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Changing Company’s Main Voicemail Greeting

Changing the company’s main greeting:

Dial 400 or call your company’s main telephone
number. When the system answers press #*.

The system will prompt you to enter your mailbox.
Enter 990.

The system will prompt you to enter your pass-
word.

Enter 990.

Take option 3 to Manage your mailbox or select
the MGMT prompt on your LCD.

Press 1 to change your greeting. Next you will be
prompted to select a greeting number. Select
greeting number 1.

Press 2 to record your greeting. This greeting
should only contain the company’s name. (Thank
you for calling Telelink Communications.

Press 9 to save. Press 9 to return to the previous
greeting and press 9 again to return to the
previous menu.

Select option 6 to change your instructional
greeting. This greeting is the main body of the
greeting. (If you know your parties ext please dial
it now or press * for a company directory.

Every mailbox can have 7 different greetings.
Remember if changing both day and night
greetings the last one you change if you hang up
that is the greeting number that will play to the
callers. So if you change the day greeting and then
the night greeting. The night greeting will be
playing so at least go back and review
greeting 1 before hanging up.

Mailbox 990 contains seven greetings. :

Greeting 1 Day

Greeting 2 Night

Greeting 3 Holiday
Greeting 4 Bad Weather
Greeting 5 Company Pinic
Greeting 6

Greeting 7

NOTES:




