
Voice Messaging
Reference Guide

From Your Own Telephone

1. Call the system.

2. Enter your passcode, then press #

System Number:

Mailbox Number:

User Support: 

From Another Telephone

1. Call the system.

2. Press the * key.

3. Enter your mailbox number, then press #

4. Enter your passcode, then press #

#

*

Calling Your Voice Mailbox:

613 798-1501

Your office telephone number#

#
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Quick Reference

1  Send a Message
2  Change a Message
3  Review a Message
9  Delivery Options

1  Change Greetings
Change Passcode

9  Mailbox Options

1  Re-record
2  Add Comments

1  Greetings
2  Name Announcement

1  Group Lists
2  Message Notification
3  Mailbox Language

Press 2   to
Send Messages

Press 9   

to Change 
User Options

1  Personal
2  Busy
3  Extended Absence

1  Message Forwarding
2  Pager Notification

ENTER 
PASSCODE,
then Press # 

1  Repeat a Message
2  Save a Message
3  Erase a Message
4  Reply to a Message
5  Send a Copy
6  Listen Options
7  Rewind a Message
8  Pause for 20 seconds
9  Fast Forward a Message

4  Previous Message
5  Time and Sender

Press *  
to Exit

1  Urgent
2  Private
3  Return Receipt
4  Future Delivery
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1 1  Create

2  Edit
3  Delete
3  Rename
3
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Press 9   

to Listen
to Messages

1 Special Keys
(always available)

*
Undo or Cancel

0
Help

#
Complete Action 

or Skip
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