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• The System Administrator Mailbox is 999 and the default 

password is 999.  

• Dial 400 When voicemail answers press * Enter your user 

id (mailbox) 999 enter your security code 999.. 

• From the main menu take option 8 for System          

Administration.  As the system administrator there are 

different operations that can be done remotely or on site. 

You can manage users, create users set the voice mail 

date and time or check your voice mail system status.   

 

To Manager User IDs Option 4  

• Lock user id: This prohibits the user  access to their 

mailbox.  For example, a user leaves the company and the 

administrator wants to check all messages before deleting 

the mailbox.  

• Unlock user id:  Gives user access to the mailbox. 

• Delete user id: Removes a user from the voice mail sys-

tem and also deletes the user from the company directory.  

• Reset user password:  Resets a user’s password to the 

system default password which is the mailbox number 

plus 997.  (i.e. mailbox 106 when reset using the         

administrator mailbox the new password is 106997. 

 

Add User IDs Option 5  

• Enter the user id  plus #  The system will then       

announce new user id added. “Directory name one is not 

listed. Directory name two is not listed.”  Directory one is 

the user’s first name and directory two is the users last 

name.  

•  Using the telephone’s keypad enter the first three letter 

of the new user’s first name and last name. 

 

• The system will say “new user added”  

• The password is also the default. Mailbox number plus 

Voicemail 

  

 To set the Date and Time: Option 6  

• To set the date press 1 the system prompts you to 

enter the date in MM/DD/YY format and press # to 

save.  

• To set the time press 2 the system prompts you to 

enter the time in HHMM format and press # to save.  

  

To Review System Status; Press * 

• This announces how many voice mail ports are in use, 

the voice mail date and time and remaining disk 

space.  
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