
	VOICE MAIL OPERATION
Voice Mail:        -or-      


First Time Meridian Mail User:

· Dial       (or Ext.      ).

· Enter your mailbox number, then #.

· Enter initial password (      + mailbox), then press #.

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

( Change Password (84)

1) While 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) While 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.

( External Caller Greeting (821)

1) While logged on, press 8 2 1

2) Press 5, then record.

3) Press # to end, then 4 to return.
Press 82( to hear about other greetings 
( 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 #.

Normal Log On to Meridian Mail (     )

1) Dial       (or ext.      )

2) Enter mailbox number, then #.

3) Enter password, then #.

	Listen to Messages
	2

	Reply to message
	71

	Delete (and restore)
	76

	Pause playback
	#

	Resume after pause
	2

	Rewind 5 seconds
	1

	Advance 5 seconds
	3

	Previous message
	4

	Next message
	6

	Forward
	73

	Call the Sender
	9

	Help
	(



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 (     )

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

Transfer Caller to Another Mailbox (Meridian)

With the party on the line

1) Press  CONFERENCE, then dial      .

2) Enter the mailbox + #, then 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 – then 79 to send
· Get receipt - 7 0 5– then 79 to send
Dial any Extension from Within Meridian Mail

· 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.

