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Q & A
Tips and Tricks

Q: Where is the Outlook email icon?  

Q: Why isn’t Interaction Client ringing for incoming calls?

Q: Why aren’t I receiving any emails even though I have Outlook 

open on my desktop?

Q: How do I add an email invite to my calendar in Outlook?

Q: Why do I have two Inboxes in Outlook?

Q: How do I filter my messages in Outlook?

Q: Where are the NAB email addresses in Outlook?  

Q: Why isn’t Interaction Client picking up calls?

Outlook

New Computer System

Interaction Client

How to use this guide:
• To print this guide, right click the closed file, 

click Convert to Adobe PDF, Save.  When the 
PDF file opens, click the printer button and 
choose the correct printer.

-Questions Continued on Next Page-
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Q & A
Tips and Tricks

Q: How do I select or add a printer on the new computer system?

Q: Why isn’t my print screen working?

Q: Why are my documents getting cut-off when I print them?

Printing and Faxing

Q: How can I put the TMS log-in screen on my desktop?

Q: Why does my web browser toolbar look different? 

Q: Why do I get a message to install Java when I open ADP? 

Q: How do I set my Out of Office (Vacation) message?

Q: Why do my faxes have extra characters instead of text?

Miscellaneous
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Q: Where is the Outlook email icon?  It’s not at the bottom of my 

screen.

A: To add the mail icon to your taskbar:

1. Click the Start Button (Windows Icon) on the taskbar.
2. Type Outlook into the search box.
3. Click Microsoft Office 2013.
4. Highlight Outlook 2013 and right click.
5. Click Pin to Taskbar.

TIP
To make the  icon on taskbar larger, change the settings in the Start Menu, 
Control Panel, select View by: Category, Appearance and Personalization, 
Display, and then select Larger – 150%.

Outlook
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Q: Where are the NAB email addresses in Outlook?  They are not 

in the Address Book.

A: Eventually all the NAB emails will be in the Outlook Address 

Book. Here is a simple fix in the meantime:

1. Type the beginning of the person’s email in the TO: or CC: box.
2. Press Ctrl K and a list of possible emails will be displayed.

Q: Why aren’t I receiving any emails even though I have Outlook 

open on my desktop?

A: You may not be logged into Outlook. 

1. Look to see if there is a warning symbol on the outlook icon.
2. If there is, you need to log in.  Click Send/Receive and enter your 

password in the pop-up box.

3. You can also double-click the Outlook icon to input your password.
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TIP
If you can’t find something in Outlook, make sure you have the correct tab 
selected at the bottom of the screen.  See screenshot below. e.g.:  Calendar tab 
if you want to look at your appointments.
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Q: Why do I have two Inboxes in Outlook?

A: Inbox(1) is your new Inbox, and Inbox is your old Inbox.

1. The Inbox (1) will have your old emails from Thunderbird.
2. Don’t move everything to the new Inbox yet.  You will be able to do 

that at a later date.

Q: How do I filter my messages in Outlook?

A: In Outlook, the Filter command is called Run.

1. Click Rules from the menu bar.
2. Click Create Rule if you want to manage rules for an email currently 

selected. Set the parameters for this particular sender.
3. Click Manage Rules & Alerts to set general rules for all emails.

• Click New Rule.
• Complete Step 1:  Select a template for the rule you want to apply.
• Complete Step 2:  Edit the rule description by double-clicking the 

people or public group the rule will apply to and the specified
folder the email should be sent to.

Step 1
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TIP
Your Interaction Client username is the first letter of your first name and your 
last name. (e.g. pkrause).  The  password is 123456.

TIP
To put your Interaction Client Icon on the 

your desktop or taskbar, click the Start

Button (Windows Icon) on the taskbar, 

highlight Interaction Client (do a search if 

you don’t see it) and right click.  Click Pin to 

Taskbar or Send to, Desktop.
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Q: How do I add an email invite to my calendar in Outlook?

A: To add an event from an email invite, do the following:

1. Right-click the email in your inbox.
2. Click Accept, OK.
3. The event will be added to your Calendar in Outlook.

Q: Why isn’t Interaction Client picking up calls?

A: You need to Provision your SIP Soft Phone:

1. Click the Start Button (Windows Icon) on the taskbar.
2. Type Interactive Intelligence into the search box.
3. Click the Interactive Intelligence folder.
4. Click SIP Soft Phone. This will send the Headset Icon to the right 

corner of your screen.
5. Right-click the Headset and click Provision.
6. Complete the Audio Tuning Wizard by following the prompts.
7. Click Next, select Configure Settings.
8. Click Next, Finish.

Interaction Client

Step 3
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Step 5
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Step 6

Q: Why isn’t Interaction Client ringing for incoming calls?

A: You need to configure Interaction Client.

1. Open Interaction Client on your desktop. Click Options on the menu bar, 
Configuration.

2. Click My Interaction Ring Sounds on the Alerting Menu.
3. Click the   …   button next to Calls.
4. From the side menu, click Computer, double-click Local disk (C:).
5. Double-click C:\\Program Files (x86)\Interactive Intelligence\ICUserApps\

Resources.
6. Double-click one of the ring-tones (such as ClientRinging10) or click the ringtone, OK.
7. As long as you’ve run the Audio Tuning Wizard successfully, your headset should now 

ring for incoming calls.
8. To run the Audio Tuning Wizard, Click Provision. and complete Audio Tuning 

Wizard.
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Printing and Faxing
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Q: Why are my documents cut-off when I print them?

A: Your old document parameters may need to be reset.

1. From the print menu, make sure you are in landscape/portrait mode 
as needed.

2. Reset the margins.

Step 3

Q: How do I select or add a printer on the new computer system?

A: You may add/select a printer by following these steps (The printers 

in your department are pre-loaded):

1. Click the Start Button (Windows Icon) on the taskbar.

2. Click Devices and Printers.

3. Click Add a printer and follow the prompts.

4. You may also click the correct printer under Printers and Faxes.
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Q: Why isn’t my print screen working?

A: Use Gadwin PrintScreen instead of the previous print screen software.

1. The software should automatically run at startup on your computer.
2. If you do not see the            icon by your clock in the right hand lower corner, launch 

the software by clicking:
• Start button (Windows Icon)
• All Programs
• Gadwin Systems
• Print Screen
• Print Screen

3. This will bring you to the “Change Preferences Options in Gadwin PrintScreen” menu.  
Set your options to match screenshots below.

4. You may get an error message.  Select Cancel until it disappears.
5. Click the Select printer button from the Destination window.

6. Look through the print directory for the printer you’d like to add and double-click.

Step 3 Step 3

Step 3-5
Step 5
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Q: Why do my faxes have extra  characters  instead of text?

A: You need to enable “Print as image” in Adobe Reader. Click the Start

Button (Windows Icon) on the taskbar.

1. Open the document you want to fax and click Print, Interaction Fax.

2. Click Printer Properties.

3. Select create faxable image, click OK.

4. Click Print.

Step 1 -2Step 3

Miscellaneous

Q: How can I put the TMS log-in screen on my desktop?

A: You must save the webpage to your desktop.

1. Open TMS webpage.

2. Click File on the top menu bar.  

3. Save to your desktop according to your web browser instructions.
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Q: Why does my web browser toolbar look different?

A: Your toolbar settings reset when we switched to the new system.

1. Right-click the top of your browser.

2. Select the toolbar options you prefer.

Q: Why is there a message to install Java when I try to open ADP?

A: Firefox/Mozilla will display this message in the new system.

1. Click on the icon in the message to get past the screen.

2. Use Internet Explorer to avoid this message.

Q: How do I set my Out of Office (Vacation)  message?

A: You must now use Outlook instead of the internet to set your 

vacation message.

1. Open Outlook.

2. Click File on the top menu bar. 

3. Click Automatic Replies.

4. Set your Automatic Reply message

and click OK.

Step 3


