Omni Voicemail - All Desk Handsets

Set up of your mailbox for the 1st time
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Press the ‘Mail’ key            or dial ‘50’ on your handset, the voice mail will ask you to enter your personal options. "Please enter a 4 digit personal password" e.g. 1234, the voice mail will repeat it back to you and ask you to confirm by pressing the # key.

"Please record your name now, please speak after the tone and press the # key to finish" - Record the name for the mailbox e.g. your first and last name or department name, press #, the voice mail will offer 1 to replay / * to re-record / # to confirm. Replace the receiver.

Your voice mail message will be "You have reached the mailbox of --------------, please leave a message after the tone"

Record a personal greeting / Listen to greeting etc / change mailbox mode

Handset Type






Menu Options


First / Analogue handset
Lift receiver, dial 8001


1 - Record greeting


Easy / Premium handset
Press [ i ]  , 51



(1 to replay, * to re-record 









# to confirm)












2 - Listen to greeting









3 – Restore Default Greeting









4 – Record Name

5 - Mailbox mode (Answer and Record mode or Answer only mode- outgoing message only)
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Advanced handset
Press the right hand arrow > on oval navigator key

Press key underneath ‘Custo’ in the display

Press key underneath ‘M/Box’ in the display

You can then choose to Listen to current greeting, re-record your Name or record your own greeting by pressing the button underneath ‘Custo’ in the display. If you press ‘Custo’, display will say ‘Ready to Record’, lift receiver, press ‘Record’. Record message, press ‘Stop’ and ‘OK’ to save.  



Suggested greetings:-

"Hello you have reached the voice mail of John Smith, I am unable to take your call at present, please leave a message after the tone and I will contact you when I return"

Personal assistant (Auto attendant menu for an extn)

Handset Type




Menu Options

First / Analogue handset
Lift receiver, dial 8002

1 - Enable / Disable 

Easy / Premium handset
Press [ i ] , 52


(# to confirm)






2 - Modify Menu







1 - Colleague number (Extension number)







2 - External number (e.g. Home number)







3 - Mobile number







4 – Operator (On / off)

Advanced handset
To enable: Press >               , custo, assist, On / Off, Choice, Ok to store


To modify menu: Select Int number, Ext number, mobile, operator
Listen and send messages Green flashing light you have mail!!
Handset Type

First handset
Lift receiver, press the 'Mail' key enter password e.g.1234

Analogue handset

Lift receiver, dial 50, enter password e.g. 1234


            Messages waiting

Easy / premium handset
Press the 'Mail' key            followed by 1, enter password e.g. 1234

Advanced handset
Press the 'Mail' key followed by 'Voice' in display, enter password e.g. 1234   

From outside of the office
Dial the voice mail direct dial number _________________, when answered by the voicemail enter your 

mailbox number (Extn no.) and your password e.g. 1234

Menu Options

1 - Listen to messages – Plays 1st unheard message
2 – Listen to Recordings

3 - Send messages internally

Whilst listening: 8 Pause / 7 Go back / # skip to end

1 - Replay


Enter mailbox number of recipient

At the end of listening to the message


2 - Erase


(Ext no.) # to confirm, * to delete

Select:-



3 – Call back sender

1 - Additional destinations

1 - Replay message







2 - Record message

2 - Erase message







(Record message, press #

3 - Call back sender







1 - Replay, * - re-record, 

0 - More options







# to confirm message)


4 - Listen to next message


5 - Listen to previous message



6 - Send a copy to a colleague







Issue 16 29.3.05

