Voice Mail Setup:

Dial 9050 and enter 1111 as your initial passcode.  Follow the voice instructions to complete your mail box setup.  Below is a list of the basic menu options that you will use to navigate through your voice mail.
Quick Reference Guide:
                9050 Main Menu-

	6
	Make a message for a mailbox

	7
	Listen to Your Messages

	8
	Go to user option menu

	9
	EXIT


When Playing Messages-

	7
	Plays Message. 

	3
	Discards (deletes) message 

	5
	Keeps (saves) message.

	2
	Answers Message.  (will record a reply to the mailbox of the person who left you the message)

	4
	Give a Message. (You can use this to forward a message to another mailbox.)


When Leaving a Message-        

	3
	Use this key to discard the message you just left and start over.

	7
	Use this key to review the message you just left.

	2
	Use this key to append (add) to your message.

	9
	Use this key to send your message and exit.


Setting an Out of Office Greeting

When you are going to be out of the office for an extended period, you may wish to record a special greeting letting people know that.

Dial 9050

Press 8 – User Options

Press 6 – Record your Out of Office Greeting, follow the directions

When you return to the office, dial 9050 and you will be prompted to remove the Out of Office Greeting.

