Voicemail Features
	First Time Setup
	Follow the system as it prompts you for new information. Dial 57000 or 713-345-7000 Enter your new phone number (ex: 69640) Enter system default password which is the # sign (default for the first time only). Follow the prompt to record your name. Follow the prompt to enter your new password (minimum of 6 digits, not in ascending or descending order).

	Logging into Voice Mail
	Log in quickly On your office phone, dial 57000 or press the voicemail button, press #, enter your password and press # Log in from another office phone Dial 57000 or press Voice mail button, enter your extension and press #, enter your password and press #. Log in out of the office Dial 713-345-7000, enter your extension and press #, enter your password and press #.

	Change Password
	To change your voice mail password: Login to the voice mail system. Press 5. Press 4 to change password. Enter new password, and press #. Re-enter new password, and press #.

	Change name on Voice Mail Greeting
	Press the voice mail button or dial 57000. Enter your ext. or press # of you are dialing from your ext. Enter your password, press # Press 5 Press 5

	Record a Greeting
	Press the voice mail button or dial 57000. Enter your ext. or press # of you are dialing from your ext. Enter your password, press # Press 3 - to administer personal greeting. Press 1 - to create, change or delete greeting voice mail button or dial 57000. Enter your ext. or press # of you are dialing from your ext. Enter your password, press # Press 3 - to administer personal greeting. Press 1 - to create, change or delete greeting. Enter your greeting number (1-9). At the tone, record your greeting, press 1 when finished. Press # to approve or *D to delete. Press 1 - To use this greeting for all calls.

	Retrieving messages
	To listen to a message header: Follow steps to log in to voice mail. To retrieve messages, press 2. Listen to the message header (caller, time, date, etc.) Press # to skip to the next message header. When you skip a message, the message is saved as an old message using a Last in, First out format.

	Responding to messages
	Call Sender Follow steps to login and listen to message. Press 1 (respond or forward). Press 0 (dials the call back number.) Reply to sender by voice mail Follow steps to login and listen to message. Press 1 (respond or forward). Press 7 (reply to sender by voice mail.) Forward with comments Follow steps to login and listen to message Press 1 (respond or forward). Press 2 (forward with comment). When finish recording press # to approve or 1 to edit. If approved enter extension to forward to, when finished press #. To send message press #.

	Create Mailing list
	A mailing list is a list of users to whom you might want to send a message to all at once.  To create the list: Login to the voice mail system. Press 5 - Personal Options. Press 1 (to administer mailing list). Press 1 (to create list). Enter mailing list ID (up to 6 digits) and press #. Press 1 - private or Press 2 - public. Enter each extension and press # after each extension. Press *R to return to the Activity Menu. To send to a mailing list: Login to voice mail. Press 1 to record a message. After recording press # to approve the message. Press *5 or *L to indicate that you are sending to a list. Enter the owner’s ext and press # or if this is your list just press #. Enter the List ID number and press #. Press # again if this is the only list for the message. Press # again to send the message. Wait to hear the message “delivery scheduled”.

	Acting on Messages
	Delete the message Press *D or (*3) Undelete the message Press **U or (**8) To keep a message new Press **4 Save and skip to next message Press #

	Setup Outcalling Outcalling is designed to alert the customer that a message is left on voicemail.
	Access your personal voice mail box Press option 6  Press option 1 to enter a string for Outcalling Ex. 9**713-222 2222****345**7000*## where “9” accesses the outside line “713222 2222” is the pager number “*” are pauses within the pager message (*=1.5 second pause) ”345 700” is the number to call back to ”*##” to save and activate Press 9 to activate Outcalling Press 2 for Priority Messages

	Toll-Free Number
	1-800-97-ENRON To reach from out of the country you must first dial the countries AT&T access code.

	Speed of Messages
	5 - advance 6 - slow down

	Sending a Broadcast Voice Message
	Unless it is an emergency, broadcast messages are sent after hours.  The contacts are Joe Witherspoon and Bryan Nixon.  Make sure you enter a remedy request as well in case these people are not available.





