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1. How do | work with the Outlook Plug-in?

Open Outlook. You will see the TeleMessage button in the Outlook toolbar:

& Inbox - Microsoft Dutlook

J File Edit Wew Favorites Tools Ackions Help
Jmew - | (3% ¥ | C¢Reply €F9Reply to Al W8 Forward | %Sendmeg&ive | %Fi_nd | i

J -.'fnTeIeMessage -

The TeleMessage toolbar consists of the message sending button:
J -.'ﬁ]TeIeMessage| -

and the menu button:
J -?FnTeIeMessage -

The first time you use the Plug-in, you will need to enter your TeleMessage user name and password.
(Select 'Settings' from the toolbar menu if you need to change your user details):

Fn TeleMessage | -

Enable Motifications

Enable Reminders

W  Forwarding)Filkering
(0] Settings

B Web Site

@ Help

=] Abaout



The Settings screen opens allowing you to set your TeleMessage User Name, Password and default Country.

settings x|

—User Informatior

Pleaze enter your zer Mame:
Iu:u:lie

Enter your user name here

A

Fleaze enter your Password;

Ixxxxxxxxxxxxxxx

Enter your password here

A

Pleaze re-enter your Pazsword far confirmation:

Ixxxxxxxxxxxxxxx

And then re-enter your password here

A

Pleasze select vour country code;
[Urited States (1]

Select your country — your country code
will be added to all phone numbers entered

L
A

Update o X Cancel

When done, press the ‘Update’ button

A

After entering your details you should press the ‘Update’ button.
This will enable you to send a ‘Test Message' to verify that your registration details are correct.
The next image shows the ‘Test Message’ window — click the ‘Yes’ button when it appears.

Settings =

& Message will be senk ko the server For testing wour user sekkings.
Wiithin several minutes wou will receive a confirmation mail in your inbox,
Proceed with test?

An Email will be sent to you verifying your account settings.

Note: If you forget your user name and/or password contact support@telemessage.com, if you do not have not have a TeleMessage user account contact
info@telemessage.com.




2. How do | send messages through the Outlook plug in?

In order to send a message press the

Press the TeleMessage To... |

¥ Untitled - Message (Plain Text)

J -.'ﬁ]TeIeMessage| -

button in your toolbar, which will open a new message window.

button in the message window:

=10l x|

JEiIe Edit Yiew Insert Format Tools Actions Help
|=Hsend ||| % B2 B ¥ | BJoptons.. 7] - salm ]| =8

el || TeleMessageTo...l

= |

Bicc I
Subiject I

=




A window opens with all your Outlook contacts and their devices (arranged alphabetically):

Optional: select the folder or address
book that contains the name you want

Message To

Show Mames from the:

I Contacts

Optional: Find a contact by typing in his
name in the text box

Type Mame or Select from List
————— |bii

B Brian Cappello

v Brian lzzac
Brian Plavnick, =
Brurnio Chormel

Select a contact to see his devices in the
Contact's Devices box below

Bruno Silva
Burak Sevilengul
Burcu Menekze

Contact's Devices

Meszage Fecipients

Byret

Cafe de Klos o |
Carl K.aplan

=0l Carmel ;I

Choose a device to which you would like
to have your message delivered

& 1-617-5311862 [Business phor
p| @ 1-617-9012402 [Mobile phone]
M 1-617-9019402 [5M5)

After selecting the contacts and devices,
press the ‘OK’ button

o= 1-781-6840939 [Fax)
@ Brian Cappelo@exodus. net [E7
= 1-888-3707671 [Pager) ;I

Bcc --= | |

Select a contact to see his devices in the Contact's Devices box. By marking a contact (for all the contact devices) or by choosing individual
devices and pressing the ‘To’, ‘Cc’ or ‘Bcc’ buttons, you determine the To, Cc and Bcc message recipients. You can choose multiple contacts

devices per message.

> OF,

| Cancel |

Note: telephone numbers must include the country and area code prefix.




The devices are moved to the To, Cc, and Bcc fields according to your selections.

X

Show Mames from the:

I Contacts j

Type Hame or Select from List

bria

Meszsage Recipients

B8l Brian Cappello 1-781-6840999 (Fax)

Brian lzzac Brian, Cappello@exodus . net (Email)
Brian Plavnick. =

Bruno Chornel

Bruno Silva
Burak Sevilenaqul
Burcu Menekse

Bunet

EafFKdE IKlDS Cr - Mark Carlin

0] Carl K.aplan 1-617-5311862 (Business phane)
=0 arrnel LI

1-617-9013402 (5M3)
Contact's Devices

I 1-617-5311862 [Business phor «
B 1-517-9018402 (Mabile phone]

@ 1-517-9012402 [SMS)
a= 1-781-6840939 [Fax) Bre --=
% Brian Cappelloi@exodus net [E

1-888-3707671 [Pager) LI

d

(a4 Cancel

Add individual devices by marking
them & pressing the ‘To’, ‘Cc’ and
‘Bee’ buttons

Or mark and add a contact to send a
message to all his devices

When you are done with selecting the contacts and devices, press the ‘OK’ button.

After selecting the contacts and
devices, press the ‘OK’ button

In some versions a security window will open, requesting you to confirm access to the Outlook address book.

Microsoft Dutlook x|

A program is trying ko access e-mail addresses you have
stored in Qutlook, Do wou want to allow this?

If this is unexpected, it may be a virus and vou should
choose "MNa”,

[lovw access Fu:urj |1 minute 1|rI

Yes | Mo I Help |

In this security window, mark the checkbox to allow access and click the ‘Yes’ Button.




You will be returned to the message with your contacts and devices filled in.
Continue typing and editing the message and send it just as you would a regular outlook e-mail message.
When you are done, press the ‘Send’ button to send the message.

% this is a great way to communicate - Message (Plain Texk}) -0l =|
- . CJA|B F UIEEEEZEEE— M,
Fil=  Edit Wiew Insert Format Tools  Actions  Help Twpe a question for help =
[=]%end | fccounts - &4 BB €, ! 4| v [Joptions.. &5 (2],
Tao... | | TeleMessage Ta... I Cappello, Brian (Business phone) <Business-1-617-5311862@dispatcher kelemessage, com =;

Cappello, Brian (SMS) =5M3-1-617-901 G402@dispatcher . telemessage, com s
Cappello, Brian (Emaily <Brian. Cappello@exodus,net =

... | |Carin Mark (Business phone) <Business-1-973-263101SEXT224@dispatcher . telemessage. com=; ﬂ

Carlin, Marl (Mobile phone) <Maobile-1-617-3204422@dispatcher . telemessage, com>;

Carlin, Mark (SM3) <5M3-1-617-3204422@dispatcher . telemessage. com=;

Carlin.__Mark (Fa)_c) <:!=ax-1-9?8-263646?@di5p§tcher_.telem_essaue.cu:um>: LI
Becc.., | I
Subject: Ithis is a great way bo communicate

Lfter my device contacts where auntomatically added, I can write down the message ;l

in the same way as in any other e-mail.
BEut this timwe, it will be sent to mwany additional devices.

The contacts and devices you chose are
filled in the proper fields

Continue typing and editing the message
just as a regular e-mail message

In some versions of the Mail Plug-in, you may be notified when sending a long SMS.
The notification window will look like the image below — please confirm it by pressing the ‘Yes’ button.

Message size exceeded |

Please note that wour message is sent to an SM3S and includes more than 160 characters,
only the first 160 charackers of your message will be displaved on the 5M3,
Would vou like to send the message anwway?




3. How do | receive my E-mails on my mobile phone?

In order to receive a SMS notification to your mobile phone, you need to set an appropriate forwarding/filtering rule. A notification will be sent every time you
receive a new E-mail.

Simple settings:
If you are an average user, use the simple activation of the natifications, by clicking on the ‘Enable Notifications’ button from the toolbar menu.

Fn TeleMessage | -

Ermable Matifications

Ernable Feminders

¥ Forwarding/Filkering
(5] Settings

B Wweb Site

@ Help

=] Abaout

Advanced settings:
If you are an advanced user, you can select Forwarding/Filtering from the toolbar menu, and configure new rules for notification delivery:

Fn TeleMessage IT

Enable Motifications

Enable Reminders

W  Forwarding)Filkering

[B] Settings
K% web Site
@ Help

=] About

A new window will open, where you can change your notification rules. In the Forwarding/Filtering window, you can also manually edit and add rules to fine tune
which messages you wish to receive on your SMS (or other device). For explanation of how to create new rules refer to ‘How do | create new Forwarding/Filtering
rules?’ section.



After setting the rules, select 'Enable Notifications' from the toolbar menu to toggle the notifications on and off:
|T Enable Motifications
|T Enable Reminders

W Forwarding/Filkering

(5] Settings
@& web site

@ Help

[E About

Notes:
1. This E-mail notification functionality is possible only if you entered your mobile number while registering your TeleMessage account.

2. The e-mail notification will be delivered to your mobile phone, as stated in the user profile of your TeleMessage account. For more information, see the ‘how do |
change my mobile phone number’ section

4. How do | receive my Meeting and Task reminders to my SMS?

This setting is needed in order to receive a meeting and task reminders to your mobile phone.

Simple settings:
If you are an average user, use the simple activation of the reminders, by clicking on the ‘Enable Reminders’ button from the toolbar menu.

TFn TeleMessage F

Enable Motifications

Ernable Rerinders

W Forwarding)Filtering
(5] Settings

B Web Site

@ Help

=]  About



Advanced settings:

If you are an advanced user, you can select Forwarding/Filtering from the toolbar menu, and configure new rules for reminders delivery:

You'll need to set an appropriate forwarding/filtering rule. A notification will be sent for every meeting in your calendar or a task with a due date.
Select Forwarding/Filtering from the toolbar menu.

Fn TeleMessage IT

Enable Motifications

Enable Reminders

W  Forwarding)Filkering

[B] Settings
K% web Site
@ Help

=] About

And in the Forwarding/Filtering window, create a reminder Forwarding rule. You can also manually edit rules to fine tune which messages you wish to receive on
your SMS (or other device).

These rules work like any e-mail notification rule (see above). And make sure you select 'Enable Reminders' from the toolbar menu to toggle reminder notifications
on and off.

5. How can | stop the e-mail and reminder notifications?

If you do not wish to receive the notifications, simply uncheck the 'Enable Notifications' or 'Enable Reminders' options in the toolbar menu. You can uncheck these
options when you're at your office, and then quickly enable them when you leave for a long business trip or vacation. This will enable you receive the notifications
to your SMS when your away from the office.



6. How do | create new Forwarding/Filtering rules?

In order to manage the way messages are forwarded to your SMS or change the your preferred devices you can add new Forwarding/Filtering rules.
Select Forwarding/Filtering from the toolbar menu:

Fn TeleMessage IT

Enable Motifications

Enable Reminders

W  Forwarding)Filkering
(0] Settings

B Web Site

@ Help

=] Abaout



A new window opens with your Forwarding/Filtering rules:

.f Forwarding/Filtering 2 il

Apply all rules to the selected folder:

[=I- Perzonal Folders ‘ ; LI
I Un-check the default rule ‘Send all my emails to

- Calendar my SMS

- Competition

[#- Contacts : s
- Contacts? Forwarding & Fiftering

- Deleted ltems
- Dirafts

- Inbox

- Journal

- Motes

W  Send all my emails to rmy SMS

Fules list:

- Outbox
- Programming A=
- Sent [tems

Create an alternate rule(s) by
clicking the ‘New’ rule button

- ghuff Edit
- System

- Tagks
- TeleMeszage

[elEtE

Ematle

[HEeatle

Rule description:

Condition:
Action: Forward message to my. SMS

Daone |

In this window you will have to:
1. Un-check the default rule ‘Send all my emails to my SMS’
2. Create an alternate rule(s) by clicking the ‘New’ rule button.



Once you click the ‘New’ rule button the window will change, and you will be able to define a new rule:

Forwarding/Filtering

Apply all rules ta the selected folder:

=- F'_erscunal Folders
i Deleted Itemns

L Sent Items

|Urgent Messages|

[fa message matches ALL ofthe conditions below, the action will be activated

i Hew Forward/Filter Rule
i Dirafts

- Inbos Rule Hame:

<
<

=)

Enter the name of the rule

Mote: Empty phrases are ignore
Select Condition:

Fram: ||::|:|ntains j |Eirian
ToiCe: ||::|:|ntains j |
Eubjectlcuntains | |Urgent

™ casze sensitive

™ casze sensitive

a
-
[T case sensitive /
a
-

Select one or more of the following actions:

1. Forward message to my:

Select the conditions that
message will match to apply the
rule For example:

From whom the message is,

and/or

Words that should appear in the
Subiect of the messaae

™ mohile phone ™ Business phone ™ Fax

¥ Mg ™ Ermail I~ Pager

I ica b
Other | Ta;pel—ChDDse Type—j

Define where you want to
forward the message by clicking
the appropriate check-box

2. ¥ Bavein iy web mail nkbox

Dk | Cancel | <

When you are done defining the
new rule, press the ‘OK’ button

Done |

e

In this window you will have to:
1. Enter the name of the rule (Use any text that will generally describe it)

2. Select the conditions that message will match to apply the rule (like from who the message is, and/or words that should appear in the Subject).

3. Define where you want to forward the message by clicking the appropriate check-box.
4. When you are done defining the new rule, press the ‘OK’ button.




Once you click the ‘OK’ button you will get back to the previous screen, but the newly created rule will appear.
In this window you will be able to view the rules you created, enable, disable, delete or edit them.

Forwarding/Filtering

Apply all rules to the selected folder:;

=l Perzonal Folders
- Deleted Items
Drafts
-- Inbox
" Sent ltems

m Fule added succ
Forwarding 3 Filtering

[~ Sendall my emails ta rmy SkS

Check that the new rule defined
was added

Rules list:
[~ 1. Urgent Messades Enabled P HEE
Edit
e (ete
Ematle
Di=atlE

Rule description:

Name: Lrgent Messages
Condition: If "From" contains: Brian

View rule names and if they are
enabled or disabled

A

If "Subject’ contains: Urgent

Action: Forward message to my. SMS
Sawe in my weh mail Inbox

[

View the description of the
chosen rule.

When you are finished

o with adding and
ane editing rules, press
the ‘Done’ button

You can repeat these steps and add additional new rules. When you are finished with adding and editing rules press the ‘Done’ button.
Note: in case you didn’t enter your mobile number while registering your TeleMessage account, the “Send all my E-mails to my SMS” line will not appear in the

rules page.

7. How do | change my mobile phone number?



To change your mobile phone number where you receive SMS notification and reminders, you can access your TeleMessage account by clicking the website
button in the toolbar menu.

Fn TeleMessage IT

Enable Notifications

Enable Reminders

W Forwarding)Filkering

[B] Settings
K% 'web Site
@ Help

=] About

a new browser will open and bring you to your TeleMessage account.



Now, you will have to choose the ‘user profile’ from the ‘options’ page.

Welcome

SMS Messane
TeleGreeting

Inhox
Outhox
Sent Hems

User Profile
Preferences
External Email

Forwarding &
Filtering
BlocKing
Help
Support
Sign Off

In your user profile page, update your mobile phone and store the new user profile, by pressing the ‘update’ button:

Please enter at least one phone number:

Courtry Ares Telephone Ext

Home phone # | +1 - United States j | |

Mobhile phone # I +1 - United States vl |?1 a |4433333

Business phone # I +1 - United States j I I I

Fax # |+1 - United States j I I

Email Iuser@dumain.cum

upDATE | [ CANCEL]




Appendix
TeleMessage Outlook 2000/XP Mail Client Plug-in Installation Procedure

1. Before installation:
To avoid problems in the installation and operation of the mail client plug-in, check the following:

Make sure Outlook 2000/XP is appropriately installed on the computer (regular mail messages can be sent normally).

Make sure you have a valid TeleMessage username and password registered (If you do forgot your user name and/or password contact
support@telemessage.com. If you do not have not have a TeleMessage user account contact info@telemessage.com).

Close your Outlook program (Select 'Exit and logoff' from the Outlook 'File' menu).

If you have a previous version of the TeleMessage Outlook Plug-in installed, see “Uninstalling the Outlook Plug-in. You MUST uninstall your
current version of the TeleMessage Outlook Plug-in before reinstalling the newest version.

2. Installation:
To install, simply run the installation wizard or double click on the ‘setup.exe’ file, and follow the onscreen instructions.

3. After installation:
The first time you run Outlook after installing the plug-in, you will be prompted to enter your username and password. This must be done before you can start
sending messages and receiving notifications. Refer to the mail client plug-in user manual for explanation of how to activate it.

4. Uninstalling the Outlook Plug-in:

To remove and un-install the current or previous version of the TeleMessage outlook plug-in, follow these simple steps:

e Close your Outlook program (Select ‘Exit and logoff’ from the Outlook ‘File’ menu).
Go to Start -> Settings -> Control Panel

Open “Add/Remove Programs”

Select TeleMessage Outlook Plug-in and press the “Change/Remove” button.
Follow the uninstall wizard



