LAKE COUNTY

Neax \oicemail User Guide

FLORIDA

Set Voicemail

Telecommunications 343-9897 or
To open awork order go to: www.lakecountyfl.gov/telecom_work_order

- Your Telephone must be forwar ded to
extension 5545 to activate voicemail.

Set Forward to Voicemail

Accessing Voicemail

-Lift handset and receive dial tone
-Depress FWD-Busy key
-Receive tone

-Dial 5545

From another extension

-Receive set tone then replace handset
‘FWD-Busy key lights

Remove Forward to VVoice mail
-Lift handset and receive dial tone
-Depress FWD-Busy key

-Receive set tone then replace handset

‘FWD-Busy lamp isno longer lit

Without Feature Button - Key * 3 and did

To remove forward to voice mail Key #3

5545 to set voice mail

VOICE MAIL MENU

Hear new messages

Mark as new 53
Mowe backward in - 7
message

Hear Summary 9

Repeat message
Save message
Delete message
Reply to message
Forward message
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Send message
Message Options 1

Feview old m

Repeat message 1 Mark as new G
Save message 2 Move backward in - 7
Delete message 3 message

Reply to message 4 Hear Sumrmary 9
Forward message g

Setup Options
Greetings & Transfer 1
Message setting 2

Personal settings 3

From your extension

-Dial 5545

-Enter your pass code

-Dial 5545

telecommunications@l ak ecountyfl.gov

-Access voice mail within our county complex or
from home

-Press* key when prompted to enter pass code
-Enter your extension number followed by the # key

-Enter your pass code

From outside line

-Dial 343-9870

‘Press* key when answered
-Enter your extension number followed by the # key

-Enter your pass code

Change addressing 1
Change recording 2
Set special delivery 3
Review message 4
-Crestings and Transfer
Change greetings 1
Change call transfer 2
“Message setings
Change message 1
naotification
Change message &
playback
Edit Private Lists L
-Personal settings
Change password 1
Change recorded name 2
Change directory listing 3

status

~Change Addressing
Add Name 1
Hear current names 2
Remove name 3
—Changerecording
Hear recording 1
Sawe recording 2
Rerecord g
Add to recording 4
~Setspecial delivery
Urgent 1
Return receipt 2
Private 3
Future delivery 4




