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This summary presents the Management Menu of your Voice Mailbox : 
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This feature enables you to redirect the message you are consulting, and to add, if you wish, a message header informing your contact that you are transferring the message to her/him.

While consulting the message to be redirected,
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(dial            ,




(enter the number of the Mailbox to which you want to forward the message.

After hearing your contact's greeting message, you will be prompted and asked if  you want to add a comment after the tone :

a. you wish to transfer with your additional comment :

(tell your comment ended by the pound sign 
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 , then
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(press the pound sign 
to transfer the whole (comment + message)

b. you wish to transfer without any comment :
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to transfer the message.
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If you don't want to transfer the message anymore, press
key to go back in Consultation feature.
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This feature enables you to leave a reply message while consulting a message submitted by a colleague with a voice mailbox on the same system as you.

N.B.: The voice mail system may or may not know the voice mailbox number, depending on whether or not the call originates from inside or outside the PABX.

To reply immediately :

( dial  
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[image: image3.wmf]  while consulting the message;

( enter the mailbox number of your contact if you are prompted to 
do so.


 You will then hear your contact's greeting announcement :

( deposit your reply after the tone;

( then press the pound sign 
[image: image4.wmf] to accept the message you recorded.




This feature enables you to change your security code for accessing features of the Voice Mail System.

By default, your security code is 000.

Inform the system administrator if you lose or forget your security code.




You will be prompted to enter your new security code (from 0 to 6 digits) ended by the pound sign
.
If you no longer wish to use a security code, simply press the  pound sign 
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instead of entering a code.


Press the pound sign
to accept the new security code.


Pressing the 
key allows you to exit the security code change feature without accepting any new security code, and to return to the previous menu.
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This feature enables you to have yourself called at a given phone number, at a given time and on given days if one or more messages have been delivered in your voice mailbox.

For this, you can program 4 types of automatic reminder calls.

You program such calls from a touch-tone station, and you will be guided throughout the procedure.


[image: image7.png]



Pressing the pound sign  
during or at the end of the reminder call status annoucement, enables you to skip from listening to the status of one reminder call to the next.
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After reviewing the 4 types of reminder calls, pressing 
key enables you to exit the automatic reminder call feature and to return to the previous menu.
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Pressing the pound sign 
during or at the end of the reminder call status announcement gives you access to modifying the status of reminder calls and then accepting items.

You can also edit the message for the reminder call being modified and then enable it by pressing the      key .


N.B. : If you use the 4 reminder call features, you are recommended to keep track of your usage on paper, using a paper form such as the one below: 

Status of...
(  Automatic call no.
(  Call-back times
(   Days enabled




Mon
Tue
Wed
Thu
Fri
Sat
Sun

... Automatic call no. 1











... Automatic call no.2











... Automatic call no.3











... Automatic call no.4











N.B. : Provided that this feature is available in your mailbox, if you are yourself called back on an outside number, enter the number with the network exit prefix, as if you were dialling the number from your station.

Example : if the exit prefix is 0 and the number at which you want to be called back is 01 44 83 10 00 :


( then enter : 00144831000.





This feature enables you to have yourself called at a given number and time over the next 24 hours.

You will be prompted throughout the programming procedure.

By default, the number at which you are called is your station number until the next number change.
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Pressing the pound sign 
enables you to indicate that you want to modify the parameter proposed in the played prompt, and then review the programmed settings.
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Pressing the 
key enables you to skip from one item to another without registering modifications, or to backtrack to the previous menu.

You can also re-record the prompt played during a reminder call.

The options available are the same as those for recording a personal greeting.
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You will be prompted to enter the number of the voice mailbox in which you want to leave a message.

A generic or personal greeting message is then played, and ends with a tone; you can record your message after the tone.



  








WARNING : It's important to press successively the key 8 and the next ones to reach the specific features menu.




This feature enables a person wanting to contact you and having access to your mailbox to exit without leaving a message and to be transferred to the station which the phone number is registered in your mailbox, by the system administrator or yourself (see command 8.1.2).

(Warning  : this feature is only available if a transfer number has already been specified in your mailbox.

When this option is chosen, the transfer prompt (see command 8.1.1) invites the caller :

- either to be switched to the phone number, by saying something after the tone;

- or to leave a message by simply waiting.

If the caller chooses to leave you a message, he/she will then hear your personal greeting, and will be able to record a message after the prompt.

Press...
To...
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activate the transfer number.
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deactivate the transfer number.
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Press…
to…
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modify the Transfer prompt
( page 11
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modify the Transfer Number 
(  page 12
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You can modify from a touch-tone pad the transfer number to a station. However, the transfer feature is available if the system administrator has already notified days and hours transfer, from the server.





You will be prompted to enter a new transfer number, 


Press  
to accept the new transfer number. 


[image: image24.png]



Pressing the        key allows you to exit the transfer number change  feature without accepting any new number, and return to the previous menu.  
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After this command, the Transfer's features are played : 

· Number transfer 

· days/hours allowed for a transfer.


This feature enables you to change the type of your voice mailbox (simple answering system, or recording answering system).

From the voice mailbox housekeeping menu:

(Dial            
to modify the type of your voice mailbox.

An announcement will then guide you as to what to do next.

Press...
To...


change to a simple Answering system
change to a Recording Answering system.
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backtrack to the voice mailbox housekeeping menu. 

(Warning : Don't forget either to modify your personal greeting (see page 4) or else to choose one of the three greetings that you have the possibility of recording (see page 14).



This feature enables you to be automatically informed of the identity of the person leaving a message (this person must be on the same voice mail system as you).
For this, each mailbox owner must record (*) a prompt including his/her forename and surname.




To register your identity :

(enter
during the prompt of the voice mailbox housekeeping menu.

When you consult your voice mailbox, this prompt is then played after the delivery schedule, and after the prompt "Message from...".
(*)
Conventional method for recording a prompt: see page 4.
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You can choose from a range of 3 personal greetings.

You can record the first one as a standard greeting, and the other two as specific greetings (such as for when you are on holiday, for example).

You should then choose the greeting that is played back to people calling you. It then becomes the current message.

You will be prompted throughout the procedure.
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N.B.: You just can access to "select" or "modify" features for the greetings already created (3 maximum). 

(*) 
See page 11 for the record procedure : the control keys are the same as for recording a transfer prompt (811). The method for recording these greetings is the same as for recording  personal greeting. (see page 4)
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After dialling 3 (total erasing)


Rerecord a new  message
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Rerecord a new  prompt 
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Warning : While consulting messages, if you skip messages without listening to them, they are archived when the "automatic archiving" option is enabled.


To listen to them, press the	key followed by the  	key.
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 CHANGE THE SECURITY CODE
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(Warning : : This greeting is played to a caller waiting for leaving a message after the transfer prompt, if this feature is used. (Cf. p.11)


The system starts by playing the existing greeting, because there is a default greeting.


N.B.: To record several personal greetings, see 14.
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(  LEAVING a message 





 Leaving a message in command mode 





This feature is intended for experienced users, and gives you the possibility of working on messages delivered in the voice mailboxes of your system.





It is to be enabled by the system administrator, on the last page of the voice mailbox management windows, by setting the "Command Mode Depositing (Playback and editing before accepting)" parameter to "YES" 


After recording a message, you can play it back, record it again, 


edit part of it, etc, before accepting it for leaving.





The following keys are enabled:
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message playback
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(Warning : This prompt is played to the caller before the personal greeting, if the transfer feature is enabled.





N.B. : The system plays the existing prompt: anyway, there's a default transfer prompt. 





Pour 1 retour rapide de 5 secondes dans l’annonce 
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ended by the pound sign 	.





( ( ( Transfer feature  ( page 10
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To activate the answering  system on your station, you have to transfer it to the voice mail server.


 To do so, dial .................................................………





 To deactivate the answering system, dial ………...........











 (





 (





 (





Once connected, the voice mail server plays a greeting and waits for your commands, such as voice mail box number entry, security code entry, etc…, and then, these covered in this manual.





 (





 (





To consult your voice mailbox or deposit a message  in another voice mailbox, you must call the voice mail server ...





... internally, from your station, by dialling …….....….......


... internally, from another station, by dialling …………....


... externally, by dialling …….............................................








After dialling 5 (pause)


Record  after the pause
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