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(     Quick Start Guide
Remote Phone Administration
Dial into the system first

1. Dial 916.357.5312

2. Enter ** when you hear the greeting

3. Enter your ext and #

Change your voicemail password
1. Press 5 (you won’t hear this on the menu)
2. Press 4 to change your password

3. Enter your new 4 digit passcode and press #

4. Re-enter passcode and press 2#

5. You will be placed back at the main menu – now record your company name
Record your Name in the Company Directory

1. Press 5 
2. Press 5 to record your name

3. Press 1 to approve your name

4. Press # to submit your recorded name

5. You will be back at the main menu – now setup your voicemail

Setup your Voicemail
1. Press 3 to administer personal greetings

2. Press 1 to change your greeting for all calls
3. Press 1 to setup your main greeting
4. Press # to approve your greeting
5. Press # again to approve for all calls (ignore other options)
Listen to Voicemail Messages
Voicemail messages will be forwarded to your email.  You will receive a WAV file attached to an email from IP office.  Download it and play it from your phone or computer.

Setup a Conference Bridge
Please use Google Meet to setup a conference bridge in your calendar appointment.  You can find training for this in GraceHill or utilize online tutorials.  
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