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4 Voice Mail Quick Reference Guide 

4.1 First time setup

● Your extension number is: ________________ 

● To access your voice mailbox, dial the voice mail pilot number: ________ or press the Vmail key. (Be 
prepared to record your name, your default greeting and change your password)

● Record your name 

● record your default greeting (i.e “Hello, This is Joe Blake. I’m sorry I cannot take your call right now. If 
you would like to leave me a message, press 1, to reach me on my mobile number, press 2, if this is a 
service related issue, press 4, or Press 0 for my assistant”).

● Change and confirm your 4-digit password (leading 0 not allowed).

● After entering your name, default greeting and password, the first time setup is complete and the mail-
box is activated. 

4.2 Setup tips

● Keep your greetings current. Callers are more likely to leave you a message if your greeting is accurate 
and gives clear directions to callers.

●  Record your Out-of-the-Office greeting. The system automatically plays the Out of Office greeting when 
you press the DND key on your telephone.

● Ask callers to leave relevant information in the message so that your return call can be more productive.

● Your greeting should include alternate extensions to dial. For example, your greeting may tell callers to 
press 0 for an assistant, press 2 to reach you at your mobile number, press 3 to reach you at your Home 
number, or press 4 to reach you at an Alternate number. 

4.3 General Information 

● To access your voice mailbox, dial the voice mail pilot number: ________ or press the Vmail key, at the 
prompt enter your password. 

● If you have a digital phone with message waiting indication, press on the blinking message waiting key 
(Vmail key) on your telephone to access your messages.

● To transfer a caller to a co-worker’s voice mailbox: while on the call, press the Vmail key, followed by 
the destination extension number, hang up.

● To access and modify your options, press the Vmail key on your telephone or dial the voice mail pilot 
number __________, enter your password and press #, follow the prompts.

● To access and modify your options when your are away from the office, dial our company’s telephone 
number ____________________. From the main greeting, press #, enter your user ID and password, 
press # and follow the prompts. 
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4.4 Navigation prompts - Message Options

Call back the sender of 
the message (internal or 
external if ANI available)

* To dial by name 

Or enter destination 
mailbox number 0 Message Info 

1 Replay message 

2 Save & play next message

3 Delete message 

4 Save message as new 

5 Forward to another user

6 Call back sender

7 Reply to sender

8 Reply to all 

1
Play New Mes-
sages

2
Play Saved 
Messages

3
Play Recorded 
Messages 

4
Play Deleted 
Messages 

7
Forward FAX 
Documents

9
Send a Mes-
sage

#
User Options

During Message Playback

7 Rewind (5 sec.) 

8 Pause (10 sec.) 

9 Fast Forward (5 sec.)

# Message Options 

Message Options

1 Send the message 

2 Add another mailbox

3 Append at the begin-
ning 

4 Append at the end 

# Exit without sending

1 By last name 

2 By first name

3 Company directory

4 To exit 

To enter the first 3 letters 

of the selected name 

Leave message in send-
er’s mailbox (internal only)

Reply to all members of 
distribution list or multiple 
mailbox list

1 Send FAX document

2 Next FAX document

Enter the 10-digit destina-
tion FAX number. 

# When finished dial-

Record a message to send to 
another user or a distribution 
list

1 Re-record 

2 Replay 

3 Accept the message

# Return to previous menu

* To dial by name 

Or enter destination 
mailbox number 

1 By last name 

2 By first name

3 Company directory 

4 To exit 

To enter the first 3 letters 

of the selected name 

1 Send the message 

2 Enter another user

3 Exit without sending

1 If correct 

2 To change

1 If correct 

2 To change
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4.5 Navigation Prompts - User Options

1 Change Forwarding Settings 

2 Change Forwarding Numbers

3 Record Greetings 

4 Record Name 

5 Change Password

6 Modify Notification Feature

# Main menu

#
User Options 

1 Forward to mobile number

2 Forward to home number

3 Forward to alternate 

4 Cancel Forwarding

# Previous menu

1 Modify default greeting 

2 Modify busy greeting

3 Modify DND greeting

# Main menu 

1 1st notification entry 

2 2nd notification entry

3 3nd notification entry

4 4th notification entry 

5 5th notification entry

1 Modify pause time (00-99) 

2 Modify repeats (00-99)

3 Time between attempts

4 Enable/Disable schedule 

# Exit 

Enter the 10-digit forward-
ing telephone number

# When finished dial-
ing

1 Change mobile number

2 Change home number

3 Change alternate number

# Previous menu

1 Modify phone numbers 

2 Modify parameters

3 Enable notification

4 Disable notification 

# Main menu

Enter the notification tele-
phone number 

# When finished dial-

1 Pager notification

2 Other notification

Enter the pager follow-on 
number 

# When finished dialing

Start recording 

# When finished 

1 To re-record 

2 To replay 

3 To accept 

# Previous menu
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