
 

 
  

 

Voice Mail Activation 
When you access your mailbox for the first time, a user tutorial automatically activates. This tutorial guides you 

through your first mailbox session, explains how to record a greeting and your name, and prompts you to change 

your temporary passcode. 

 
To activate your voice mailbox: 
1. Press the programmed key labeled VM on your phone. 
2. Enter your temporary passcode, which is your extension number.  
3. Complete the user tutorial. 

 

Voice Mail Quick Tips 
 
Playing Your Messages 

After accessing the Voice Mail, press  to Play your messages. 

 
While Listening to a Message 
At any time during message playback you can: 

 Pause the message for 30 seconds. 

Move back five seconds within the message. 

Move forward five seconds within the message. 

Skip to your next message. 

Return to the beginning of your previous message. 
 

When You Have Finished Listening to a Message 

Play the message again. 

Answer the person who sent the message and when you are finished recording your answer, press to 
send. 

Give the message to another mailbox or distribution list. The system will also give you the opportunity to record 
additional comments before sending the message to someone else. When you have added your comments,  

press to send. 

Keep the message. Kept messages can be accessed only after you have skipped through your unplayed 

messages and message receipt queues. 

 Discard the message. 
 
 
 
 
 



 

 
  

 

User Options 
The user options menu allows you to listen to change your greetings, record your name, and define your 
password, create voice mail distribution lists, and select call scheduling options (if enabled). 
 
Accessing User Options 

From the main menu press  

 Greetings. Press 

to change your primary greeting or press to change your extended absences greeting ("I will 

be away until October 15th,..."). 

 Re-record your name. 

 Change your passcode. 
 
Distribution Lists 
A distribution list allows you to record a single message and then send it to a large number of people 
without addressing them each individually. You can use distribution lists whenever you make a message, 
or give a message to someone else. 
 
Creating or modifying a distribution list 

1. Press from the user options menu. 
2. Enter the number of the distribution list, ensuring the first digit is always zero (0). 

3. Press  to record a name for the distribution list (e.g., "product planning committee"). The 
system will play this name each time you address messages to this distribution list. 

4. Press  to add members to the list; press  to drop members. 

5. Press  if you would like the system to play back the list of members you have selected. 

6. Press  to exit to the main menu. 
 
 

 

 

 

 

 

 

 

 

 

 

 

  


