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Voice Mail User Guide 
 
To access your mailbox: 
1. Dial your ten digit voicemail number. 
2. When the system voice answers, press “9” and enter your passcode.  

(For Users with multiple mailboxes, press “9”, enter your 4,5 or 6 digit mailbox number and 
then your passcode.) 

3. You will hear the main voice menu in the diagram below.     
 

1.  New message 
2.  Old messages

8.  Exit

1. Listen to messages 
2. Send a message 
3. Change options 

8. Exit 

9. Short-cut to new messages 

1. Change name 
2. Change greeting 

5. Notification number * 
4. Transfer number * 
3. Change password 

8. Exit 

Main Voice menu 

Message menu 

Options menu 

*.  Rewind 
#.  Fast forward 
0.  Pause 

1. Change active greeting 
2. Change different greeting 
3.  Active greeting Name 

5. Select the active greeting 

8. Exit 

1.   Replay message 
2.   Next message 
3.   Save message as new 
4.   Delete message 

61. Volume 

8.   Exit 

5.   T ime & Date 

62. Forward message 

*  Requires optional features  

1. Send message to box

1.  Send 
2.  Replay 
3.  Re-record 
4.  Cancel 2. Send message to list

8. Exit

Your Voicemail #: 
 

7. Reply to message 

4. Manage List 

1. Add a list 
2. Access list by number 
3. Review lists in order 

8. Exit 

1. Add Mailbox 
2. Remove a Mailbox 

5. Record list name 
4. Delete list 
3. Review list  

8. Exit 

List menu 

9. Hear sender box number  


