
 

 

Memo 
 

TO:  All Phone Users 

 

FROM: Jonathan Riddle 

 

DATE:  2015-2016 

 

RE:  Voice Mail System 

 

Since we have an alphabetical listing of names on our phone menu, it is necessary that 

your voice mailbox is set up properly. 

 

If you are a first time user, or if your mailbox has been reset, the default password is 

“1111”. 

 

To check your set up:  

Current users go to step (A); New users go to step (E) 

 

A. Dial 200 and enter your password. If your password does not work that means 

that it has been reset, go to step (E).  Otherwise go to step (B). 

B. Choose option (4), you will not have option 1, 2 or 3 available. 

C. Choose option (2) to set the name of your mailbox which is your name. DO NOT 

say anything other than your name.  Immediately after saying your name, push the 

star (*) key. 

D. Choose option (1) to set up your greeting (you are using greeting 1). After 

recording your greeting it will ask which greeting you want to be active. Use 

greeting (1). After you become comfortable with the system you can set up 

multiple greetings for different occasions and then choose which greeting you 

want to use.  Go to step (G). 

E. Dial 200 and then enter default password of “1111” 

F. Follow instructions. The program will have you set up your greeting first, so give 

some thought to what you want it to say.  See (D) above.  This greeting will be 

played anytime you do not answer in the first five rings or you are on the phone. 

G. Get a new dial tone and dial 60, pause a second, and then dial 200.  This tells 

the system to send the caller to extension “200” which is voice mail, any time 

you do not answer or you are using the phone. 


