
Voicemail Menu Guide

System prompts user to 
make a new recording 
after a tone. Press # 
once recording is 

finished.

New Messages Menu:

2: Repeat Message

3: Next Message

5: Play Message Envelope*

7: Delete Message

9: Save Message 

*: Return to Main Menu

Dial *98

Press Voicemail 
Button or Dial *38

Enter Extension 
Number + #

Enter PIN + #

Enter PIN + #

Main Menu:

1: New Messages

2: Old Messages

7: Setup

#: Exit

System prompts to enter 
new PIN + #

System prompts to Repeat  
PIN + # to Confirm

NOTE: On initial setup of your voicemail, the 
system will prompt for a PIN. You can enter 
setup by pressing the # key, if your 
administrator has not already assigned a 
PIN.

* Message Envelope: General information 
about the message that includes the date 
and time of the message and the caller's 
number. 

Setup Menu:

1: New Greeting 

2: New PIN

*: Return to Main Menu

New Greeting Menu:

1: Save New Greeting 

2: Cancel New Greeting

3: Listen to New Greeting

4: Record Greeting Again

Old Messages Menu:

2: Repeat Message

3: Next Message

5: Play Message Envelope*

7: Delete Message

8: Mark as New/Unread

*: Return to Main Menu

6: Forward Message **

6: Forward Message**

** Forward Message: Within the new or old 
message menu, while reviewing a message 
press 6 to forward to a new extension. The 
system will prompt for the new extension's 
numbers followed by the # key. 
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