TVA VOICE MAIL PRELIMINARIES

THE VOICEMAIL HAS MANY FEATURES THAT YOU DO NOT NEED OR WANT TO USE.  THE PHONE SYSTEM AND THE VOICEMAIL SYSTEM WILL EACH DO WHAT YOU TELL THEM TO, EVEN IF IT IS NOT WHAT YOU WANT IT TO DO! THEY HAVE NO FEELINGS, AND NO REASON TO EITHER FRUSTRATE OR COOPERATE.  YOU ARE THE HUMAN IN CONTROL. PLEASE DON’T EXPERIMENT AND CAUSE UNNECESSARY SERVICE CALLS.

YOUR PASSWORD MUST BE FOUR OR MORE NUMBERS. IF YOU LOSE YOUR PASSWORD, THE BOX MUST BE REESTABLISHED.

THE VOICEMAIL IS NOT AN ARCHIVE!  IT IS LIKE ANY OTHER PC, IT HAS A FINITE AMOUNT OF SPACE.  THEREFORE, GET YOUR MESSAGES AND ERASE THEM TO PRESERVE SPACE FOR EVERYONE ELSE.  ALSO IT PERIODICALLY IT DOES ITS OWN HOUSEKEEPING AND VERY OLD MESSAGES ARE AUTOMATICALLY PURGED.

 LISTEN TO THE VOICE PROMPTS COMPLETELY.  THEY WILL EVENTUALLY TELL YOU WHAT TO DO.  JUST DON’T GET TEMPTED BY THINGS THAT SOUND LIKE  “COOL FEATURES” TO TRY.

DAILY OPERATIONS

IF THE MESSAGE WAITING KEY IS LIT: 

When you have a new message, the [MESSAGE] key will light.  FROM YOUR OWN PHONE, You use the intercom, and press the [MESSAGE] key to enter your own box.   Enter your password when prompted.

To manually retrieve your messages from ANY extension, or if you have no MW light:

1.         Dial the voice mail (500).  

2.
Dial #6, * + your extension number. It will prompt you for your password and #.

3. Press 1 to Listen to the message

Press 1 New messages

Press 2 Old messages 



3 will allow you to retrieve deleted messages ONLY UP UNTIL YOU EXIT
4.
Dial * to exit,

To transfer an existing call ANOTHER MAILBOX:

1. While on the call that needs to be sent to someone else’s mailbox, press VTR button on your phone and the mailbox you want to send it to and then and hang up.

To leave a message for ANOTHER MAILBOX, or several:

1.
Enter your own mailbox and select option 2.

2. Press 1  and enter the mailbox you want to deliver it to

3. Press 2 to accept 

Press 2 to add more boxes to the list

Press 1 Record the message,


Press 3 to review the mailing list

OR you can just call the extension and let it transfer you after a few rings.

To transfer a message Already in your box to ANOTHER MAILBOX:

While listening to the message dial 7 and follow the prompts.  It is best to leave your name and time that you transferred the message to avoid confusion.

1 VOICE MAIL BOX SETUP
TO LOG INTO YOUR MAILBOX

From your own phone, use the intercom and dial 500 and it will take you to your mailbox automatically.

From the outside just call in..  From any other extension dial 500, when it answers, dial #6, * + your mailbox number (your intercom extension number).

It will prompt you for the password +#.

If this is you first time going into your mailbox, The Tutorial will lead you through activation..

If you need to change your settings, 

ONLY WHEN THERE ARE NO MESSAGES WAITING TO BE HEARD, 

Log in manually as above.

Press 3 to enter mailbox management.

1)  Record your personal greetings for day, busy and off hours. When you record your greeting, leave a 1-2 sec. pause before you speak to allow time for the switchboard transfer to release.

2)   Change your password. IF NECESSARY

3) Record your own name and extension number.

***to exit the menus.

PAST #3 THERE ARE MANY OTHER OPTIONS THAT MAY CAUSE UNDESIRED RESULTS.  DO NOT ATTEMPT ANYTHING WITHOUT CONSULTING YOUR INSTALLER   DO NOT JUST HANG UP! ALWAYS EXIT PROPERLY TO SAVE YOUR CHANGES!

SCRIPT EXAMPLES

OWNER’S NAME


John Smith, extension 104.

DAY GREETING

You’ve reached the voicemail  of John Smith, please leave a message after the tone.  When you are done press1 to complete this call, or for more options.

BUSY GREETING

You’ve reached the voicemail  of John Smith,  I’m presently on the phone. Please leave a message after the tone.  When you are done press1 to complete this call, or for more options.

OFF HOURS GREETING

You’ve reached the voicemail  of John Smith, I am out of the office.  please leave a message after the tone.  When you are done press1 to complete this call, or for more options.

PANASONIC PHONE SYSTEM SETUP

CALL FORWARDING TO VOICE MAIL

This has already been done for existing extensions.  Forwarding is on if the FWD key is blinking.

If you need to redo it for any reason:

1) Use the intercom and dial *7105500.  It should beep once and the light should begin to flash.

Your call forward button should be flashing at all times to let you know it is active.

If the fwd/dnd button is pressed, the light will go dark, and calls will not go to your voicemailbox and be returned to the company greeting.  If this happens, press it until it is flashing again, or use the intercom and dial *7105500 again.

REMOTE ACCESS

You may enter the system from outside the building by calling the office.  When the greeting begins you have entered the automated attendant, where you can dial either:

A)
#6 THEN * + Your mailbox number,  password +# to get to your messages

B) An extension to be transferred to.  If there is no answer, you will be sent to that mailbox.

C)
#6 and the mailbox you want to leave a message for.

D)
#1 for a company directory by name.

E)
Or, you can go to the attendant by dialing 0 if she is there.
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