
	PHONE OPERATION
Meridian 1
	VOICE MAIL OPERATION
Voice Mail:      


Transfer

With the party on the line

1) Press CONFERENCE, dial number.

2) Announce, press CONFERENCE, introduce parties, hang up.

Conference Call

With the first party on the line

1) Press CONFERENCE, dial number, wait for answer.

2) Announce call then press CONFERENCE to connect all parties.

Repeat steps 1 and 2 to add up to two external or five internal parties.

Call Pickup - Answer Another
Ringing Phone in Your Area

· Lift handset, press CALL PICKUP (or      ).

Call Forward – All Calls go to Another Extension or Voice Mail

Phone must be hung up

1) Press FORWARD, dial extension where calls should be redirected.

2) Press FORWARD again, indicator stays on steady (not flashing).

· Press FORWARD to cancel.

DO NOT forward to voice mail or to someone else who forwards to voice mail unless you have a voice mailbox.

Park a Call for Retrieval from Another Extension

With the party on the line
1) Press CONFERENCE.

2) Dial       + the extension number to park call at.

3) Press CONFERENCE again.

Retrieve by dialing       + extension

where call was parked.

Last Number Redial

· Lift handset, press line twice.

Adjust Volume

· Ring:  Press PROGRAM then dial 001.  Adjust ring volume then press PROGRAM to finish.

· Buzz:  Press PROGRAM then dial 002.  Adjust buzz tone volume then press PROGRAM to finish.


First Time Meridian Mail User:

1) Dial       (or Ext.      ).

2) Enter your mailbox (same as your extension number), then #.

3) Enter initial password (?? + MailBox Number)), then press #.

On your first log on session, you must perform the following ( items.

( Change Password (84)

1) Logged on, press 8 4.

2) Enter a new password, then #.
Passwords must be 5 or more digits long.
3) Enter new password again, then #.

4) Enter old password again, then #.

( Personal Verification (89)

1) Logged on, press 8 9.

2) Press 5, then say only your name and mailbox number. (This is not your greeting).

3) Press # to end, press 4 to return.

( Caller Greeting (82)

1) Logged on, press 8 2.

2) Select  [1]External,  [2]Internal or
[3]Temporary Absence greeting.

3) Press 5, then record.

4) Press # to end, press 4 to return.
( Operator Assistance (801)

To change the answering point for your callers that press zero.

1) Logged on, press 8 0 1.

2) Enter the new number, then #.

Log On to Meridian Mail (     )

1) Dial       (or ext.      )

2) Enter mailbox number, then #.

3) Enter password, then #.
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Compose & Send A Message (75)

1) Logged on, press 7 5.

2) Enter the mailbox number(s)
Press # between recipients
Press # # after the last recipient.

3) Press 5, then record (# to end).

4) Press 7 9 to send.

Express Messaging (8214)

· Dial       (or ext.      ), then the recipient’s mailbox number followed by #.

Transfer Caller to a Mailbox

1) Press CONFERENCE, dial      .

2) Enter the mailbox + #, then press CONFERENCE again, hang up.

Forward a Message (73)

1) Hear message then press 7 3.

2) Enter mailbox number(s).  Press # between recipients.  Press # # after the last recipient.  (To record comments at the beginning of the message, press 5).

3) Press 7 9 to send.

Message Options (70)

Options before sending a message:

· Urgent - 7 0 1

· Cancel urgent - 7 0 2

· Private - 7 0 4

· Get receipt - 7 0 5

Dial any Extension from within Meridian Mail (0 + Ext + #)

· At any time:  Dial  0 + Ext + #
Distribution Lists (85)

1) Logged on, press 8 5.

2) Enter new list number (1 to 9), followed by # sign.

3) Press 5, to add members (mailbox numbers).  Press # between members, then # # after the last member.

· To check a list, press 8 5, then the list number followed by # sign, then 2 to hear members.

· To change a list, delete it (7 6 after hearing list number) and create a new list.

· To send a message to a list, enter the list number instead of a mailbox number.

