
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

IP Office Voice Mail(embedded)                                  
Introduction 
 
To set up your mailbox dial *17 from your own extension and enter your access code 
 

XXXX 
 

If this is the first time that the mailbox has been used, you might be prompted to record a name. If so, follow the 
instructions that you hear. 
If this is not the first time, press *05 and listen to the prompt. Record your name after the tone and press 1 when 
you have finished. Listen to the prompt and change it or save it. 
 
Press *04 and enter your current access code after the tone then press #. If you do not have one, press #. 
Enter your new access code after the tone and press # 
Repeat your new access code after the tone and press #. When you hear, the message “Your access code has 
now been changed”, hang up. 
 
For help at any time you can press *4. 
 
You can now record your greeting. 
 
Log into your mailbox and press 3 for greeting message. 
 
Press 2 to change your greeting message. If you change from the system greeting to a personalized one, you 
cannot return to the system greeting without the aid of your system administrator. 
Record your message after the tone and press 2 when you have finished. You can then press 1 to hear the new 
message. 
Press 3 to make the message active if you want to use it. If you do not want to use it, you can record again or hang 
up to use the greeting that was previously active. 
To return to the previous menu press 8. 

Mailbox Options 
1.  Dial *17 from your own extension. 
2. If your mailbox has an access code set, you will be prompted to enter it. Enter you access code. 
3. You will hear a prompt telling you how many messages you have. The voicemail system will start playing your 
new messages. 

 
Mailbox 
• Play old messages = 1 
• Play saved messages = 2 
• Fast forward = # 
• Rewind = * 
• Repeat last message = 7 
• Skip current message = 9 
• Delete current message = 4 
• Save current message = 5 
• Mark Message as new = *06 
• Call back sender = ** 
• Forward message = 6 
• Edit greeting = 3 
• Record Name = *05 
• Change mailbox code = *04 
• Direct all to email = *01 
• Send email notification = *02 
• Turn email off = *03 
• Outcalling options = *07 

 3. Edit Greetings 
• Listen to greeting = 1 
• Record new greeting = 2 
• Save new greeting =3 
• Save new greeting as a loop = 4 
• Return to mailbox = 8 
 
6.Forwarding 
• Forward to email = 1 
• Forward to extensions =2 
• Forward with header message = 3 
[Follow each extension number with # 
and then a 
final # to finish.] 
 
*07. Outcalling 
• Listen to settings = 0 
• Configure outcalling = 1 
• Turn outcalling off = 6 
• Turn outcalling on = 9 
• Return to mailbox = 8 

 
You can press *4 at any time to listen to the Help Menu. 



Listening to Your Messages 
When you log in to your mailbox you are automatically played any new messages. After a message has been 
played it is marked as being an old message. Old messages are automatically deleted after 24 hours. 
Alternatively you can remark the message as being new by pressing *06. 
 

• Delete message = 4 
• Save message = 5 
• Forward message = 6 
• Repeat last message = 7 
• Skip message = 9 
• Rewind 5 seconds = * 
• Advance 5 seconds = # 
• Return call = ** 
• Mark message as new = *06 

 
 
Forwarding a Message 
You can forward a message to a different mailbox or to several mailboxes at the same time. If you forward a 
message you can add a comment to the start of the message. 
 

 
To forward a message: 
1.When you are listening to a message, press 6. 
2. (Optional) Press 3 to add a comment at the start of the message. You are prompted to record 
your comment after the tone. Record your comment and press # to finish recording. You are 
prompted for the forwarding addresses. See step 4. 
3.Press 2 to forward the message. 
4.Enter the extension number to forward the message to and press #. If you want to send the 
message to more than one mailbox enter each mailbox extension number separated by a #. 
5.Press # to finish addressing and forward the message. 

Visual Voice Controls 

The arrangement of options on the screen will vary depending on the phone type and display size.  

 

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. Use the 
options below 

 
Listen 
Play the message.  

 
Pause 
Pause the message playback.  

 
Delete 
Delete the message.  

Save 
Mark the message as a saved message. 
Call  
Call the message sender if a caller ID is available. 
Copy 
Copy the message to another mailbox. When pressed as number of additional options are displayed. 

 

 
Message  
Record and send a voicemail message to another mailbox or mailboxes.  

 

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.  

 

Email  
This option is only shown if you have been configured with an email address for voicemail email usage in the 
IP Office configuration. This control allows you to see and change the current voicemail email mode being 
used for new messages received by your voicemail mailbox. Use Change to change the selected mode. Press 
Done when the required mode is displayed. Possible modes are: Off, Copy, Forward, Alert. 

 

 

 
Password  
Change the voicemail mailbox password. To do this requires entry of the existing password. 

 
Voicemail  
Switch voicemail coverage on/off. 

 
Additional features not announced. 
 
* 18    Voice Mail On. 
 
* 19    Voice Mail Off. 
 
* 981  Open a mailbox from your extension or any other extensions in your office. 
 
*  -  to access your mailbox from outside. From an outside telephone, dial your company’s telephone number. When 
voice mail greeting answers, press * and follow the voice prompt to open your mailbox. 
 
To transfer a call directly to a mailbox press a Message key and enter the mailbox number. 
 
To forward all your calls into your mailbox use Forward to Voice Mail feature from your telephone menu.  
1408, 1416 digital sets: 
Press Feature soft key 
Use Navigation Key to find Forward feature, 
Use Navigation Key to choose Unconditional Forwarding, 
Use Navigation Key to choose To Voice Mail  
 
 

 

 


