
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

IP Office Voice Mail                                                       
Introduction 
 
Logging in for the First Time 
1.Dial *17. 
2.If you are dialing from your own extension, press #. Otherwise enter your extension number and 
press #. 
3.If a password has not been set yet, press #. You are asked to enter a new password. 
If a password has been set, enter your password and press #. 
4.Enter a new password and press #. Your password cannot be the same as your extension number 
or a set of repeated digits or consecutive numbers. 
5.Re-enter the new password and press #. 
You can change the password again at a later date. 
6.Record your name when you are prompted. You can record your name again at a later date. 
7.Press 1 and at the tone, speak your name. 
8.Press 1 again. Your recording is played back. 
9. Either press # to accept the recording or 1 to record again. 
10.After you log in, the voice prompts tell you what to do.  
Press *4 for help at any time.  
Press *7 to return to the activity menu. 
Press # at the end of a menu to return to the previous menu. 
 
Logging in After the First Time 
If you have already logged in once and recorded your name and set a password, you need only enter 
your mailbox number and the password. 
To log in after the first time: 
1.Dial *17 or use an alternative method that is supported by your telephone or Phone Manager 
software. 
2.If you are dialing from your own extension, press # otherwise enter your extension number and 
press#. 
3.Enter your voicemail password and press #. After you log in, the voice prompts tell you what to do. 
A summary of many of the controls is given in Summary of Mailbox Options  
Press *4 for help at any time. 
Press *7 to return to the activity menu. 
Press # at the end of a menu to return to the previous menu. 
 
Logging in Remotely 
You can log in to your own mailbox from a telephone outside of your company's telephone system. 
Typically your system is configured with a special number that you dial and then you select the 
required mailbox. However if this has not been set up, you can use the following method to log in 
remotely. 
 
To log in remotely: 
1.Call your company and ask to be connected to a number that will go to voicemail. This means a 
number that will not be answered by a person, for example, your own extension number. 
2.Wait for the voicemail system to respond and ask you to leave a message. 
3.After the tone, do not leave a message but press #. In some cases you may hear the prompt No 
message to save. 
4.Dial *7. You are asked to select the mailbox that you require. 
5.Enter your own extension number and press #. 
6.When prompted enter your mailbox password and press #. You hear a summary of your voicemail 
messages as normal. 
 
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 or activate Do Not Disturb.  



Mailbox Options 

 
 

Listening to Your Messages 
1.Log in to your mailbox. The number of new messages is announced. The announcement tells you 
how many of those messages are priority messages. 
2. Press 2 to receive your messages. The header of the first message is played. 
· You can press 0 to skip the message header and listen to the message 
3. As you listen to your messages you can use the following controls to listen to all or part of the 
message again. 
· Press 2 to restart message. 
· Press 23 to replay header. 
· Press 3 to pause / resume. 
· Press 5 to rewind 5 seconds. 
· Press *5 to restart. 
· Press 6 to advance 5 seconds. 
4.When you have listened to the message you have the following options: 
· Press 1 to reply to or forward the message.  
· Press *1 to forward a fax message . 
· Press *3 to delete the message and continue to the next message. 
· Press # to play the next message. 
The following controls are also available. 
· Press *# to skip to the next category. 
· Press **8 to restore the message that you just deleted. 
· Press **4 to save the message in current category. 
· Press *2 to go back to previous message. 
· Press **9 to hang up and end voicemail. 
Old messages automatically deleted after 30 days. 
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. 

 

 


