
SETUP VOICEMAIL

The first time you access your voicemail, you will be 
prompted to enter a password.  This is the default 
temporary password which is the extension number 
assigned to you.

Then you will be asked to set up your voicemail.  
This consists of creating a new password, recording 
your name and your greeting.

1 For security reasons, it is advisable to change 
your initial voicemail password to a 4 to 10 digit 
number that is only known to you.  Select a 
sequence that others can’t guess easily.

2 Your name announcement serves as a voice label 
for your voicemail. Use your first and last name.

3 Anyone calling your voicemail hears your 
personal greeting.  It reflects your style.  You can 
compose it from the following suggested phrases :

 “Hello, you have reached (name). 
 I am unable to take your call right now. 
 Please leave a message after the tone.   
 I will call you back as soon as possible.

 Thank you for calling.”

UNDERSCORE: Options that are 
not announced by prompts

*By default, if you have new 
messages, you will be listening to 
them in the new message folder. 
If your mailbox only contains old 
messages you will be listening to 
them in the old message folder.

[1] Listen to messages*
[2] Change folders
[0] Mailbox options
[*] Help
[#] Exit

[1] Record unavailable message
[3] Record name
[4] Manage temporary greeting
[5] Change password
[*] Return to main menu

[0] New messages
[1] Old messages
[#] Exit

[0] Pause message
[*] Rewind 5 secs
[#] Forward 5 seconds

[1] Listen to message
[2] Change folder
[3] Call back
[4] Listen to previous message
[5] Repeat current message
[6] Listen to next message
[7] Delete message
[9] Save message
[0] Mailbox options
[*] Help
[#] Exit

VOICEMAIL SYSTEM MENU AT A GLANCE
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MAILBOX OPTIONS CHANGE MESSAGE FOLDER
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LISTENING TO MESSAGE
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WHAT THE VOICEMAIL SYSTEM PROMPTS WHAT YOU SHOULD DO

Password Enter the default temporary password

PASSWORD

Welcome to the voicemail system.  First I will 
guide you through a short setup process. Please 
enter your password followed by the pound key.

Enter a new password
Then press #

Please re-enter your password followed by the 
pound key.

Re-enter the same new password
Then press #

NAME

Your password has been changed.  After the tone, 
say your name and then press the pound key.

Say your name
Then press #

Thank you.  Press 1 to accept this recording, 
press 2 to listen to it, press 3 to re-record your 
message.

Press the appropriate option:
Press 1 to accept the recording, press 2 to listen 
to it, press 3 to re-record your message.

GREETING

Your message has been saved.  After the tone 
please say your unavailable message then press 
the pound key.

Record your personal greeting
Then press #

Thank you.  Press 1 to accept this recording, 
press 2 to listen to it, press 3 to re-record your 
message.

Press the appropriate option:
Press 1 to accept the recording, press 2 to listen 
to it, press 3 to re-record your message.

Your message has been saved.

PROCEDURE: ACCESS YOUR VOICEMAIL, THEN SIMPLY FOLLOW THE VOICE PROMPTS.

The voicemail system will now tell you if there are any messages already waiting in your mailbox.
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