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 A
ccessin

g
 Vo

icem
ail

T
o

 access vo
icem

ail fro
m

 yo
u

r p
h

o
n

e:

• P
ress the V

oicem
ail button.

  (Y
ou w

ill hear your nam
e.)

• E
nter your passw

ord. (F
or first tim

e set-up,         
  enter the tem

porary passw
ord: 1212.)

• P
ress #. (F

or first tim
e set-up, you w

ill go 
through a tutorial for initial m

ailbox set-up.)

T
o

 access vo
icem

ail fro
m

 an
o

th
er exten

sio
n

:

• P
ress the V

oicem
ail button.

• P
ress *#.

• E
nter your m

ailbox num
ber.

• E
nter your passw

ord. 

T
o

 access vo
icem

ail fro
m

 o
ffsite:

• D
ial your offsite access num

ber

    __________________________________________________ .

• P
ress #.

• E
nter your m

ailbox num
ber.

• E
nter your passw

ord. 

 S
h

o
rtcu

ts

P
ress:

*                  C
an

cel / R
etu

rn
 to

 M
en

u
 / E

xit

#                  F
in

ish
 / S

kip

#                  B
yp

ass S
ystem

 G
reetin

g

 W
h

ile L
isten

in
g

 to
 M

essag
es

P
ress: 

1                        R
ew

in
d

2                        P
au

se  

3                        F
o

rw
ard

4                        S
lo

w
er 

5                        E
n

velo
p

e 

6                        F
aster

0                        R
eset S

p
eed

7                        Q
u

ieter 

8                        R
eset V

o
lu

m
e

9                        L
o

u
d

er 

11                      M
essag

e S
tart

33                      M
essag

e E
n

d

#                        S
kip

 A
fter L

isten
in

g
 to

 M
essag

es

P
ress:

2                               P
rin

t

4                               R
ep

lay

6                               F
o

rw
ard

7                               E
rase

8                               R
ep

ly 

#                               S
kip

 S
en

d
in

g
 a Vo

ice M
essag

e

• P
ress 2 from

 M
ain M

enu.

• R
ecord m

essage.

• E
nter an extension. (T

o spell nam
e, press #.)

• P
ress #.

• W
hen finished, press ##.

• P
ress # to send.

  O
r P

ress:      2 for U
rg

en
t.

                       4 for F
u

tu
re D

elivery.

                       5 for P
rivate.

Q
u
ic

k
 R

e
fe

re
n
c
e
 G

u
id

e

C
rea

ted
 b

y
               in

c.                                      v1.1


