
	( Voice Mail:  Just summarize it


Log in to my own mailbox

1) Dial       (or ext.      )

2) Enter your mailbox number ____________, then # (pound).

3) Enter password ____________, then # (pound)

4) You are now logged into your mailbox

Change my voice mail password

When Meridian Mail tells you that your password will expire, you can re-use your old password as the new one.  However, you must re-enter it every 90 days.

1) While logged into your mailbox, press 8 4.

2) Enter the new password of your choice ___ ___ ___ ___ ___ , then # (pound).

3) Enter new password again ___ ___ ___ ___ ___, then # (pound).

4) Enter old password ___ ___ ___ ___ ___, then # (pound).

5) Done.  Your password has been changed.

Record or change the greeting callers hear

1) While logged into your mailbox, press 8 2 1  (Also see note)

2) Press 5, then speak your greeting, then press # (pound) to end.

3) To hear your greeting, re-record it or get help, press (
Note:  Press 82( to hear all about other greetings such as Internal Caller Greeting and Temporary Absence Greeting.
Record or change my personal verification (my name)

1) While logged into your mailbox, press 8 9.

2) Press 5, then say only your name, then press # (pound).
3) Done.  Press 4 to return to your mailbox

Operator assistance number

To change the extension your callers escape to when they press 0 (zero).

1) While logged into your mailbox, press 8 0 1.

2) Enter the new “escape” extension number, then # (pound).

Summarize it!

