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Administration Mailbox 

 

Getting into the administrative mailbox: 

1. Get into voicemail (normally 0, 750 or 850) 

2. Press # (pound)  

3. Press * (star) 

4. Enter Admin Mailbox ________  

5. Dial password _______________ 

6. Press 8 for system administration 

 

Reset security code: 

1. Follow instructions for getting into the administrative mailbox 

2. Press 4 to manage users 

3. Enter the mailbox number 

4. Press # 

5. Press 5 to reset security code 

 Note: The new security code will be the mailbox number followed by “1” or 

“997”; for example, mailbox 202’s default security code will be 2021 or 202997.  

 

Reset mailbox – bring mailbox to default with tutorial: 

1. Follow instructions for getting into the administrative mailbox 

2. Press 4 to manage users 

3. Enter the mailbox number 

4. Press # 

5. Press 3 to reset entire mailbox  

 Note: This will erase the greetings and messages. 

 

Change time: 
1. Follow instructions for getting into the administrative mailbox 

2. Press 6 for set date and time 

3. Press 2 to set the time 

4. Please use military time and enter the time in this order:  hhmmss (hour, minute, 

second – each requires two digits). 

5. Press # (pound) 

6. Press 1 to confirm 

 

Change names on mailbox (not applicable on all voicemails):  
1. Follow instructions for getting into the administrative mailbox 

2. Press 5 for add mailbox 

3. Enter the mailbox number 

4. Press 1 to confirm entry 

5. Press 1 to change directory name 1 

6. Press 2 to change directory name 2 

7. Press 9 to save changes 

 



Overview
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System Administrator Menu
System Administration is an option designed for the System Administrator to create system lists 
and to manage system-wide functions (see Figure 1).

Figure 1 System Administrator Menu
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Enter User ID , press .
 Confirms  entry.
 Cancels  function/returns to previous 
menu.

 Play
   Messages

 Lock  User ID.
 Unlock User ID.
 Reset User ID.
 Delete User ID.
 Reset  Password.
 Cancels  function/returns to previous 
menu.

Enter User ID , press .
 Confirms /returns to previous menu.
 Erases  entry and prompts for re-entry.
 Changes Extension  for User ID.
 Adds  user name to directory.
 Cancels  function/returns to previous 
menu.

Select Option:

 Record System Announcement

 Delete System Announcement

 Record Busy-Hold Music

 Manage User IDs

 Add User IDs

 Set Date and Time

 Review System Status

 Return to Main Menu

 Set the Date.
 Set the Time.
 Cancels  function/returns to previous 
menu.

 Send
   Messages

 Manage
   Mailbox

 System
   Administration

 Exit
   User Mode

 Hang Up

Main Menu

Enter User ID , press .
 Confirms  entry.
 Cancels  function/returns to previous 
menu.

Enter extension , press .
 Confirms  entry/assigns supervised 
transfer/ returns to previous menu

 Erases  entry and prompts for re-entry
 Marks extension for blind transfer
Marks extension for blind transfer 
w/supervised busy
 Cancels  function/returns to previous 
menu.

Enter date  (MM/DD/YY), press .
 Confirms  entry.
 Erases  entry and prompts for re-entry.
 Cancels  function/returns to previous 
menu.

Enter time  (HH/MM), press .
 Confirms  entry
 Erases  entry an.d prompts for re-entry.
 Cancels  function/returns to previous 
menu.

Enter User's first name , press .
Enter User's last name , press .




