web Administrator from the Language list.
11
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2.1.4 Logout

2.1.4.1 Manual Logout

When you are no longer using the Web Administrator you should logout for security
reasons.

1. Click on the Logout link in the upper part of the window. You will be logged out
and the login page will appear again.

2. Close the browser.

2.1.4.2 Automatic Logout

If you do not use the Web Administrator for more than 3 minutes you will be logged
out automatically for security reasons. You have to newly log in.
12
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2.2 General Proceedings

2.2.1 Navigation
After, you have started the Web Administrator and after you have logged in you can
switch to different pages in order to check the settings or to modify them.

The table of contents on the left margin of the window can be used for the navigation
between the different pages. For some settings additional pages are displayed that you
can leave by using the Back button.

1. Click on the link on the left margin of the window in order to switch to the corres-
ponding page

2. Click on the Back button if you want to return to the previous page.

2.2.2 Changing Settings
In order to change the actual settings you can enter new data (text or numbers) in the
corresponding entry fields. In some cases, you can select the desired option only from
one list or you can select it by marking one or several options by a check mark. The
steps described before can be executed as common in Windows programs. 

Therfore, incorrect entries can always be undone or overwritten.

2.2.3 Saving Modifications
Modifications done in the settings will not become active until they are saved. There-
fore, you will find the Save button at the end of every page. On some pages, you can
save single parameters seperately by clicking on the Set button.

If you leave a page without clicking the Save or Set button the original settings will
remain. You have to newly switch to the corresponding page and repeat your entries.

Before saving, check please if all entries on the page meet your requirements and are
correctly done.

☞ Please keep in mind that the original passwords or PINs are not valid anymore as
soon as you clicked on the Save button.
13
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2.3 User Data

On the user data page information on the user account will be provided. 

Depending on the configuration of the Web Administrator you can modify some set-
tings.

2.3.1 Changing Your Own Password
You can change your password for the messaging system if required.

1. Click on the Change button. A new window will be opened.

2. Enter your current password and twice the new one.

3. Click on the Change button. The window will be closed and your new password is
at once valid. Keep in mind to use your new password at your next login.
14
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2.3.2 Language Selection
You can change the language set in the user data settings. The language choice taken
refers to all language relevant features (e.g. the user interface of the Web Administra-
tor and the standard announcements on your voicebox). The list of the available langu-
ages depends on the system configuration which cannot be changed.

1. Click on the list field Language Selection. The list will be opened.

2. Click on the desired language. This modification will not become active until you
save it.
15
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2.4 Voice Mail System Settings

On this page you can make different settings for your personal voicebox. In order to
change different settings, proceed as described in section 2.2 General Proceedings.
Please keep in mind that the modifications will not become active until you clicked on
the Save button at the end of the page.
16
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2.4.1 Changing the telephone password
You can change the telephone password for the access on your voicebox. You can use
all digits from 0 to 9 for your telephone password (PIN). Heed the following rules
when selecting your PIN:

● the PIN must comprise at least 6 and a maximum of 64 digits

● no invalid characters may be used (letters, special characters)

● the PIN must not have been previously used 

● the PIN must not match the default PIN (0000)

1. Click on the Change button. A new window opens.

2. Enter your current PIN once and the new PIN twice.

3. Click the Save button. The window closes and your new PIN becomes immediately
valid.

2.4.2 Direct Dialing Number of a Stand-In Person
You can enter a direct dialing number (internal extension) where your calls can be
deflected if necessary.

Enter the number of the desired extension without central calling number and area
code.

2.4.3 Mode Selection
You can choose between the standard mode and the extended mode for Voice-Mail
queries. Details depend on the configuration of the voice mail system. Detailed infor-
mation on queries can be found in the manual on your voice mail system (e.g. ERGO).

1. Click on the list field. The list will be opened.

2. Click on the desired option. It will be activated by saving.

2.4.4 Caller Options
Two options are available for the callers to mark their messages. Thus, callers have the
possibility to mark the message spoken on tape.

Click in the checkboxes of the desired options. The active options will be selected by a
check mark.
17
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2.4.5 Voice-Mail Query without user identification
You have the possibility to define at maximum three telephone stations to access your
voicebox directly without entering a telephone password (PIN).

Attention!

If you choose this method anyone can access your voicebox from one of the three
determined telephone stations because the authentification of the caller by means of
the PIN is omitted. Keep that in mind when choosing the telephone numbers.

2.4.6 Playing Messages via Telephone

2.4.6.1 Set Filters for Messages

You can set a filter for the playback of messages so that only some messages will be
played back for queries.

You can activate and deactivate the filter by clicking the corresponding option. The
actual definition of the filter remains constant as long as it is changed.

1. Click on the option System Filter if you do not want to restrict the playback of mes-
sages.

2. Click on the option Personal Filter if only some messages are to be played back.

3. Click on the Edit button in order to determine details for the playback filter. A new
page will be opened.

☞
Please also keep in mind that the caller number has to be transmitted to the voice
mail system for authentification. Transmission is only available for digital operators
and has possibly to be released. Therefore, check the corresponding numbers.
Enter the desired numbers completely with the country access code but without lea-
ding 0 in front of the prefix (e.g. 49 2404 123456).
18
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2.4.6.2 Personal Filter

Inbox

You can determine which inboxes the system has to consider for playback. The selec-
tion depends on the system configuration.

Click in the checkboxes of the desired options. The active options will then be marked
by a check mark.

Age of the Message

You can restrict the playback of messages that have achieved a certain age.

1. Click on the list field. The list will be opened.

2. Click on the period desired. The option will be activated after saving.
19
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Message Types

If required you can only allow certain message types for playback. The selection
depends on the system configuration.

1. Click in the checkbox of the message types you like to have played back. The
active options will then be marked by a check mark.

2. Click into the corresponding second checkbox if you want the system to play back
all messages marked as “unread”.

Saving Personal Filters

1. Click on the Save button after having modified this page in order to store your set-
tings.

2. Click on the Back button to return to the other voice mail settings.

2.4.6.3 Set Sorting for Messages

You can determine the sequence of the messages played back. You can define this by
using three different criteria for your personal requirements:

● Urgence (message is marked as urgent)

● Time (“first-in-first-out (FIFO)” or “last-in-first-out (LIFO)”)

● Service Type (language, fax, e-mail)

You can sort the available criteria in any sorting manner. For some criteria there is the
possibility of a subordinate sorting manner.

Alternatively, you can activate the default criterion Latest Messages First.

You can activate or deactivate your personal sorting any time by selecting the corres-
ponding option. The actual definition of the sorting remains constant until you change
it.

☞
A message will be marked as “read” as soon as it has been polled. Detailed informa-
tion on the playback of messages can be found in the manual on your voice mail sys-
tem (e.g. ERGO).
20
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1. Click on the option Latest Messages First if the system has always to play back the
latest message independent of the service type and the urgence determined.

2. Click on the option Personal Sorting if the system has to use the sorting sequence
you determined before.

3. Click on the Edit button to determine details for your personal sorting. A new page
will be opened.
21
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2.4.6.4 Personal Sort

1. Click on the list field of the 1. Criterion. The list will be opened.

2. Click on the criterion desired. Depending on the criterion chosen a further list field
will be opened. Select the desired sub-order.

3. After having selected the first criterion the list field for the 2. Criterion will be dis-
played. Proceed as previously described.

4. If necessary, select the 3. Criterion. Select the desired sub-order.

Saving the Personal Sort

1. Click on the Save button after having modified this page in order to store your set-
tings.

2. Click on the Back button to return to the other voice mail settings.

2.4.7 Further Options
You can activate two further options for editing the polled messages.

If you deactivated Security check when deleting messages the corresponding messages
will be directly deleted after you gave the command. The deletion of messages cannot
be undone.

If the system marks messages that where completely given out as “read” as you will
have a better overview of the saved messages. If you activate this mark by the option
Mark Messages As Read you can use this mark for defining a personal filter (see
section 2.4.6.2 Personal Filter).

Click in the checkbox of the desired option. The active options will be marked by a
check mark.
22
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2.5 Notification
You may receive automatic notifications when new messages arrive. You can select the
type of messages and the type of notification. The system will use your selected mode
to inform you when new messages arrive.

2.5.1 Global notification settings
The global notification settings can be used to determine whether you want to use the
notification function and in which time intervals the notifications should take place.
Proceed as follows:

1. With the option Active message types for MWI/CTI LED you can set for which type of
incoming message (e-mail, fax messages, voice messages, SMS) the LED at your
telephone is to flash.

2. Activate the notification function by selecting the Enabled option. The notification
function is Disabled by default.

3. Set the time interval in which you want to be notified under Notification options.

Example:

If you selected a time interval of 30 minutes in the Min. notification interval (in minu-
tes) list, your inbox will be checked for new messages every 30 minutes. If , for
example, five new messages arrived during that interval, a notification will be sent
to you at the end of the time interval informing you about the number of new mes-
sages within the last 30 minutes (five in this case).

4. Save your settings by clicking the Save button.
23
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2.5.2 How to create new notifications
When you open the Notifications page the first time, there will be no notifications avai-
lable yet. To create new notifications proceed as follows:

1. Click the Create notification button. A new page opens on which you can set the
options and criteria for the new notification.

2. In the Notification of new incoming messages section you may select the type of mes-
sages for which you want to receive a notification. The following types are avai-
lable:

● All (E-mail, Fax or Voice Mail)

● E-Mail

● Fax

● Voice Mail

You may also determine for the selected message type if you only want to receive a
notification for messages containing the "urgent" attribute (Only if urgent option).

3. In the Notification to the following devices portion activate the device selection with a
click in the check box on the left hand side. The opposite list field becomes active.
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4. Select the device to which the notification should be sent in the list field. The follo-
wing devices are available:

● SMS (notification via SMS onto your mobile phone)

● MWI/CTI LED (the mailbox LED on your telephone will light)

● E-mail (notification via E-mail)

If a number/address is available in the user database for the selected device, it will
be entered automatically into the Number/address field. If no database entry is
availbale, you have to enter the Number/address manually into the field.

5. If you want to send a notification to a further device, click the Add additional device
button and repeat step 3.

6. When you have defined several notifications you can activate or deactivate them
with a click in the corresponding check box. An active notification is indicated by
a check mark in the corresponding box.

7. If the notification to the selected device fails, you may define up to two alternative
notification devices with the If fails button. A window will open in which you may
select notification devices as described in step 3. When you defined the alternative
devices, click the Add button to close the window. A window will open afterwards
in which you may save your settings by clicking the OK button.
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8. In the time dependency section you may define a time range in which the notifica-
tion should be carried out. Click into the from: resp. to: field and enter a time range
with the following syntax: Hour:Minute (e.g. 08:00am or 2:00pm). You may use the
Add additional time range button to add further time ranges.

Time ranges are processed in chronological order. If you want to delete a time
range, select it and click the Delete time range button.

9. By activating the corresponding checkboxes in the Days section you may determine
on which days you want to use the notification function.

10. If you completed all entries for the notification function, you have to confirm your
settings by clicking the Save button.

11. Click the Back button to return to the start page of the notification function. The
notification is now available in the notification list.

☞ You only have to check a radio button in order to mark a time period for deletion.
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2.6 Distribution lists

You can create and manage your personal distribution groups with the Web Administ-
rator quickly and comfortably. Depending on the system configuration you have the
possibility to edit global distribution groups. The edition of personal and global distri-
bution groups is identical. In the following the general usage of distribution listwill be
described.

2.6.1 Create lists
1. Enter the desired list name in the Create new list field.

2. Click on the Create private list button. The new group will be created and displayed
in the list.

The newly created distribution list is still empty. Now, you can create further not pre-
cisely defined lists or you can edit the new list , i.e. you can determine the members of
a distribution list and other details.
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2.6.2 Editing a distribution list
Click on the name of the list whose definition you want to edit. A new page will be
opened.

1. In the Display name field enter a group name. You can also use blanks and special
characters here. Then click the Save name button.

2. Select a message type from Alternative addresses and enter a group address. The
selection depends on your privileges. Then click the Save button.

☞
If you do not have any privileges to edit this group you will only see the current set-
tings but you will not be able to modify them, the Save button and the list of the
available users and groups will be hidden.
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2.6.2.1 Add Users to a distribution list

The list of Available Users displays all users registered on the system. The list of Avai-
lable distribution lists displays all created lists. 

You can select single persons as well as already defined lists as members for your dis-
tribution list. If a person exists several times in the members list he will nevertheless
not get a message more than one time.

In the list only 50 entries at a time are offered for selection.

1. If necessary select another sorting for the lists from the list field Sort by, click on
the Sort button in order to actualize the sorting.

2. Click on the Show next users button in order to display further entries from the list.

3. Click on the Back to beginning button in order to display the first 50 entries again.

4. If you search for a particular name enter the name in the Search user field and click
on the Search button.

5. Click on a user you want to add to the group in the list of the Available users.

6. Click on the << button to add the selected user to the distribution list.

7. Further users or lists are added likewise.

8. Click on the List members entry in the list and afterwards on the >> button in order
to remove the entry from the list.

9. If necessary select further, external addresses for the groups (e.g. e-mail addresses)
under Alternate addresses and click on the << button in order to add this list.

10. Afterwards click on the Back button to return to the Distribution lists page.
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2.6.3 Deleting a distribution list
You can delete a distribution list anytime you like if you have the privilege to edit this
list (normally, this privilege does only apply to private lists).

1. Click in the option field in front of the desired list in order to mark it.

2. Click on the Delete list button. A security check will appear.

3. Confirm the the security check. The selected list will be deleted.
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2.7 Fax Forms

You can choose which fax forms you like to use. You can choose from the fax forms
created with your messaging system (e.g. Communications). You can see the available
fax forms in the preview but you cannot create new fax forms.

1. Click on a fax form in the list (First Page or Following Pages). A new window will be
opened and you will see the image of a fax form.

2. Click in the option field of the desired fax form and afterwards on the Set As Default
button in order to take the selected fax form for future faxes.

3. If necessary, click on No Fax Form if you do not want to use any of the fax forms lis-
ted.

The currently chosen fax form will be displayed in the upper portion of the window as
Current Fax Form.
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2.8 Time Profiles

By means of time profiles you can define, when and with which greetings user mailbo-
xes are to react to incoming calls.

You can create an individual time profile for each weekday by assigning the corres-
ponding greetings or greeting options to a selected weekday.

If you want to use a uniform time profile for the entire duration of a week, merely
generate a time profile for Monday and select the option Use monday settings for whole
week.

☞ The greetings that are integrated in the time profile in this dialog need to be pre-
viously created in the Recordings menu.
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With the Use system standard settings option you can use a system-wide time profile
created by your administrator.

The following options can be used and greeting settings performed:

Message recording now allowed

When this option is active (indicated by a check mark in the option field), merely a
greeting is played to a caller. No messages can then be left in a user’s mailbox.

Greeting not interruptible

After activating this option it is impossibe to interrupt a greeting by pressing a tele-
phone key. A greeting is first completely played before you can use the telephone keys
again.

Greetings

In this portion you can allocate system-wide greeting texts for different types of calls:

● internal call
Here you can select the greeting to be played when the incoming call is an inter-
nal one (for example within a company).

● external call
Here you can select the greeting to be played when the incoming call is an
external one (for example a call from a foreign country).

● Alternate greeting
An alternate greeting is played independently from the type of call (internal,
external, busy). When you set a greeting here, no other is played for incoming
calls. Greetings that you may have set for internal or external calls or for the
event that a line is busy are not considered then.

● when busy
Here you can select the greeting to be played when a user’s telephone is busy at
the time a call comes in.
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After-hours greeting

Here you can select the greeting to be played when a call comes in outside of the busi-
ness hours set.

Business hours

In the from and until entry fields you can define a business hours period. Enter the
times in hours and minutes (syntax: HH:MM).

During non-defined periods the mailbox uses the integrated system greetings. 

Click the Save button to save the settings performed.
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2.9 Recordings
You can record several greetings and one name recording for your voicebox. You can
use any telephone or PBX for the recording. Also, mobile phones can be used.
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2.9.1 Recording and Editing Greetings

1. Click on the Create button in the Recordings dialog. The following dialog will be
displayed.

2. Select the Type of recording by activating the corresponding checkbox.

3. You can directly record your announcement by activating the option Record via tele-
phone . Afterwards, click on the Create button.

4. Enter the number of the phone you want to use for recording in the following dia-
log and confirm your entry by OK. Your phone rings and you can start your recor-

☞ Up to 9 personal recordings as well as one name recording are possible.
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ding. The functions of recording and playback can be controlled by means of the
buttons displayed in the browser window.

5. Click on the Pause button in order to interrupt the recording. The current length of
recording will be displayed.

6. Click on the left end of the positioning bar to skip to the beginning of the recording.

7. Click on the Play button to play back the recording and listen to it on the telephone.

8. If the recording satisfies you, click on the Finish button. The recording will be
saved and you will be returned to the Recordings page.

9. If you want to repeat the recording click on the left of the postioning bar and skip to
the beginning of the recording and click on the Record button in order to start
again.

10. Enter a number in the text field under the buttons and click on the Go to position
button in order to skip to a specific position of the recording. The current position
will be displayed in seconds above the buttons and on the navigation bar.

11. You can also upload an existing file by activating the Upload recording radio button.

12. Click on the Browse… button in order to find the directory of the desired file.
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2.9.1.1 Deleting Recordings

Attention!

Check please in which time profiles you used a recording before you delete it. If you
delete a recording a system greeting will be used in the corresponding time profile.

1. Select the greeting you want to edit from the list field.

2. Click on the Delete recording button. You are prompted to confirm the deletion.

3. Click on the OK button. The selected greeting will be deleted and you will be retur-
ned to the Recordings page.
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2.10 To the WebClient

You can access your messaging inbox directly from the WebAdmin via the WebClient.
You do not have to newly log in on the WebClient because you are already logged in
on the system.

1. Click on the link Link to WebClient. A new window will be opened.

2. The Inbox page will be opened in a new browser window. Now, you can browse
your WebClient and work with it as you are used to.

For more information on the usage of the WebClient refer to the corresponding
manual or online help (Help link).
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