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3 
Delete 

1 
Repeat 

2 
Save 

1 #

Forward & Delete
Original Message 

Dial Number 

Hear Name of 

Number 

Confirm Destination 

Record Short 

Message  

#

Review 

Hear Message 

1 

User Main Menu

Option 
0

Basic Commands 

# Skip to Next Message 

* Exit Review 

7 Back up 10 Seconds 

8 Pause / Resume 

9 Forward 10 Seconds 

See Page 3 & 4 

4
Forward 

Forward & Keep 
Original Message 

Hear Recorded 

Message  

To Access Voicemail: 

Dial 08*yourextension#  

 

Retrieve your password from 

your System Administrator. 
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Review 
1 

Option 
0

# 

Confirm 

*

Cancel 
End Recording 

Personal Greeting 

Alternate Greeting 

Default Greeting 

Personal Greeting 

Alternate Greeting 

# 

Confirm 

*

Cancel 

Greeting & Name 
Options 

1

Name Options 

Hear Name 

1 

Record Name 

Delete 

6 

Greeting Options 

2

Select Greeting 

1
2
3

1
Record Greeting 

1 

2 

2 

5 

Personal Profile
2   See Page 2 

 See Page 4 

Begin Recording 
5 

User Main Menu

Begin Recording # 

Hear Name 

Confirm 

* 

Cancel 
# 
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See Page 2 

Review 

1 
Option 

0

Greeting & Name 
Options 

1

Personal Profile 

2

 See Page 3 

1 
On 

2
Off 

Language Prompt Password Set Ringer Length

Dial New 

Password 

Reenter 

Password 

Hear Current 

Ringer Length 

Select New 

Ringer Length 

Select Language

3 4 1 

Email Notification

2

User Main Menu
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Password 

Select Language
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Create Mailbox 

1 

Dial New Mailbox 

Number 

Dial Setup 

Password 

Reenter 

Password 

Dial Mailbox 

Number 

# 

Confirm 
*

Cancel 

Set Up Menu (Administrator)


