CallNotes® - Instructions

Setting up a Mailbox:

(From office or away)

· Dial your office  telephone number.
· Press * when you hear the CallNotes® greeting.
· You will be asked to enter your temporary passcode (the last 4 digits of your office phone number)
·  At this point, the CallNotes® voice will continue to guide you through each step.
· Enter a new personal passcode. (4 to 10 digits long.)
· Record your name.
· Record your greeting.
· Your are now finished setting up your mailbox, and you are ready to begin using CallNotes®.
Listening to Messages:

(From office or away)

· Dial your office telephone number.
· Press * when you hear the CallNotes® greeting. 
· Enter your passcode.

· Press 1 to listen to your messages.
· Press * to return to the main menu and/or exit CallNotes®
Changing your Greeting or Passcode:

(From office or away)

· Dial your office telephone number.
· Press * when you hear the CallNotes® greeting.
· Enter your passcode.
· Press 9 for Mailbox Options.
· Press 1 to change your greeting or name announcement.
· Press 2 to change your passcode.
· Follow voice prompts.
· Press * to return to the main menu and/or exit CallNotes®

· Replying by Calling the Person Directly via Direct Replysm
· If you receive a voice message that you’d like to reply to, you can have CallNotes® call the person back directly by pressing 4 either while the message is playing or immediately after it has played.

· Next, from the Reply Menu select 2 to reply by placing a call to the person.

· If the phone number that the person was calling from was not available, you will be asked to enter the phone number for the person you want to call.

· Next, you will be told the number that is being dialed.  You can change this number by pressing 1 or wait on the line for the phone to ring.

· At any time, you can end the call and return to your voice mail by pressing **.

· If you reach the person, when they hang up you will automatically be returned to your voice mail.
