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Setting Up Voice Mail 

You must set up your voicemail before you 
will be able to listen to NEW messages. 
Follow these steps to set up your Voicemail: 

Step 1 Press the Messages button. 

Step 2 When prompted, enter the default
             password: 142536 # 
 Step 3 You will be guided through the mailbox 

set up. Complete the requests until 
you hear that you have successfully 
completed enrollment. 

Voice Mail Commands 

During the Message After the Message 

1 Restart Message 
2 Save 
3 Delete 
4 Slow playback 
5 
6 Fast playback 
7 Rewind message 
8 Pause/Resume 
9 Fast-forward 

# Fast-forward 
## Skip message. 
save as is 

1 Replay message 
2 Save 
3 Delete 
4 Reply 
5 Forward message 
6 
7 Rewind message 
8 
9 Play message 
properties 
# Save as is 

Short Cuts After Log-In 
41 Change greetings 
412 Tum on/off alternate greeting 
423 Choose full or brief menus 
431 Change phone password 
432 Change recorded name 

Press # during a co-workers mailbox greeting to 
bypass the greeting and get to the tone to record a 
message. 

Dial • plus any office extension to leave a message in 
a co-workers mailbox, without calling their telephone! 

Forward Calls to VoiceMail 
Step 1 Press the CFwdALL soft key. 
Step 2Press the Messages key. All incoming 

calls will now go to Voicemail. 

To cancel, press the CFwdALL soft key 

again. 

External Access to Voice Mail 
You can access voicemail from outside 
the office by dialing: 718-340-4400
Follow the login process 

Step 1 Upon hearing the automated

 attendant, press the ••• key. 

Step 2   Enter your extension (8xxxx),#  
and password,# when 
prompted to login. 




