Instructions for New Voice Mail system

TO ACCESS QUICK SET-UP FOR NEW MAIL BOXES

From your phone:


Press the Voice Mail button & wait for Voice Mail to answer.
“Enter Your Password for User I.D.”---- (Password is the same as your Extension No.)

You should get:

“Welcome to Quick Set-Up”

Listen to each of the Menu Instructions and follow exactly the complete procedures.

Your Password :
We suggest you don’t change it for a while as it is the same as your Extension Number, so press one to bypass this step.

Your Name: 
     

(Press # after you say your name)

Your “No Answer” Greeting
(Press # after you record your greeting)

Your “Busy” Greeting         (Press # after you record your greeting) 
Directory Assistance 
(If you want the public callers to be able to find your extension , please enter your last name, by the instructions, otherwise —Press 1 to skip)

When your are finished:

Press 1 to accept all Quick Set-Up changes and you should hear:

“Congratulations!  You have successfully completed Quick Set-Up”


You may now hang up.

For Existing Mail boxes:

To make changes in your Password, Name , Greeting, or Directory Assistance after Quick Set-Up has been done:

After you push the Voice Mail button & enter your password, press 8 and it will take you back to the Quick Set Up menu or press 4 for the mail box options menu and you can change recordings and make alternate recordings.  
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