
Phone Messages 
The phone message is intended to replace the standard office phone message pad. 

You can send a phone message to notify other persons of phone calls received while they were out of the
office. 

This chapter covers the following topics:

Sending a Phone Message 

Reading a Phone Message

Sending a Phone Message  
Issue the following command from any point in Con-nect: 

PHONEPAD

The "Send Phone Message" screen appears.

   9:27 AM             * * *  C O N - N E C T  3  * * *                 2.Feb.94
  Cabinet LS                  Send Phone Message                       Wednesday
                                                                                
                                                                                
   +--------------------------------------------------------------------------+ 
   !     To ____________________               Date    2.Feb.94 Time  9:27 AM ! 
   ! Caller ________________________________ Number _______________           ! 
   !     of ________________________________    Ext _____                     ! 
   ! Message                                                                  ! 
   ! ________________________________________________________________________ ! 
   ! ________________________________________________________________________ ! 
   ! ________________________________________________________________________ ! 
   ! ________________________________________________________________________ ! 
   ! ________________________________________________________________________ ! 
   !                                             Long,Sonya                   ! 
   !                                                                          ! 
   ! Called X Pls Call _ Returned Call _ Wants to Meet _ Will Call _ Urgent _ ! 
   +--------------------------------------------------------------------------+ 
                                                                                
                                                                                
 Fill in addressee and message - use CONFIRM to send                            
    Command /                                                              /    
 Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
       Help  Menu  Quit        Confm                         Flip  Last  Home   
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Specify the following information in the "Send Phone Message" screen (your name - the signature at the
bottom - as well as the date and time have already been filled in by Con-nect): 

To 

The last name or user ID of the addressee. You can also specify the nickname of a Con-nect
user. 

In contrast to the memo, you can only specify one addressee for a phone message. 

If you enter a last name and more than one Con-nect user has that last name, a window appears
which lists all users with that last name. You must then mark the required addressee with any
non-blank character and press ENTER. 

You can also enter the last name followed by the first name - separated by a comma. 

You can also enter an asterisk (*) in this line to display the addressee selection window. See 
Selecting Addressees for a description of that window. 

Caller 

Optional - the name of the caller. 

Number 

Optional - the caller’s phone number. 

of 

Optional - the caller’s company, department, etc. 

Ext 

Optional - the caller’s extension. 

Message 

Optional - the text of the message. 

Called X Pls Call _ Returned Call _ Wants to Meet _ Will Call _ Urgent _ 

These fields can be used to inform the addressee of the necessary action. By default the field
"Called" is marked with an X. You can optionally mark the appropriate action field(s) with any
non-blank character. 

Optional - press ENTER to review the addressee before you send the phone message. 

If the selected user has set a mail status message, the message is displayed in a window as soon as you
press ENTER or issue the CONFIRM command. You must then press ENTER again to close that window. 
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Issue the following command to send the phone message. 

CONFIRM

The blank "Send Phone Message" screen re-appears and you can send another phone message, or quit the
function. 

A copy of each phone message you sent is stored in your Outbasket (see Checking Your Outbasket). In
contrast to other mail items, no copy of the phone message is stored in your Outbasket if you do not send
the phone message by issuing the CONFIRM command. 

Tip:
Although a phone message can only be sent to one addressee, there are ways of notifying more than one
person of its contents. You can either send the phone message to yourself and forward it from your
Inbasket, or re-send it from your Outbasket. 

Reading a Phone Message
Incoming phone messages are initially stored in your Inbasket in the file Phone. You read a phone
message as you would any other mail item. See The Files of Your Inbasket for further information. 
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