
Welcome to your voicemail 
system, please enter your 
passcode, then press #. If 

you’re not calling from your 
own phone –please press *

1. Voice Mailbox
2. Change Express 

Profile
3. Record Your 

Name (greeting)

4. Change Call 
Forwarding 

Options

7. Change 
Hotelling Options 

(Hot Desking)

8. Change 
Passcode

9. Exit

1. Listen To 
messages

2. Change 
Busy 

Greeting

3. Change 
No answer 
Greeting

5. Send a 
new 

message

7. Delete all 
messages

If a profile is 
active – you will 

be advised which 
one

1. Available 
In Office

2. Available
Out Of
Office

3. Busy
4. 

Unavailable
1. Record Your

Name
2. Play Current

Name Recording
1. Activate 2.Deactivate

4. Check 
Status

1. Check 
Status

2. Associate
With this

Host (Guest In)

3.Disassociate 
(Guest Out)

Please enter your 
new passcode, 

then press #

1. Rewind
2. Play / 
Pause

3. Skip 5
Seconds

4. Play
Again

5. Play Date 
time number
Of the caller

6. Skip to
The end

After listening to 
the message

#. Save
Message

3. Erase 2. Repeat

5. Play Details
Of The message 

(date time calling 
Number)

6. Next 
Message

9. Additional
Options

1. Reply
(send a message back to the 

user that left it, only works with 
phones on the same enterprise) 

2. Forward (only 
works with phones 

on the same 
enterprise)

5. No Profile 
Active
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