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(     Quick Start Guide
VOICE MAIL: 
Record Your Name in the Company Directory
1. Dial *17 from your phone.

2. Enter your extension number followed by the # key

3. Enter your password 2580 followed by the # key (passwords must be 1-15 digits)

4. You will be prompted to record your name


Press 1 and speak your name


Press 1 after recording 

System will playback recording 

Press # to approve 

Record Your Greeting & Change your Voicemail Password
Visual Voice allows you to access your voicemail mailbox using the display menu of your phone rather than following spoken mailbox prompts. To access Visual Voicemail, press the Message button on your telephone.
Greeting Change the main greeting used for callers to your mailbox. If no greeting has been recorded then the default system mailbox greeting is used.

· Record/Stop: Record a new greeting.

· Listen: Listen to the current greeting or the new greeting just recorded.

· Submit: Submit the new greeting just recorded.

· Delete: Delete the current greeting. The mailbox will revert to using the default system greeting.

Button Functions

Password Change the voicemail mailbox password to another 4 digit passcode.
Listen to Messages
To access Visual Voicemail, press the Message button on your telephone.
Listen Access your own voicemail mailbox. When pressed the screen will show the number of New, Old and Saved messages. Select one of those options to start playback of messages in that category. Once message playback is selected the available controls change:

· Delete: Delete the current message.

· Save: Mark the messaged as a saved message.

Conference Bridge To setup a conference bridge on your phone:
1. From your phone do a *91*XXX# (where xxx is your ext,. number)
2. Tell your callers to dial 916.850.4490 and give them the passcode 3746 and bridge number 6XXX (where xxx is your extension number).  They will be able to conference in with you on your phone.
Transfer a call
Press the Transfer button, dial the ext, and press Transfer again.
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