
ACCESSING YOUR SUBSCRIBER MAILBOX 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
         MAIN MENU 
 
 
 
 
 
 
  
 

Via your own 
extension  
----------------------------- 
 
Dial Internal Access No 
(4545) 
Enter Security Code 

Via another extension 
(with mailbox) 
-----------------------------  
 
Dial Internal Access No 
(4545) 
Press * # 
Enter Mailbox No 
Enter Security Code 

Via another extension 
(without mailbox) 
---------------------------  
 
Dial Internal Access No 
(4545) 
Press # 
Enter Mailbox No 
Enter Security Code 

Via an external line 
 
---------------------------  
 
Dial External Access No 
(01334 424545) 
Press # 
Enter Mailbox Number 
Enter Security Code 

YOU HAVE X NEW MESSAGES AND X SAVED MESSAGES 
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CUSTOMISING YOUR MAILBOX 
MAIN MENU 
 
 
 
 
 
 
Exit  Help 
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RECORD AND SEND MESSAGES 
 

MAIN MENU 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

* 
Exit 

# 
Help 

2 
Record and 

Send 
Messages 

Enter the mailbox number of the person to whom your message should be sent 

 
This message will be sent to XXXX. Press 2 to start recording. To stop recording Press 2 again 
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Set Urgent 

Status 

# 
Help 

* 
Exit or 
Cancel 

0 
Message 
Routing 
Options 

9 
Advance 5 

Seconds 

6 
Review 

5 
Send 

4 
Discard 

3 
Back Up 5 
Seconds 

2 
Pause or 
Continue 

Recording 

3 
Restrict 
Message 

Forwarding 

1 
Forward 

Same 
Message 

1 
Specify 
Future 

Delivery 

5 
Request 
Receipt 

Notification 



LISTEN TO MESSAGES 
 

MAIN MENU 
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FORWARD/DELETE ALL MESSAGES 
 

MAIN MENU 
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VOICE MAIL DO’S AND DON’TS 

 
Don’ts 
 

• Hide Behind the System 
 

• Ramble 
 

• Ignore Messages 
 

• Mark Everything Urgent 
 

• Store Unneeded Messages in the Mailbox 
 
Do’s 
 

• Update Your Greeting 
 

• Manage Unexpected Absences 
 

• Identify Yourself and Provide Details 
 

• Check Your Mailbox Regularly 
 

• Respond Promptly 
 

• Delete Actioned or Unwanted Messages 
 


