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What is the Unified Communications?

= Unified Communications is an enhanced communication tool that manages all your calls and
messages with a single 800 number and individual web portal

B Unified Communications enhances the benefits of ancillary communications tools such as
pagers and cell phones with features such as faxing, call blasting, and scheduled natification.
Unified Communications ties in calling as well as management “on the fly” features.
Change your forwarding numbers and paging without forcing those who need to contact you
to learn new numbers, email address, etc.

= Keep voice, email, and fax messages in one place

How it Works
Caller Connect

+  Allows the user to store 6
phone numbers where they
can be reached at all times

+ The user can choose to set
the numbers to a BLAST or
SECQUENTIAL mode.

— BLAST —calls all listed
numkbers at the same time

— SEQUENTIAL —calls all the
Call Subscriber listed numbers one at a time

/ ﬂ \x_ in the order wou wish

*»  The user can choose to put

E ﬂ certain phone numbers on
"Do Mot Disturb” without

remowing numbers
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The Caller Experience

——— Subscriber)
Jl Voicemail

e
If no answel

Calls up to 6 numbers

The User Experience
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Voicemail

Voicemail by phone
Captures the caller’s phone number
Callers/Subscribers can leave up to a 2 minute message

Message capacity on the phone is 50 KB (approximately 80 messages)
0 This includes fax, email , public and private folders

o Allows you to save voicemail and also forward voicemail to another subscriber
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« All voice messages are sent
as an email as a .wav

eyt | F attachment to your
B callEverywhere inbox

T — No need to install any
— LI e ___3f new software on your
Messages: 2 lem | 104 s130f3 page | 1661 ¥
FI'N soemes — computer

- i V\' 'IEJSSJ-!NH \;u‘:‘rn;;;ef:n!”i‘]ﬂi}}& ;.'-lhl:'t;';:lﬂl'l‘! -B-l

:::m |\ e e mwsw o Store, forward, and retrieve

R C o] SStmim v 121 [Rclinpaliien 1 X Voicemail just like Email

Managing your Voice Mail by Telephone
To record Voice mail Greeting using a telephone
1. Dial your Phone Number from any telephone.
2. When you hear the voice mail greeting, press the * (star) key on your telephone keypad to
interrupt the greeting.
3. You will be asked to enter your password followed by the # (pound) key. This is the same
password that you use when you access your account on the web.
4. To manage your mailbox, press 0 (zero) on your telephone keypad.
1. Record Name Announcement, press 0 (zero). Once finished recording, press the #
(pound) key. Select from the following options:
. Press # to approve the Name Announcement
. Press 1 to review the Name Announcement

. Press 2 to append the Name Announcement

. Press 3 to re-record the Name Announcement
2. To record a new Personal Greetings, press 1 (one). Once finished recording, press
the # (pound) key. Select from the following options:

. Press # to approve the Personal Greeting

. Press 1 to review the Personal Greeting

. Press 2 to append the Personal Greeting

. Press 3 to re-record the Personal Greeting

3. To review your current voice mailbox greeting, press 2 (two).
4. To change your password, press 7 (seven).
5. To return to the previous menu, press 9 (nine).
To Play and Save Messages from your Voice Mail using a Telephone
1. Dial your Phone Number from any telephone.
2. When you hear the voice mail greeting, press the * (star) key on your telephone keypad to
interrupt the greeting.
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3. You will be asked to enter your password. This is the same password that you use when you
access your account on the web.

After hearing each message:
. Press 1 to Play the next message
Press 2 to Save the current message
Press 3 to Delete the current message
Press 4 to Replay the current message
Press 5 to Play the Previous message
Press 6 to Get sender information (call from phone number) and hear recipient information
(number called)
. Press 8 to Forward the message
e To forward this message to an email address press 1
e To forward this message to another voicemail press 2
. Or to return to the main menu press 9
. Press 9 to Return to the previous menu

Intelliverse Internal Document
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Managing your Voice Mail Online at your Computer

« All voice messages are sent

mmmﬂi= as an email as a .wav
attachment to your

calEverywhers - INBOX

R — callEverywhere inbox

Sk Wl

Camgose

Manage Salacted Massiges v Viww Folder ] Ma
R B v o R ] — No need to install any
bl Fuldery 4
U Type From Solject Beceived « Sae
S [RRee— new software on your
- T % +6msees1960 Veie message for 8775965336 /1107 5:24 PH B
el
¥ ‘{! +1 485750545 Woice message for 8775965136 6/11/07 323 AM 7%
Ereferamcr r spirtBeveryahire. s Welsome ST 3 CompUter
Log Ot (] Checkncheck ll [ Dolesn o chenors Messiges 13of)  Nes L mage 101

+ Store, forward. and retrieve
Voicemail just like Email

You can check voice mail directly from your computer and listen through your computer’'s media
player from anywhere in the world. Log into your Web Portal on www.everywhere.net and click on
the Messages/Voice tab. Here you will see any voice messages you may have received. Click
on a message and then click on the attached .wav file to listen to the message.

You can log into your callEverywhere Web Account to manage settings and options using a
standard web browser. Simply direct your browser to www.Everywhere.net and enter your user
name and password (established during the CallEverywhere sign-up) in the login fields. Once
logged in, you can view and manage your service.

If you forget your login password

1. Enter your User Name at the lower left hand corner of www.Everywhere.net screen.

2. Leave your password blank. Click on “Forgot Your Password?” link.

3. Enter your callEverywhere ID (This is your User Name).

4. Click the ‘Continue’ box.

5. The system will ask a series of questions that only the account owner would know before
providing the password.

To change your login password

1. After login, click the Preferences section (on the far left column).

2. Select the Account Info tab.

3. Click the “Password” link.

4. Make any necessary changes.

5. Click ‘Save’ to save changes, or click ‘Cancel’ to ignore any changes made.

To record a Voice mail greeting using your PC

Intelliverse Internal Document 8
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. After login, click the Preferences section (in the far left column).

. Select the Voice Options tab.

. Under the Management area, click the “Record Greeting” link.

. Select the telephone number in the drop down box that you wish to record a greeting for.
. Under “Record Greeting”, click the ‘Record’ button (red circle)

. After you have finished your message, click the ‘Stop’ button.

. Click the ‘Play’ button to review the recorded greeting.

. Click the ‘Upload’ button (up arrow) to save the message.

Note: You will need to have a working PC microphone to record greetings using the online
function.

To retrieve messages from your PC

1.
2.
3.
4,

After login, click the Messages section (in the far left column).

Click on the Voice mail tab.

Click the ‘Check Mail’ button.

The voice mail folder will be refreshed with any new received messages.

To open a message using your PC

1. From the Voice mail tab, you will see Type, From, Subject, Received and Size of messages in
your box.
2. If Caller ID is not blocked, the caller’'s number will be given as the sender’s information. If

Caller ID is blocked, you will see ‘restricted’ in the “From” column.

3.
4,

5.
6.

You can click on any of the columns to open the message.

To listen to message, click the Play button next to the attachment file name.
Note: Make sure your computer speakers are turned on.

Voice mail will play via the computer’s default application for audio files.

When message has played, exit your media application.

Notes:

e Anunread message will appear in the folder view in bold text. After reading a message, it will
appear in the folder view in non-bold text.
e You can get your messages from any computer with Internet access and a web browser.

To delete messages using your PC

1.
2.

From the folder view, check the box next to the message(s) to be deleted.
Click the Delete button (bottom of screen).

To save areceived message using your PC

1.

From an open received message, click the Save button and navigate to the directory you

would like to save the message.

2.

To save a message attachment, click the Save button next to the attachment file name.

To sort messages from the Inbox

Intelliverse Internal Document
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. Date to sort chronologically by date received

. Size to sort by size
Note: When you first open your voice mail or alerts box, messages are sorted with newest
messages at the top.

To navigate through messages using your PC

1. From the Voice Mail or ALL tabs, (if there is more than one page of messages) click one of
the following:

First to view first page

Previous to view previous page

Next to view next page

Last to view last page

To print a message in a printer-friendly version

1. From an open message, click the Printer Friendly Version link.
2. The message will open in a separate window.

3. If there are printer capabilities, click Print to print the message.

Intelliverse Internal Document
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Messages

Messages - Home

Junk Mail

Fmers [ wo ) emair [ raxs [ veemans |

Private Folders Welcome test!

Public Folders
New Voice Messages: 2 messages

Address Book
New Messages: 10 messages

Call Log
What's Inside

Preferences

Your callEverywher

Log Out

ke E‘ff@g‘h‘j‘ﬁ'{ i Start with the menu items at
I, o nices e ot e an

saction to find out mere ways te

e n i ohch il ontha e

Click here to go to
the callEverywhere
Comments page.

Under the Messages Tab you will be able to view all Emails, Faxes and Voice Mails sent to your
account. Simply click on Email or Voice Mail to view a list of all messages that you have
received. You may choose to Manage Selected Messages by choosing one of the following
options:

Mark as unread

Filter messages

Move to inbox, outbox, junk mail or trash
Publish to your music, office or photo folders

You may refresh your messages by clicking on the Check Mail button. You may also choose to
delete your message by checking the box beside the appropriate message and clicking on the
Delete button.

Compose

Under compose you will be able to compose a message by selecting on of the following options:

Intelliverse Internal Document 11
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Under the Email to, you can use your callEverywhere email account to send out email
correspondence or visit the Preferences/Mail Tab on the left for further instructions on how to pop
an email address for delivery.

1.

Brvate Fuliurs
Bulte Fobdurs

Atidruns Bovk

To pop or consolidate an email account click on “add account”. Then follow
the instructions and fill in your Account Nickname, Account email address
(you wish to POP), the Pop mail server that you will be accessing, and the
Login name and password on that account. POP3 stands for Post Office
Protocol, Server 3. When an e-mail is sent to you, it is stored on a
server (called the POP server) until it is downloaded via your e-
mail client (Outlook, Yahoo e-mail, etc.).

You may also select a color to each popped email account to identify which
account the email is being received from.

There will also be a choice to either delete the email from the original
account once it has been received in your Unified Communications account.
You can also choose to have the emails download automatically to your
Unified Communications account. If you do not choose this option, you will
have to click on “check other email” to download from this account.

Once you have completed the POP, you must click on the save button to
update your selections to your account. You may cancel your selections by
clicking on the cancel button. Once you have established a POP email
account, you may compose an email by simply assigning the email “To, Cc,
Bcc” and including a Subject line as you would any other email account. You
have the ability to attach a file or simply compose a new email in the text box.
Once you have finished, you may send your email either immediately or
marked for a scheduled (future) delivery. As with most other email accounts
you will have the opportunity to spell check your email, save as draft, cancel,
mark message as urgent or private and have the option for receipt on
delivery or when read.

ooz

aoF
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Under the Fax to, the format is similar to that of the email to section. This is only available if the
user has the Electronic Fax feature.

1. You will need to provide a fax number and proceed by composing the text. There is also
the option of attaching a document.

2. You may then choose to send the fax immediately by choosing Send or you may
schedule the delivery time by choosing Schedule Delivery. If you are not finished
composing the content, you may choose to Save Draft to complete at another time.

3. When you decide to send the fax, you can Mark the Message as either Urgent or Private.
You can also receive a Receipt on Delivery or on Read. You can also choose Cancel

when you no longer need to send the fax.

INTELLIVERSE =

(ZMEverywhere

callEverywhere - Compose

- §
Email to Fax to | ‘ Page to ]( Voice to
Compose
nas to s=p nultiple fax numbers

Private Folders

Fax#: |
Public Folders L

Address Book Subject:

Call Log Attachments:

[ SendNow | [ Schedule Delivery | [ Spell Checker | [ Save Draft | [ Cancel

Preferences

Log Out

Check Other Mail [Edit]:

Yahoo - Marketi

Under the Voice to, the format is similar to that of the email section.

1. This feature allows you to send a voicemail to another callEverywhere subscriber from
your computer.

2. You will need to input either a nick name from your address book or a 10 digit phone
number that includes the country code into the Voice Message to area.

3. When sending to multiple people or phone numbers, it is necessary to include comas in
between. You are now ready to click on the Record button and begin speaking into the
microphone. Click stop when you are finished. Click play to listen and review what you
have recorded. If you would like to re-record, just click the record button again. When you
are satisfied, click the Upload button.

4. At this point, you may follow the same instructions as with email or fax by choosing to
Send immediately or Schedule a Delivery. You can also Save a Draft to return to it later
or Cancel you voice message. You will then be able to Mark your Message as either
Urgent or Private and Receipt as on Delivery or on Read.

Intelliverse Internal Document 13



VERSE ’}

Unified Communications
callEverywhere
User Guide

@Ehvlerﬁhere

| Faxto ” Pam L Voien ta

rom: | intalliversedemo@yahoo com ¥

Private Folders

This is where you will be able to view all messages whether they are Incoming, Drafts, Scheduled
Delivery, Sent, Junk Mail or Trash.

m]lévle}yﬁhere wy = = : E

| INBOX  Incoming messages e sent Lo this fokder 1 1 Manage Foiders *
R e Tt e ava aarad bl o

SCHEDULED MESSAGES Srhadulad messages are savad hare.

ks Foldery
| DUIBOX Sent messsges sre saved
Addeass ook
| JUNKMAIL Umpotied based on uber Dptiong.
Calliog
| IRASH Empbied Based on user Ootion o
Frulwremes
Lo Dt

Messages — all incoming messages are displayed here.
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S callEverywhare « INBOX
An1E [ st [ Fax [ Vaien mit |
Campese | Il Il |
[Mansge selected masssges  #] [Dubete] [ checkwai |
Messages: 10 New | 0 Old «afirst «Previcus  Messages 110 of 10 | Mads Lastss  Page | 1OFT W
Putshe # sl
L] Type From Subject Recelved « Size
Addrnan ook r I suppari@everywhere.qa.inun Welcome! 6/29/07 8:09 AM T
r B2 Yahoo! Mail Your Yahoo! Mall Plus auto-ren 6/5/07 8:06 PH 6K
Call g
B2 Forisch, Kathy Test 56 B/ 6/ 06 259 AN aK
Frefarsnces " B2 Fortsch, Kathy Test #5 9/6/06 2:42 A 1K
L it " B Fortsch, kathy This is test 4 9/6/06 1:20 AN an
r 3 Fortsch, Kathy This is test 3, /5706 1:10 PH ax
Chack Erthar rall [[42] © B rFortach, Kathy This is test 2. 9/5/06 1:01 PR 4K
. 8 Fortsch, Kathy [MB Subject] 975/ 06 B:36 AM m
T B3 rFortsch, Kathleen Test Email 0/ 1406 3:59 PM 4K
r B3 Fartsch, Kathleen Test Email 8/14/06 3:43 PH 1K
[ Cheek/Unchack Al [ eleta «cfirst «Previcus  Messages 1-10of 10 | Mats Lasts>  Pays |1 OT1 M

You will be able to file a message in a designated folder by selecting the Manage Folders to the
right.

ﬂlfvlejlrfwﬁere

Messages 10

i Messages New Manags Fiters
IMBOX  tncoming messsges sre sant to this folde ]

Compose wahoo (]

Frivate Foldars | UEAET Unsent messsges s seved in this folder, o

T SCUCDULED MESSAGES  Schedubed mwsssces are saved hare, o

e OUTBOX  Sent masssges ace saved in this falder. o

Call Loy JUNK HAIL Emptiad based on user Cotions. o

Drafsrmnres . .
TRASH Ermptied based on user Cticng o

Larg Ol

Check Other Mail [£54]

You will be able to “Create a Folder” in which to store the messages you receive to better identify
there subject matter or importance level. As you can see above the folder “Yahoo” was created
under “Messages” by simply typing in the name below and clicking on done.
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23 https:/fwww.office.covad.com - Covad Cl... |Z||E|[z|

Create Folder

Enter Mame of Falder:

| Done | | Cancel

iEI Done é i Internet

You may also choose to filter your messages by clicking on “Manage Filters” under “Private
Folders”.

ks S Hessages Mew Pasage Filtery
INBOX fncoming massages are st to this folder 10 1 manegs Feides b

Comane vahoo o Manags Falders

P St DEAFT  Unsert messages are saved in this foldes. o

Pubic Foldery SCHEDULED MESSAGES Srhaduled massages are saved hars. 0

Address Baok DUTHOX Sunk nvessegan sew savad bn bhis foldues o

b TUNK MATL Tmatied basad an use °

tiek THASH Emotied based on user Catian, 8

Log Out

1
Jonk mad | | Sk Mot Filburiog [ Hestage Fillers ” Crulute My Jusk Mail ]
v |
Junke Hail Filtering
Prvate Faiders |
Vbl Foldars | © Ragect sl froem blociced add
Adtdraes ok | (&) Save Mail from biockes addresses demaing in Juni Mail
Ealdar
Call Lug |
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Choose “Message Filters” to route your messages to the specific folder you would like them
received in by clicking on “Add Message Filter” then identifying From/To/CC/Subject. When you
select “match case” it will accept emails with those parameters and if not selected it will then
ignore emails with those set parameters.

. 5
Junk Mail Filtering Message Filtars | ( Delete My Junk Mail -]

Add Message Filter

Filtar Nama: John Smith

If all the following criteria are true...

You are using 0 of 15 filtars.

From: | ~nntains vH | match case
Add
Contains 'John Smith' (Match case) 5
b
< | =
To/CCt [ Contains \,H ||:| match case
Add
~
b
< | S
Subject: [ oo ntains v‘ [ match case
Add Rem
Contains 'assistance' (Ignore case) 5
Contains 'help’ (Ignore case) =
Contains 'work (Ignore case)
v

Finally, you may select “Move Messages” (which will route them to the destination that you have
specified in the

Then...

Mn'.re messages to: TRASH w

DP‘uhliEH messages to: |- Choose Folder -
~yahoo
DRAFT

Save Filter | | Cancel SCHEDULED MESSAGES
OUTBOX
JUNK MAIL

Once you are finished you must click on “Save Filter”.
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Choose “Delete My Junk Mail” and you may decide how often you wish your junk mail to be
deleted.

[ Junk Mail Filtering 1( Message Filters 1| Delete My Junk Mail |

Delete My JunkMail

O Immediately O Weekly @ Daily O Newver Press Save to apply your salection.

Drafts — this is where all drafted messages will be saved until you are ready to send.

CEverywhere

Massages 10

calEverywhere - DRAFT

Junk Pl
a1 T T Fau |[ vaicn nat ‘|
Canposs
| [Manwgn Setwctod Messawes  &] [Daiata | [ Chreckian
Eriveis Feldery
| Hessa0es: 1 New | 00K <<Firgt <Prévious M
Pubie Fulders
O twoe Sentto Subjeet
Ashidrmrn thonsh I [F  johnsmithBintclliverse.co [N Subject] 7207 7:16 AM 1K
i0c [ » 110l - o 1 »
PR | [ checkiuncheck All | owiate «afirst aPrevious  Messages 1ol of ] Net> Lastas ol
Pretersnces
Larg Ot

Scheduled Messages — this is where all future scheduled messages are stored until they are
sent.
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E]l[verwhare

Chack Other Hail [Edii]r

{ | Mamage Selected Messages +| [Doits] [Checkran |

| Messages; 1 Hew | 0 Ok
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INBOX  Iacoming masssgar are sant to this folder. -] 10 Manage Folde »
wahoo a tanage Ful .

DRAI T Unsenl messages are saved i Lhia folder, 1

SCHEDULED MESSAGES  Scheduled messagas are saved hare 1 1

DUIBOX  Hont messs: - thig febdar L}

JUNK, IL Emptied based on user Dot N Q

TRASH Emctind baded o uier Detiens 8

es can be viewed..
b | E 5

g

calEvarywhare - OUTBOX

Al tmad 1 | ™ |[ wosenmas |

.

=<fist <Previous Messages 1-1cf 1 Newts Lastas

[1 type sentto Subject Sent =
- §  susiexyrd@intelliverse.com [ FWD:Your Yahoo! Mail Plus au 7/2/07 7:29 AW 5K
| O] ChackiUncheck &l | Olate «afist aPreviows Messapes 1-lofl | Ment> Lagt>>  Bage |1 0f1 M

Junk Mail — this is where your junk mail can be viewed and stored depending on the options that

you choose.
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Zunk callEverywhere = JUNK MAIL
An ||' emei || Fax |[ woicuman |

T — Frngity Jumk Wil | [ Check Had | [ Fottar +] [Fwdwai]

Maszages: O New | 0 Cld <xFirst <Pravicus  Meseages O-0cf 0 Nexts Logtss  bage 10f1 %
Publc Falders.

] type  rrom Subject Received » size
Addres Mook [] checkiuncheck All [ Deieis | waFirsl wProvieus  Measages 0-0cf 0 Nexts Lost=>  mage 1 0f1 %
calliog
Preferences
Log Out
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Public Folders

Intelliverse Unified Communications offers a convenient and powerful way to store, access, and
share, files and folders online with the briefcase feature. Share files and folders with anyone you
choose; share files that are too big to email.

Network storage

By uploading files to public folders, you can access files from the office, at home, or on the road;
collaborate online with colleagues; and share, and archive files through an easy-to-use Web
interface. Simply go to "username".everywhere.net to view and download files.

Manage your files with your online briefcase

Easily upload and store documents, music, images, presentations, and documents through your
online connection. Access your files from anywhere, such as work, home, or on the road. Simply
go to www.everywhere.net and log in.

How do | use briefcase?

1. Go to your callEverywhere web portal at www.everywhere.net and log in.

2. To create a folder, go to the left navigation column and select "Public Folders" or "Private
Folders" to create a new folder. Public folders are only for those files you wish to share.
The only way to access a private folder is by logging in to your Intelliverse Unified
Communications Web Portal.

3. Within your chosen private or public folder, select a subfolder, such as Music, Office, and
Photo for public folders. Each subfolder contains a "Manage Folders" link that will let you
create, share access, or upload files to a folder.

4. Select the link and follow the instructions to complete the action.

How will others see files in my public folders?

Anyone can access your folders from the Internet by visiting
http://"yourusername".everywhere.net. For example, if your login to the Web Portal is "jsmith,"
then your Briefcase can be accessed from http://jsmith.everywhere.net. No password is required
to view what you have stored in your "public” folder.
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Files Manage Filters
MUSIC o Manage Folders }
OFFICE o Manage Folders #
PHOTO a Manage Folders #

To upload a file to any of your Public Folders (Music, Office or Photo) simply click on the folder
you wish to use then click on browse to search for your stored information, then simply double
click to select as in section 1.

Files Manage Filters
MUSIC o Manage Folders B
OFFICE (o} Manage Folders P#
PHOTO o Manage Folders Create Folder

Share Access

Upload Files

You will then click on the Upload button and wait while the file is uploading. In the next step you
will have the opportunity to remove the file which will become section 3 when a file is uploaded.

If you choose to remove the file at this point, the file will not exist in the folder. If you would like to
add the file to the folder, simply click on the “done” button and your file will be loaded and ready
to be saved as shown below.
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test_sjustanis |

Upload Files

1. Select one or more files to Upload

M\ Communications\INTERNAL|NewletterMonthly\06\1| [ Browse...

‘ |[ Browse...

|[ Browse

|
l |[ Browse...
1

|[ Browse...

{Click here for Help.}
2. To Upload the files, click on the button below.

* fo Remove a file, click on its checkbox then click on the "Remove File" button.

[ "intslliverss July 2007.doc”

Remove File

4. To Publish the files, click on the Done button below.

524K
Total Size: 524K

test sjustanis |

Publish File(s)

Select one or more files to publish and a caption to display.

FILENAME PUBLISH TO NAME CAPTION
Intelliverse July 2007.dac LOFFICE V Elntelliverse July 2007 | | |
Intellivarse_editable_Avards.pdf IOFFICE v !Intelliverse_editable_Awards | | |

You will see that it has been saved in the Office Folder as shown below.

Files Manage Filters
MusiIc 0 Manzge Folders ¥
OFFICE z Manage Folders »
PHOTO 0 Manzge Folders ¥
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Sharing Access

MuUsIC o

OFFICE 2 Create Folder

Shars Access
PHOTO o

When you select share access as you see above you will then be able to decide whether you will
share access with individuals that are listed in your Address Book or the World (everyone). As
shown below.

(FEverywhere

Mesuages 10

dur - > OFFICE
Junk Mail

e Swlwel omw or more Conlacts [or Groups) Lo Share this Foldur:

Brivale Fublers

Bublic Foldurs

Adddreis ok

Note: If you select to share your folder (s) with an individual, you will have to provide the
individual with your login and password or they will need to have their own callEverywhere login
and password. If selected, the callEverywhere system will send the individual an invite.

Note: If you select to share your folder (s) with the World, you will have to provide a link to the

individual in order for them to access the public folders. This is recommended if you are going to
share the folder with multiple people over the course of time.
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Sharing with the World

Select who you would like to Share a Folder with and simply click on the “Add” button. The

selection will then be moved to the box Sharing Folder with as you see below.

Share Folder - OFFICE

Share Folder

Select one or more Contacts (or Groups) to Share this Folder:

Available from Address Book: Sharing Folder With:

Johnny The World {everyone)
Will Add >>
Enter an email address:
Add All x> Add >> <<< Remove All

All files in this folder will be shared as specified above.

Any sub-folders in this folder vill be shared as specified above.

Send an email notification/invitation to each individual/group sharing this folder.
Save Cancel

This illustration shows that the user has selected to Share the Folder with The World (everyone).

You must then click on the Save button at the bottom to finish.

When Sharing a Folder with The World, it will unlock the Folders that you have Shared. You will
then be able to give a URL address for anyone to view the Folders. The URL address will consist
of http://18xxxyyyy.everywhere.net. You will be able to view all Folders that have been shared

with the world when visiting this site.
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INTELLIVERSE

(I Everywhere

=] WELCOME TO Susanne’s BRIEFCASE

¢ If you are a ClearEdge office user, login
Click on a folder below to see contents. here. Otherwise, please click on the folders
: made available to you on the left.

* MUSIC & Login ID ||

¥ OFFICE Password

¥ PHOTO &
[ store Password

Look Up Password

GO

You will be able to access the Office folder because it has been shared with ‘The World'. If you
created a sub folder under the Office folder and shared the Office folder with the world you would
be able to view not only the Office folder but all sub folders as well.

INTELLIVERSE
@Eve ryWhere [Classic Theme]
OFFICE Public Folders v
# Name Caption Size Format View Save Note
1 Intelliverse editable Awa... Pdf 165K acrobat B B
2 Intelliverse Julv 2007 Revizions 524K word B (=]

< Previous files1-20f 2 Next >

You can also choose to publish messages such as fax/email and voicemail to your public folders
for further viewing.
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Messages - Read Messages

View Folder il

All 12 ([ Email11 |( Fax 1( Voice Mail 1

From : <postmaster@Intelliverse.com>

5] Add Address to my Address Book

@ Thisis spam

Cc: ¥ Filter this message

To : <test_sjustaniS@everywhere.ga.inuntius.com>

Subject : Delivery Status Motification (Failure)
Received : Jul 2, 2007 7:23 AM
Attachments : 2 Attsched File(=]

m unknown (1K) [Open] [Save] [Publish]
' unknown (4€) [Open] [Save] [Publish]
Manage Message il | Delete | | Reply | | Reply All | | Forward | | Save | 4 Previous | Nexth

£ htkps:/ v, everywhere, ga.inuntius, comfj ¥ @' Certificate Error

This iz an automatically generated Delivery Status Notificati Copy to my Public Folder

NAME CAPTION

Delivery to the following recipients failed. FILENAME

susiexyz@intelliverse.com

Sharing with an Individual

One way you may Sha_re Access with your files is share them with specific individuals.

Files Manage Filters
MUSIC o Manzge Folders ¥
OFFICE 2 Create Folder
Share Access
PHOTO o Manzge Folders ¥
. Upload Files
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mg\ré.riwhere

Mesuages 10

| Share Foldor -» OFFICE
Junk Mail
| Share rolder

e Swlwel omw or more Conlacts [or Groups) Lo Share this Foldur:

Brivale Fublers

Public Foldurs The World (ev

| LJohnny [Aaas=
Addrass ok Will I
| == Rem
call Log
Erelurwme
tog Out

Chuch Othwr Mail (Bl |

Enbwr an wemail sddresa

Add AN | s [(add=> cee [ Hamows AR
AII filws ins this Peldur will be shared a8 specified sbove.

[5eve] [emmat]

Highlight the individual you would like to share access with as shown below. Click on “Add”.

Share Folder -= OFFICE

Share Folder

Select one or more Contacts (or Groups) to Share this Folder:

Available from Address Book: Sharing Folder With:

The World (everyone) Johnny

wi

Enter sn email sddress:

Add All s Add >> << Remove All

All files in this folder vill be shared as specified above.

Any sub-folders in this folder vill be shared as specified above.

Send an email notification/invitation to each individusl/group sharing this folder.

You can also add all that are available in your address book or if you change your mind you can
remove all as shown below. If you do not have an email address listed in your address book, you
may add an email address by entering an email address in the box and clicking on Add as you

see below.

Intelliverse Internal Document 28



i
VERSE &

Unified Communications
callEverywhere
User Guide

Share Folder - OFFICE

Share Folder

Select one or more Contacts (or Groups) to Share this Folder:

Available from Address Book: Sharing Folder With:

The World (everyone) Johnny

wil

Enter 2n email address:

sue.hancock@myemail com

Add All B

All files in this folder will be shared as specified above.

<z Remove All

Any sub-folders in this folder vill be shared as specified above.

Send an email notification/invitation to each individual/group sharing this folder.

When Sharing a Folder with an individual/group you may choose to Send an email notification/invitation to
each individual/group sharing this folder by checking the box that indicating such. You are not however able
to send an invitation when Sharing your Folder to The World. As stated previously, you would be able to
provide access to those folders that have been unlocked to The World by giving your URL address. (For
example, http:/loginname.everywhere.net.)

Share Folder - > OFFICE

Share Folder

Select one or more Contacts (or Groups) te Share this Folder:

Available from Address Book: Sharing Folder With:

The World (everyone) Johnny

wil

Enter an email address:

sue.hancocki@myemail.com

Add All =xe Add >> << Remove All
All filef in this folder will be shared as specified above.

Any fsub-folders in this folder will be shared as specified above.

Send an email netificstion/invitation to sach individusl/group sharing this faldar.
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Address Book Synchronization

Create your own Address Book or synchronize your address book with Yahoo, Outlook, or
Outlook Express. The easy-to-use wizard found in the Address Book menu will help you import or
export your address book in a .csv file format.

To use this feature:

Login to your callEverywhere Web Portal.

Select the "Address Book" button in the left navigational column.

Click on “Import/Export Address Book” on the top right corner of the current page. A new
page opens where you can import or export your address book from your other email
clients. Follow the easy-to-use on-screen instructions for your options.

wnN e

Call logs
Real-time call logs usage

CallEverywhere service offers around-the-clock, 24/7, real-time, usage information and real-
time account information.

Find me/Follow me Enables you to use your Intelliverse Unified
Communications number as an all-purpose
phone number.

Visual voicemail and voicemail forwarding View your voicemails in your CallEverywhere
Web Portal inbox.

Electronic Fax Receive electronic versions of incoming faxes in
your CallEverywhere Web Portal.

Public and private folders Place files into network storage folders for easy
transfer and collaboration.

Email consolidation Receive email and voicemail in the same
location.

Voicemail storage Keep up to 50 MB of voicemails, emails, and
electronic Faxes for instant retrieval.

Address book synchronization Keep all your contacts accurate and current by

synchronizing with your email contact list.
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Visual Voicemail and Voicemail Forwarding

See your voicemails in your CallEverywhere Web Portal inbox along with your email and any
Electronic Faxes you may have received. You can find your most important messages instantly
and visually. You can also view, prioritize, and email your voice and fax messages.

To use this feature:

1. Selectthe "Voicemail' tab in your CallEverywhere Web Portal to see a list of all
messages received.

2. To listen to a message, click on it.

3. When the message window opens, click "Play" at the top of the message.

4. To forward voicemails, emails or Electronic Faxes appearing in your inbox to another
email account, simply click the "Forward" button and enter the recipient's email address.

1. To place a call, pick up the phone, listen for a dial tone and then dial * followed by the
appropriate speed dial number (1-9 or 11-49).

Faxing

The callEverywhere fax feature allows a user to:

e Receive electronic versions of incoming faxes in their CallEverywhere Web Portal.
e Send outbound faxes to regular fax machines from their CallEverywhere Web Portal.

The administrator must enable electronic fax for a user account (see, User Privileges).

Receiving faxes via the fax service
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1. Receiving faxes via the Electronic Fax line will come through the client's callEverywhere
Messages Inbox. They can choose to retrieve the fax via the All or Fax folder.

2. Once the user has clicked on the fax, the message will open with the sender's phone
number, number of pages, the date and time received, and the attached fax document.
The user can open, delete, save, or preview the documents sent. The user can also
choose to manage the message by sending them to their public folders for viewing.

Sending faxes via the fax service
Sending faxes via the callEverywhere fax service are available via the Compose folder.

1. Enter the fax number in the Fax# field using the full 11 digits (for U.S. and Canada) or the
International Dialing Number. If the number has been stored in the user's address book, it
can be inserted here or looked up simply by clicking on the Fax# link highlighted in blue.

2. You can enter text, attach a file, or do both to include with the fax.

3. Choose to "Send Now" or "Schedule Delivery" for the timing of the fax. You also may
choose to use spell checker on the text of the message, save the draft for later, or cancel
the fax altogether.

4. "Send Now" will immmediately send the fax. "Schedule Delivery" will open up more options
as to the time and day and the recurrence period in which the user wants to have their
fax delivered.

5. To view any fax message that has been sent, the user can go to their Private
Folders/Outbox tab and view the sent message.

Preferences

You can use callEverywhere web portal to manage settings and options using a standard Web
browser. You can manage your account options by selecting on the "Preferences" menu.

This section briefly describes some of the features within the callEverywhere Preferences section.
Certain attributes are explained more in depth as needed.

Account Info

Under Account information, you can change your password, edit your contact information, change
the way in which messages are displayed and configure and manage message notification.
Message notification is briefly described below.
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INTELLIVERSE

T Everywhere

Messages

Junk Mail r I
‘ Account Info |( Mail Options ]( Voice Options

Compose

Management

Private Folders Password

Change your password.
Public Folders
Personal Account

Edit your contact information and time zone setting.
Address Book

Message Settings
call Log Set message display and preferences.

Message Notification
Preferences Configure notification methods and schedule for new messages arriving in your Inbosx.

Log Out

Mail Options

Under Mail Options, you can POP other email accounts into callEverywhere, Integrate
callEverywhere with Microsoft Outlook® or Yahoo®. Below is an explanation on how to POP and
Integrate email accounts with the callEverywhere service.

INTELLIVERSE

(M Everywhere

Messages

Junk Mail Account Info || Mail Options |( Voice Options 1
Compose Management

Private Folders Integrate with other Email Account

Consolidate all other POP accounts into this one. Retrieve email from any POP account to your Inbox.

FriElries Email Signature

Personalize the end of your email. Set up & custom signature to add to outgoing messages.
Address Book

Filter Management
Sort your incoming mail automatically into designated folders. Filter out unsolicited email.

Call Log

Email Alias
Preferences Create an email alias.
Log Out
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Integrate with other Email Account

Your new Intelliverse Unified Communications service includes a free email account and email
service capable of handling your business needs. Enjoy the benefits of sending and receiving
email and voicemail in the same location. The email consolidation feature allows you to collect
messages from other email accounts (such as Hotmail or Yahoo) or your callEverywhere email
and view them from your Intelliverse Unified Communications Web Portal. You can send and
receive email messages from your Intelliverse Unified Communications account using Microsoft
Outlook or the Netscape Email client.

This section describes:
e How to add your email account to this service

e How to set up Microsoft Outlook 2002/2003
e How to set up Microsoft Outlook Express

How to add your email account to this service
To add your email account:

1. Select the "Preferences" button in left navigation column.

2. Under the "Mail Options" heading, go to "Integrate with other Email Account.” The "Email
Consolidation" page opens.

3. From the "Email Consolidation" page, select the "Add Account” button.

4. Type the "Account Nickname" (something short and memorable for this POP3 email
account).

5. Enter account email address, POP mail server address (if you're using a popular service,
select from the drop-down list), login name, and password.

6. Choose a color to identify new messages from this account.

7. To delete original messages from a third-party email server, select "Yes" under "Delete
after downloading." This will save space for the future delivery of emails to your account.

8. To download messages from a third-party email server at regular intervals, select "Yes"
under "Download automatically."”

9. Click "Save."

How to set up Microsoft Outlook 2002/2003
To set up Microsoft Outlook 2002/2003:

1. In Outlook, click on the "Tools" menu; select "Email Accounts."
2. Under "Email," select "Add a new e-mail account" and click "Next."
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From "Server Type," select "POP3," and click "Next."

From "Internet E-mail Settings," under "User Information,"” type your name and email
address.

Under "Server Information," for "Incoming mail server (POP3)", type
pop.everywhere.net.

For "Outgoing mail server," type mail.everywhere.net.

Under "Login Information," type your Intelliverse Unified Communications login (for
example, 18771234567 @everywhere.net) in the "User Name" text box. Type your
account password in the "Password" box.

Note: We recommend that you leave the "Remember Password" checkbox checked, if no one
else uses your computer. This way you can avoid having to retype your password to retrieve
messages. If you are using a public computer, we recommend that you uncheck "Remember

Password."

8. Select the "More Settings ..." button.

9. Select the "Outgoing Server" tab. Check "My outgoing server (SMTP) requires
authentication" box.

10. Select the "General" tab, under "Mail Account," you can edit the mail account reference
name. Type your company name in the "Organization" box. Type your "Reply E-mail
address" (your email or the email alias you'd like to have replies be sent to).

11. (Optional) Select the "Advanced" tab. To leave a copy of your messages on the server
after POP3 downloads to Outlook (e.g., if you want to access messages both from the
Internet and from Outlook on your desktop), check the "Leave a copy of messages on the
server" checkbox. (Optional) To delete messages from the server after a number of days
to save space on your account, check the "Remove from server after X days" box and
specify the number of days.

12. (Optional) To delete messages from the server when you delete downloaded messages
in Outlook, check "Remove from server when deleted from 'Deleted Items."

13. Select "OK."

14. From the next dialog screen, click "Next."

15. From the next dialog screen, click "Finish."

16. Finally, from your Outlook Toolbar, click on “Tools” and “Send/Receive”. Click on

“Send/Receive All” and that will download the latest messages from the callEverywhere
portal.

How to set up Microsoft Outlook Express

To set up Microsoft Outlook Express:

pONPE

On the "Tools" menu, select "Accounts”

Select the "Mail" tab.

From the "Add" button, select "Mail"

From the "Internet E-mail Address" screen, select "l already have an e-mail address that
I'd like to use." For the email address, type your email address. Click "Next."
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5. From the "E-mail Server Names" screen, select "POP3" ("My incoming serverisa_____

server").

Type the POP3 server name: pop.everywhere.net.

Type the SMTP server name: mail.everywhere.net.

For "Account Name," type your callEverywhere login ID.

For "Password," type your Intelliverse Unified Communications Web Portal login

password. Click "Next."

10. Click "Finish."

11. Finally, from your Outlook Toolbar, click on “Tools” and “Send/Receive”. Click on
“Send/Receive All” and that will download the latest messages from the callEverywhere
portal.

Note: From the Tools > Accounts > Account Properties > Servers tab, it is recommended that you
check the "My server requires authentication" box.

Note: To keep your messages available on your Web Portal: from the "Advanced" tab, under
"Delivery," check the "Leave a copy of messages on the server" box.

Voice Options

Under Voice Options, you can change your greeting for your voicemail, change the quality of the
voice messages to save storage, and enable and disable call forwarding numbers. Call
Forwarding is briefly described below.
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INTELLIVERSE

T Everywhere

Messages

Junk Mail

Compose

Private Folders ( Account Info T( Mail Options ]| Voice Options

Public Folders .
Management Services

Address Book

Record Greeting Call Forwarding

Record a greeting for your voicemnail Allow calls to follow you wherever you go
Call Log

Audio Quality

Change the audio quality of your voice messages to save storage
Preferences spaca
Log Out

Call Forwarding

The Call Forwarding feature enables you to use your Intelliverse Unified Communications number
as an all-purpose phone number. When you enable Find me/Follow me, you supply alternate
phone numbers (e.g., your cell phone or home phone) to forward calls in real time. You can
prioritize which alternate phone number will be called first, second, third, etc. Or, you can have all
alternate phone numbers ring simultaneously.

To set up Find Me/Follow Me:

Select the "Preferences" button located in the far left navigation column.

Select the "Voice Options" tab.

Select the Find me/Follow me link.

Select the "Enable" option, and click Next.

On the following screen, type the alternate phone number to forward incoming voice

calls.

Select the priority (order that the phone numbers will be dialed) for each alternate phone

number. Select the number of rings for each phone number.

7. Check (Optional) "Simultaneous Calling" to dial all alternate phone numbers at once.

8. Check (Optional) "Call Screening" to enable the ability to accept/reject incoming
forwarded calls.

9. Select "Update".

10. Click "Done".

ar®ONE

o

To disable Find Me/Follow Me:
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Select the "Preferences"” button in the far left navigation column.
Select the "Voice Options"” tab.

Select the "Find Me/Follow Me" link.

Select the "Disable" option.

Click "Next."

Click "Done."

oukrwnE

Note: You can also temporarily disable dialing for specific alternate numbers by checking the "Do
Not Disturb" option on your CallEverywhere Web Portal.

To enable/disable call blasting:

This feature allows simultaneous ringing of all your alternate phone numbers when someone calls
your primary number. You can disable this feature any time by simply un-checking the call
blasting box.

Select the "Preferences" button in the far left navigation column.
Select the "Voice Options" tab.

Select the Find me/Follow me link.

On the following page, click "Next."

Uncheck the "Simultaneous Calling" box.

SN o

Click "Update."
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