NORSTAR VOICE MAIL 

	 To Initialize Your Mailbox

1. Press FEATURE 9 8 1. 

2. Press 0000 (the default password) and press OK or #.

3. Choose a password from four to eight digits long that does not start with zero. Enter your new mailbox password and press OK or #.

4. Enter your new mailbox password again and press OK or #.

5. At the tone, record your name in the company Directory.

6. Press Rls to end this session.

Callers will now be able to leave voice messages for you.  You are ready to record your personal mailbox greetings.

	To Open Your Mailbox 
7. Press FEATURE 9 8 1. 

8. Enter your password. 

9. Press OK or # to accept your password. 

	Recording Your Primary Greeting 
After opening your mailbox: 

1. Press ADMIN or 8. 

2. Press GREET or 2. 

3. Press REC or 1. 

4. Press PRIME or 1. 

5. Press YES or 1. 

6. At the tone, record your greeting. 

7. Press OK or # to end your recording.
Note:   Press PLAY or 2 to review the current greeting prior to accepting.  

Recording Your Alternate Greeting 
After opening your mailbox: 

1. Press ADMIN or 8. 

2. Press GREET OR 2.

3. Press REC or 1.

4. Press ALT or 2.

5. Press YES or 1.

6. At the tone, record your greeting

7. Press OK or # to end your recording.

Choosing the Primary or Alternate Mailbox Greeting
After you record your mailbox greetings, choose which greeting you are going to use.  If a greeting is not chosen, the voice mail automatically plays your primary mailbox greeting.

If you choose your alternate greeting, you are asked whether the mailbox should accept messages.  If you choose YES then messages are received and stored. If you choose NO then messages cannot be left in your mailbox

To Choose Which Greeting to Play
After opening your mailbox:

1. Press ADMIN or 8.

2. Press GREET or 2.

3. Press CHOOSE or 2.

4. Press PRIME or 1 to choose your primary greeting. Press ALT or 2 to choose your alternate greeting.



	Change Your Recorded Name in the Directory 

After opening your mailbox: 

1. Press ADMIN or 8. 

2. Press  1 to record your name in the directory (you will hear the current name). 

3. At the tone, record your greeting. 

4. Press OK or # to end your recording.
Note:   Press PLAY or 2 to review the current greeting prior to accepting. 

5. Press OK or # to accept your recording. 

Change Your Password
After opening your mailbox:

1. Press ADMIN or 8.

2. Press PSWD or 4.

3. Choose a password from four to eight digits long that does not start with zero. Enter your new mailbox password and press OK or #.

4. Enter your new mailbox password again and press OK or #.

	Listening to Your Messages
After opening your mailbox:

1. To listen to new messages press PLAY or 2. To listen to saved messages, press 6.

2. While listening to a message or after a message has played you can:

Description

Press

Replay the message

11

Back up 9 seconds

1

Pause and continue

2

Forward 9 seconds

3

Skip to end of message

33 or #

Play the previous message

4

Forward the message

5

Skip to the next message

6 or #

Play time and date stamp

7

Save message

77

Erase message

8

Adjust volume

*

Reply to message

9

Accessing voice mail while away from the office 
1. Press *  * while listening to the company greeting. 

2. Enter the mailbox number and password.  If you were transferred to your mailbox, enter only the password at the prompt. 

3. Follow the prompts. 

Note:   After listening to your messages, the messages you do not delete are automatically saved. 

	
Transferring a caller to leave a message in someone's mailbox  

1. Press FEATURE 9 8 6.
NOTE:  DO NOT PRESS HOLD. 

2. Enter the mailbox number or use the directory.
Note:   Press OK or # to accept the name when using the company directory. Do not use the Internal Autodial Feature. 

3. Wait until the display shows "Call transferred" before attempting any other Norstar Voice Mail functions. 

	Leave a mailbox message for yourself or an associate 
1. Press FEATURE 9 8 0. 

2. Enter the mailbox number where you want to leave the message. If you don't know the mailbox number press DIR or #.
Note:   After you have entered the mailbox number, the display shows the mailbox owner's name. 

3. Press OK or 2 to leave your message. 

4. Press OK or # to end your recording. 

Note:   After you have recorded your message you can press: 

· RETRY to record the message again. 

· PLAY to hear the message. 

· SEND or # to send the message. 

· 3 for delivery options. 

· URGENT or 2 to mark your message urgent. 

· PRIV or 3 to mark your message private. 

· RIs or hang up to send your message normal delivery. 

· Rls or hang up to send your message normal delivery. 
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