STEPS IN CREATING A MAILBOX

ADDING, DELETING OR MAKING CHANGES TO MAILBOXES
Prass feature 983

Enter 1020000 plus ok

Press MBOX

Press ADD, DELETE or CHANGE

Enter mailbox number

Enfer extension number

Press 1 plus ok

Spell name {first or last name ) plus ok
Press ves

Press yes

Press RLS
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Enter 1020000 pius ok

Press MBOX

Press CHNG

Enter extension number

Prass RESET

( This resets the password to for the mailbox ¢ 1)000 )

Refer to inifializing mailbox to change password ’
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TO RECORD INTRODUCTION COMPANY GREETING

Press feature
Enter 102000
Enter AA
Press GRTG
Press GRTG
Enter 1 plus ok

Press REC

After recording greeting press ok

Press RETRY to re-record or press play to listen racording
Press ok to save
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VOICE MAIL FEATURES

ENTERING MAILBOX FROM YOUR PHO NE
Press feature 281

Enfer password number

Press OK

EAVING A MESSAGE IN ANOTHER MAILBOX FROM YOUR PHONE

st -~ =t == = e -S4

Press fe“%\.nc 980

Enfer maiipox number
Press Ok

CALLER TO ANOT Hl'l' MAILBOX

+
143~1
Diai exiension number and then press the reledase bution

TO INITIALIZE YOUR MAILBOX FROM Y OUR PHONE

= E A=Y

Prass fecture 881

Enfer defauit password riumber 0000

Enter your password number not beginning wit1 0
At the tone record your first and last name

Follow the prompts to accept or retry if you nezd to
Press OK to accept

If you want to record a primary greeting for vo sr mailbox
Press GREET

Press RECORD

Press PRIME

PRESS RECORD

At the fone record your greeting then press CK stop
Press play fo listen to the greeting or retry to re-record

If your satisfied with greeting press OK fo save



1O CHANGE THE RECORDING OF YOUR NAME IN YOUR MAILBOX

‘Drﬁp_ fomtr e OQ 1

Enter password

Press OK

Press ADMIN or follow voice prompts
Press 1

At the fone record your name

Press OK to end recording

Press Ok to accept recording

TO CHANGE THE PRIMARY GREETING IN YOUR MAILBOX

Enter password + OK

Press ADMIN or follow voice prompts
Press GREET

Press REC

Press PRIME

Press YES

At the tone record greeting

Press OK

Play it back, retry if you do not like it

Press OK to accept recording

hear the company greeting
Enter mailbox number and 4 digit password + it



