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Logging in to Voicemail for the First Time

The first time you call your mailbox you are prompted to record your name and change the mailbox
password. The name that you record is used in various system announcements and in the voicemail
system directory search.

Typically your mailbox number matches your extension number which is the internal number that people
dial to call you. Your system administrator can tell you if your mailbox number is different.

Typically a password is not set until the first time you log in.

To log in for the first time:
1. Press the MESSAGES button on your phone
2. If you are dialing from your own extension, press #. Otherwise enter your extension number and
press #.
3. When prompted to enter your password followed by the pound sign, just press #. You are asked to
enter a new password.
Enter a new password and press #. Your password cannot be the same as your extension number or
a set of repeated digits or consecutive numbers.
Re-enter the new password and press #.
Record your name when you are prompted.
Press 1 and at the tone, speak your name.
Press 1 again. Your recording is played back.
Either press # to accept the recording or 1 to record again.
0. After you log in, the voice prompts tell you what to do. A summary of many of the options is given in
Summary of Mailbox Options.
e Press *4 for help at any time.
e Press *7 to return to the activity menu.

e Press# at the end of a menu to return to the previous menu.
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Personal Greetings

By default, callers who are directed to your mailbox hear the system greeting "Your call is being answered
by IP Office. <Name> is not available. To leave a message wait for the tone,'. The default system greeting
cannot be changed. However, you can replace the system greeting with a greeting that you record.

You can record a library of up to 9 personal greetings. These are the greeting messages heard by callers
when they are directed to your voicemail. You can assign a different greeting for specific call situations.
For example, you can assign a different greeting for calls received internally to those received from
outside the company. You can also use a personal greeting message to tell callers about available
transfer options. For more information, see Giving Callers a Transfer Option in the Voicemail User Guide.

To record or re-record a personal greeting:

Log in to your mailbox.

Press 3 to select personal greetings.

Press 1 to create or change a greeting.

Enter the number of the greeting (1 to 9) that you want to create or change.
Start speaking your greeting at the tone.

When you have finished press 1 to edit your greeting.

Press 2 3 to playback the greeting that you have just recorded.

Press # to confirm the recording. The number of the greeting that has just been recorded is
announced.

9. Press # to save the recording

10. Press 1 when prompted to activate the greeting for all calls.
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Summary of Mailbox Options

Here is a summary of the options that are available for collecting voicemail messages. The options that are shown
in gray are not supported by IP Office Intuity emulation. The absence of any other features does not imply that they

are supported unless specifically detailed as such elsewhere.

Sawve and skip category - *#
Save and plaw next - #

Play nest - **4

Eraze and play nest - *3
[Urdelete - ==3)

Print fax - *1

-
Login M 1. Becord #. Addressing
Enter mailbox and Record mezzane - 1 Enter address and press-#
passwond, — L2 Cancel address -*3
1. Editing Mame/Mumber addrezzing- =2
Start/5top Recording - 1 I1ze Mailing List - *5
- Rewind - 2 Hear all addresses - 1
Activity Menu ::I:play -5 : Finizh addreismg -
vance -
Record -1
Get messages - 2 — E'al_'r'?ﬂ'?lié 23 . Approve Address
areetings -3 '&'E Ele i kark az private - 1
Outgaing - 4 pRIavE Mark az prionty - 2
Perzonal -5 2. Beceive Scheduled deliven - 3
Dutcalling - B Skio header - 0 File 2 copy - 4
Scan-7 Flelpplya’?:irirard 1 Include afax - &
Trar_mfer -+ Festart - 2 Send #
‘Wait - 3 o Skip to previous - =2
E"TC':F"-'“ ;x?E Pauze/Fesume - 3
login - Louder - 4
Replay header - 23 1. Reply
General Back - 5/ Festart - *5 Call sender -0
Advance - B R eply without original - 16
Help - #4 Quieter - 7 Reply with original - 19
Exit - =3 awr - O Forward with comment at start - 2
Wi ait - Faster - 9 Farward with comment at end - 3

Send another message - 4

0_Listen # 1. Edit Greetings

3. Personal Greetings

Lizten to greetings - 0
Create, change or delete - 1
Scan all - 2

Activate greeting - 3

Replay - 0
Review status - 2
Recard - 1
Delete - *3

Save - #

Adrminzter call types - 4

5. Personal Options

4_ Administer Call Types

b ailing hists - 1
Perzonal directony - 2
Fax options - 3
Pazzword - 4

Record name - 5
Address after record - 6
Aoceot call answer - 7
Mediz preferences - 8

Differentiate internaldesternal -1
Differentiate engaged/no reply - 2
Cut of Hours calls - 3

Same greeting all call: -5

1. Mailing Lists

b

6. Outcalling

Create list -1

Scan hists - 2

R eview & modify - 3
Restart - *5

Configure Outcalling -1
Changetimes - 2
Change numbers - 3
Turm off - B

Tummon -9

b

¥. S5can Messages

Headers and meszages - 1
Headers only - 2
Mezzages anly - 3

Frint hew fases - 4
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