Voicemail Administrator Guide

How to record Mailbox 900 (Day Greeting), 905 (Night Greeting), or 975 (Holiday/Special Greeting)

When you are onsite:

Dial 700 to access the voicemail system

When the Main Greeting answers press # (pound) then dial 900 or 905 or 975

Press 3 for User Options

Press 2 for Mailbox Greeting Management

Press 2 to Record a Greeting

The system will ask you which greeting to record press 1

Record your new greeting & press # (pound) after you finished recording

Press 1 to Review

Press 2 to Rerecord

Press 4 to Save

Remotely:
Dial your office main number

When the Main Greeting answers press # (pound) then dial 900 or 905 or 975

Press 3 for User Options

Press 2 for Mailbox Greeting Management

Press 2 to Record a Greeting

The system will ask you which greeting to record press 1

Record your new greeting & press # (pound) after you finished recording

Press 1 to Review

Press 2 to Rerecord

Press 4 to Save

System Management Menu

Access the administrator mailbox from the office or remotely.

Press option 4 for System Management 


Press 1 to open a new mailbox


Press 2 to set a mailbox class of service


Press 3 to delete a mailbox


Press 4 to remove a mailbox pass code


Press 5 to set or review the system time


Press 6 to set or review the system date 


Press 7 to activate the holiday greeting schedule



Press 1 to Activate



Press 2 to Deactivate

**Remember to deactivate the holiday greeting if you activated it.

