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Log into Voice Mail
Press the Messages button on the phone
If prompted enter your extension number and password
(Default password is 1234)
First Time Setup
Log into your voice mail
Record a name
Record a greeting
Change your password
Listen to Messages
Log into your mail box
Press 1 to listen to your messages
Press 1 to skip the Date / Time and go direct to message

Play Back Options 1 Play message from beginning
4 Play previous message
5 Play envelope (Date and Time)
6 Play next message
7 Delete or restore message
8 Forward message
9 Call sender
* Return to Main Menu
Record Your Standard Greeting
Log into you voice mail system
Press * to access the Main Menu
Press 3 to access the Greetings Menu
Press 1 to access the Standard Greetings options
Standard Greeting Options
1 Enable standard greeting
2 Review greeting
3 Record greeting
4 Delete greeting
Change Your Password
Log into voice mail
Press * to access the Main Menu
Press 4 for mailbox options
Press 2 for Administrative options
Press 1 to change the password
After the tone, enter your 4 digit password and press #
Press * to return to Mailbox Options



* Dnly the following Message Control
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Mailbox Options

Press 1o listen to messages.

Press 3 to record greeting.

Press 4 to access Mailbox Options.
Press 5to check a different mailbox.
Press * to repeat these options.

options are available while a
message is playing:
Rewind

Pause

Fast Forward
Replay/Previous Messape
Play Envelope

Next Message
Delete/Restore Message
Forward Message

Call Sender

Main Menu

Only the following
Envelope Control options are
available while a message
envelope is playing:
Previous Message

Play Envelope

Next Message
Delete/Restore Message
Forward Message

Call Sender

Main Menu
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Notrfication Options
Administrative Options
Main Menu
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Message Playback Options

Forwarding Options

Replay Current Message 1
Previous Message 4
Play Envelope 5
Next Message b
Delete/Restore Message 7
Forward Message B
Call Sender 9
Main Menu *

Send Message

Cancel/Return to
Playback Menu

Standard Greeting Options
Alternate Greeting Optians
Default Greeting Options
Main Menu Options
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Enable

Review

Record
Delete
Greetings Menu
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Enable

Review

Greetings Menu

Enable/Disable Email
Mailbox Options *

Password
Review/Record Name

Enable/Disable
Envelope Playback

Enable/Disable Auto Play
Mailbox Options

Review

Re-record
Administrative Options




