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Logging In to the Web Portal 

Steps to take 

1. Start your Web browser and enter the following URL: 
http://c2voicemail.net 

The login page is displayed. 

Tip:    Your login page may look different, depending on the features and 
design chosen by your organization. 

 

Figure 1: Unified Messaging Login Page 

2. Enter your username and password. 

Tip:    Use the username and temporary password assigned by your system 
administrator to login to the Web Portal. After logging in the first time, 
you will be prompted to change your temporary password to maintain 
system security. For simplicity, set up the same numeric password for 
the Web Portal that you use for your IP phone. 

3. Click Login.  
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Setting up a Vacation Schedule & Mail Forwarding 
Steps to take 

1. From the Options page, click Mail Filters. The Vacation Message and Mail 
Forwarding parameters page is displayed. 

 

Figure 12: Vacation Message and Mail Forwarding parameters 

2. Click Edit to make changes to your vacation message. 

3. Click Update to save your changes. 

 

Parameter Description 

Vacation Message Enabled When enabled, all incoming email 
messages are responded to with an email 
containing the text specified in the 
vacation message. 

Vacation Message The text for the response to all emails 
received when vacation message is 
enabled. 

Forward All Mails Enabled When enabled, all emails received will be 
forwarded to the email address specified.
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Parameter Description 

Keep a Copy In addition to the email being forwarded, 
a copy will be left in the subscribers 
mailbox. 

Do not Forward Automatic The UM server can recognize certain 
types of messages which are created by 
mail servers. If this is enabled, those 
types will not be forwarded.  

Need more detail. I still don’t know 
enough information to use this option. 

Preserve To/CC Fields If you are forwarding your emails to a 
secondary email address (i.e., your 
personal email account) and you answer 
“YES” to this parameter, then emails that 
you receive on your secondary account 
will display the original email addresses 
in the To: and CC: fields. If you answer 
“NO” to this parameter, then the To: and 
CC: information will be replaced with 
your personal email address and the CC: 
field will be blank.  

Forward To Email Address The email address to which all emails 
should be forwarded if forward messages 
enabled. Separate multiple addresses by 
a comma. 
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Managing Message Waiting Notifications 
This chapter describes the message waiting notification (MWN) features, and 
provides step-by-step instructions for configuring your message waiting 
notifications. 

Overview 
The voicemail system can call a phone, call a pager (numeric and text) or 
send you an email to notify you when you receive a voicemail message. The 
notifications do not include the actual voicemail message. However, when 
you answer a notification, you can log on to the system immediately to check 
your messages. 

The system calls a phone number or a pager number based on the 
notification schedules and options that you set up through the Web 
interface. Email notification is set up through your email client. In order to 
make notification calls, the phone or pager identified must be turned on and 
must be available to receive calls. You can turn these notification options on 
or off and specify or change the notification phone numbers using the phone 
interface.  

Managing Notification Options through the Phone 

Setting Phone Notification On or Off 

Steps to take 

1. From the main menu, press 4 - Personal Options. 

2. From the Personal Options menu, press 7 - Manage Notification. 

3. Press 1 to turn message notification by phone on or off. 

Setting Numeric Page Notification On or Off 

Steps to take 

1. From the main menu, press 4 - Personal Options. 

2. From the Personal Options menu, press 7 - Manage Notification. 

3. Press 2 to turn message notification by numeric page on or off. 
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Setting Text Page Notification On or Off 

Steps to take 

1. From the main menu, press 4 - Personal Options. 

2. From the Personal Options menu, press 7 - Manage Notification. 

3. Press 3 to turn message notification by text page on or off. 

Setting the Phone Number Used for Notification 

Steps to take 

1. From the main menu, press 4 - Personal Options. 

2. From the Personal Options menu, press 7 - Manage Notification. 

3. Press 4 to change the phone number for phone notification, or press 5 
for pager notification. 

4. The system plays the current phone number. 

5. To replay, press 1, to change the number press 2 , to leave it unchanged, 
press #. 

Setting Up Unified Messaging with Email, Cell Phone 
and Pager 

Beyond the telephone interface, there are number of methods for receiving 
unified messages (i.e. voicemails) from the C2 Enhanced system. You can 
either receive voicemails directly in your email inbox or receive Message 
Waiting Notifications (MWN) through your email, phone or pager. MWNs only 
let you know that a voicemail has been received; notifications do not include 
the actual voicemail. All notifications (email, cell phone, hand-held device 
and pager) must be set up in the Unified Messaging Portal. Once you receive 
a notification, you can either check your voicemail through your phone, 
email client (if you are setup to receive voicemails in your email client), or via 
the Unified Messaging Portal. 

There are two options for receiving voicemails through your email client. An 
Outlook IMAP connection can be established or messages can be forwarded 
from the Unified Messaging Portal to your email inbox. The IMAP connection 
option requires set-up within your individual email client. The message 
forwarding option requires set-up in the Unified Messaging Portal. 
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Receiving Voicemails or Notifications in Your Email Client 

Option 1: Voicemail Box Synchronization with Email (IMAP Configuration) 

This option allows you to receive all voicemails via a separate Outlook email 
box in the Outlook client. This type of synchronization allows you to easily 
manage voicemails directly from your Outlook client. No need to juggle 
multiple message clients—when a message is deleted from your email box, it 
is also deleted from your voicemail box. 

 

Figure 13: Outlook inbox with voicemail messages 

Tip:    If a voicemail is moved from the Unified Messaging (IMAP) inbox to 
the Outlook inbox, it is deleted from the IMAP inbox. To keep the 
voicemail for future reference, forward it to your Outlook inbox rather 
than manually moving it. Once the message is forwarded, if it is 
deleted from the Outlook inbox it will remain in the IMAP inbox. 

To synchronize your voicemail box with your email inbox, open Outlook, and 
then use the following procedure. 
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Steps to take 

1. In Microsoft Outlook, click the Tools menu, select E-mail Accounts, and 
then select Add a new e-mail account and then click Next. 

2. Enter your Internet Email settings: 

a. Under Server type, select IMAP and then click Next. 

b. Enter Your Name (name@yourcompany.com) and Email Address. 

c. Under Logon Information, enter  your C2 Unified Messaging Portal 
User Name and Password. The format for your username is 
name@company.c2voicemail.net. The default password is your 4-digit 
extension plus 99 (XXXX99). 

Tip:    If you change your default password in the Web portal, that password 
becomes your password for your IMAP email account. 

d. Under Server Information, enter the Incoming mail server (IMAP) 
address (um.c2voicemail.net) and Outgoing mail server (SMTP) 
address (check with your system administrator). 

e. Click Next to continue. 

3. Click Finish. The new IMAP mailbox um.c2voicemail.net appears in your 
Outlook Inbox. 

Option 2: Copy of each Message Sent to your Email Client 

This option enables you to receive a copy of each voicemail in your email 
inbox. Voicemails that have been deleted from your inbox will continue to 
reside in your voicemail box. 

Steps to take 

1.  Log in to the Unified Messaging Portal. 

2.  Click on the Options menu on the left-hand side. 

3.  Click on the Mail Filters menu under Message Management. 

4.  Click Edit. 

5.  Click all check boxes under the Mail Forwarding header. 

6.  Enter your email address in Forward to Email Addresses. 

7.  Click Update. 

Option 3: Message Waiting Notification Only 

mailto:name@yourcompany.com�
mailto:name@company.c2voicemail.net�
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With this option, you will receive a MWN and link to the Unified Messaging 
portal in your email inbox when a new voicemail is delivered. 

1.  Log in to the Unified Messaging Portal. 

2.  Click on the Options menu on the left-hand side. 

3.  Click on the Voice Mail menu under Message Management. 

4.  Click on MWN by Text. 

5.  Click Edit. 

6.  Change Notification enabled for to the appropriate setting. 

7.  Store Messages in Off time is checked by default. 

8.  Enter your email address in Notification Email Addresses. 

9.  In the subject line enter an identifiable subject line you will recognize. 

10.  Click Update. 

Other MWN Options: 

Receiving MWN via Cell Phone: 

Steps to take 

1.  Log in to the Unified Messaging Portal. 

2.  Click on the Options menu on the left-hand side. 

3.  Click on the Voice Mail menu under Message Management. 

4.  Click on MWN By Phone. 

5.  Click Edit. 

6.  Change the Default Notification Level to the appropriate setting. 

7.  Click the check box for Caller MWN Enabled. 

8.  Type your cell phone number in the Outcall Number field—Enter 
numbers only; do not use dashes or parentheses. 

9.  Click Update. 

Receiving MWN via Pager: 

Steps to take 

1. Log in to the Unified Messaging Portal. 
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2. Click on the Options menu on the left-hand side. 

3. Click on the Voice Mail menu under Message Management. 

4. Click MWN By Numeric Page. 

5. Click Edit. 

6. Change Notification Enabled For to the appropriate setting. 

7.  Enter your pager number in the Paging Number field. 

8. Click Update. 
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Reviewing Messages Online 
With Unified Messaging, you can use the Web interface to compose, retrieve 
or delete voicemail messages. 

Accessing Your Messages 

Steps to take 

1.  Login to the Web interface as described in chapter 2, Getting Started. 

2.  From the welcome screen, select Local Mailbox from the left menu or 
click on the links under new messages. 

 

Figure 14: Welcome page 
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Using the Inbox to Review New Messages 

 

Figure 15: Inbox Screen 

Your inbox will show the details of each new message, with the following 
features: 

• List of headers with sender, date, priority, flag to show whether 
attachment exists and subject. 

• View, forward, reply or delete voicemail messages. 

• If you have more than 10 messages, the Next or Prev button provides 
easy navigation. 

• Delete message using either the checkbox provided in front of each 
message or the delete button located within each individual message 
preview. 

• Get Mail option to request immediate mail delivery. 

• Empty Trash option to delete all messages in the trash folder. 
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Managing Folders 

 

Figure 16: Folders Screen 

To view your folders, click Folders in the left-side menu. The Folder screen 
provides the following features: 

• Shows Total and New Voice Messages for each folder in tabular form. 

• List of all folders- Deleted Items, Inbox and Junk E-mail. 

Empty Trash button is a shortcut to delete all messages in the trash folder.  
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Setting Up Find Me Follow Me 
Find-Me Follow-Me allows you to perform different actions on your incoming 
calls based on a set of conditions or exceptions. For example, you can have 
all calls that arrive during your lunch hour Monday through Friday route to 
your cell phone. Or you can have calls go to your assistant if you are on 
another call. The options are endless. If you cannot be reached at any 
number, you can direct calls to your voicemail. 

Setting Up Find Me/Follow Me 
This section describes how to set up Find Me/Follow Me call treatment 
routes. 

Step 1: Log in to the Unified Messaging Web Portal 

Steps to take 

1. In your browser, access the Web page http://c2voicemail.net, 

2. Log in as described in Logging In to the Web Portal on page 12.  

http://c2voicemail.net/�
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Step 2: Enter Your Telephone Numbers 

Steps to take 

1. On the Welcome page, click Options. The User Preferences page is 
displayed. 

 

Figure 17: User Preferences Page 

2. On the preferences menu under Find-me/Follow-me, click My telephone 
numbers. 

3. Enter the telephone numbers where you can be reached, the type of 
number and the number of rings that should occur before the system 
treats the call as unanswered. 

This information will be used when you define your Find me/Follow me 
profiles. 



Setting Up Find Me/Follow Me 

54  C2 Enhanced Unified Messaging User Guide 

 

Figure 18: My Telephone Numbers Form 

Step 2: Set Up Find Me/Follow Me Call Treatments 
1. On the preferences menu under Find-me/Follow-me, click Call 

Treatment. 

2. Select the Find-me/Follow-me Enabled checkbox to enable this feature. 

 

Figure 19: Call Treatment Form 
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3. Fill in the call treatment form based on the following parameters. 

 

Parameter Description 

Find-me/Follow-me Enabled Sets Find-me/Follow-me as “On” or “Off” 

If primary line does not answer then send 
calls to 

The phone number that receives calls if 
the primary line does not answer. 

Do not disturb (Send all calls to voicemail) Selecting this option sends all incoming 
calls to voicemail. 

Reach me at The phone number at which you can be 
reached. Your calls will ring to this 
number instead of your office number. 

Automatically select a find-me/follow-me 
profile based on day and time of call. 

Tells the system to automatically select a 
profile to control how calls are handled 
based on the time and day of the week 
that the call is received. 

Use following find-me/follow-me profile Select the profile that you would like the 
system to use for call management. 
Profiles manage calls based on day, time 
and VIP status. 

 

Step 3: Set Up Profiles 
To manage your Find-me/Follow-me information, you can create profiles. 
Each profile is a set of rules describing how to handle the incoming call. Each 
profile contains call treatment options for each of the groups in your address 
book (e.g., important caller, family member, business call, friend). 

To create your profile, click Profiles and fill in the form to provide the 
following information for each group in your address book: 

• A set of numbers where you can be reached 

• Paging information if you cannot be reached. 

For example, if you create a profile named normal, and you want to activate 
the profile on Monday and Tuesday from 9 a.m. to 6 p.m., use the drop-
down boxes to select 9 a.m. as the start time for both days and 6 p.m. as the 
stop time for both days. 

When you create a profile, you set the schedule and configure the following 
parameters : 

• First number to call 

• Second number to call 
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• Third number to call 

• Number of rings per phone call 

• Paging information if no answer 

• Country code, if required 

Set the Schedule 

Steps to take 

1. Select a start and stop hour time slot for each day of the week. Click the 
checkbox in each row to activate find me/follow me for that timeslot. 

2. To add a new time slot, click Add new time slot and configure a new set 
of start and stop hours for the day. 

3. To delete a timeslot, click the checkbox and click Delete. 

 

Figure 20: Profiles configuration page – part 1 

Configure the call treatment parameters 

Steps to take 

1. Select a group, such as Important Callers. To configure call treatment 
parameters for callers who are not in a group, scroll to the end of the 
page and configure call treatment parameters for all other callers. 
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2. Enter the first, second, or third numbers for the feature to call. You can 
configure only one number, or you can set all three. To automatically 
populate the field, click a link in the right column (see My telephone 
numbers to configure the phone numbers for work, home, cell, , etc). 

3. Define the number of times that the system will let each call in the 
sequence ring. 

4. Define how to end the call if you cannot be reached. 

 

Figure 21: Call Treatment Parameters – Important Caller 

Advanced options 

Click to enable or disable the Verify call connection feature. Verify call 
announces the Find Me/Follow Me transfer to the caller.  

 


