
First-Time Sign-In
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When you sign in for the first time, you must set 
up your mailbox. To access your VM, dial the access 
number                  from your phone.  

First-time sign-in involves three steps: 
	 • changing your PIN 
	 • recording your name 
	 • choosing a greeting 

The greeting and recorded name are played each time 
a caller accesses your mailbox to leave a message. 

Changing your PIN 
First, to secure your account, you must set up a new 
PIN. A prompt asks you to enter a new PIN, which can 
range between 4-20 digits.   

	 1. Enter a new PIN, pressing      when finished. 
	 2. �Confirm the new PIN by re-entering it and 

pressing      when finished. 

Recording your name 
Next, you are prompted to record your name. This will 
be used for some system-generated announcements, 
for example when greeting your callers or when you 
leave messages for others. 

Your recording should be less than ten seconds long.  
If it is too long, you will be asked to re-record a  
shorter version. 

	 1. Record your name and press      when finished. 
	� 2. �An announcement plays your recording back  

to you. 
		  • If you want to re-record it, press     . 
		  • If you want to keep it, press     . 

Choosing a greeting 
Once you have successfully recorded your name, you 
are prompted to select a greeting. You can use a 
number of different types of greetings. 

	 • �To record your own personal greeting, press     . 
Then record your personal greeting, pressing 
when finished. 

	 • �To use a system-generated greeting that 
announces your recorded name, press     . 

	 • �To use a system-generated greeting that reads  
out your phone number, press     . 

	 • �To use a system-generated greeting that neither 
announces your name nor reads out  
your phone number, press     . 

An announcement plays back your  
selected greeting. 

	 • �To record or select a different  
greeting, press     . 

	 • �To save it and use it as your 
greeting, press     . 

This is the last step in setting up your mailbox. 
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Teen Box

Who do you want to log in as?		
0 Primary		
1 Teen Box		
			 
1 Review Messages	 1	 Repeat
	 2	 Save
	 3	 Erase
	 4	 Reply
	 5	 Send a Copy
	 #	 Mark Saved as New
	 *	 Exit
			 
2 Send Message	 1	 Review Message
	 2	 Mark as Urgent
	 3	 Mark as Private
	 4	 Re-Record Message
	 5	 Report on Send
	 6	 Report on Read
	 7	 Add Recipient
	 *	 Send as is
			 
3 Greetings Menu	 1	 Personal Greeting
	 3	� System Generated 

Greeting Or Record 
Name

	 4	 Group Mailbox Greeting
	 5	 Busy Greeting
	 *	 Exit
			 
4 Mailbox Settings	 1	 Group Lists
	 2	� Hands-free /  

Timesaver Options
	 3	 Security Options
	 5	 Notification Options
	 6	 Additional Settings
	 *	 Exit

6 Review Erased Messages	 1	 Repeat
	 2	� Restore Deleted  

Message
	 3	 Permanently Delete
	 4	 Reply
	 5	 Send a Copy
	 #	 Next Message
	 *	 Exit
			 
7 Leave and Re-Login		

0 Help	 1	 Replay Hints
	 #	 Next Hint
	 *	 Exit
			 
* Exit		
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