       PHONE ADMINISTRATION

All Vodavi Systems
Setting Time and Date:

· From extension 100 dial 692

· Enter in date and time as follows: YYMMDDHHMM

· After you hear a confirmation tone press the ON/OFF key

VOICE MAIL ADMINISTRATION
You need to know which type of Voice Mail you have: Talkpath, InSkin/Flash or Pathfinder.* See below for instructions for your type of voice mail. 
TALKPATH only
Getting to SYSTEM ADMINISTRATIVE FUNCTIONS from the office: 

· Press your V-Mail key

· Enter in your password

· Press 7

· System will ask your for a password, enter in 2275 and follow the prompts:
PRESS 8 For System Administration

PRESS 4 for Date and Time

Getting to SYSTEM ADMINISTRATIVE FUNCTIONS out of the office:

· Dial your main number

· Ask to be transferred to voicemail (or, at night you will automatically get the auto attendant), when you hear the auto attendant answer’s press *

· Enter in your mailbox number

· Enter in your password

· Press 7

· System will ask you for a password, enter in 2275 and follow the prompts:

PRESS 8 For System Administration
PRESS 4 for Date and Time
Flash/InSkin

The System Administrator Mailbox is used to change certain features and functions on the voicemail system.

To access the System Administrator Mailbox can be accessed by doing the following:


Access the voicemail Main Greeting by dialing 450.


When the system answers, dial [*], [#], then dial the Mailbox Number: [#]+00


The system will ask for a password, Dial [9]+[#]+[56].


YOU ARE NOW IN THE SYSTEM ADMININSTRATORS MAILBOX.


From the main menu, you may perform the following:

o
[1] for System Greetings

o
[2] for Mailbox Administration

o
[3] for Auto Attendant Configuration

o
[4] to set the time & date

o
[5] to set operating mode

o
[6] to select PBX integration (DO NOT CHANGE)

o
[7] to record a prompt. (Pre-recorded system prompts, not the same as system greetings).

o
[8] to listen to a prompt.  (A separate page will have the prompts listed)

o
[9] to change Open/Close Schedule.  (Used to play a Day or Night Greeting)

NOTE:

The [*] key will take you back 1 level and the [#] key will confirm a selection.

Changing a Password will be option 2 from the above list.  Just follow the prompts as they direct you through the steps.

Pathfinder

Pahtfinder uses OS time, so follow instructions for normal Windows Operating System time change.
* If you are not sure which type of VoiceMail you have, we recommend you contact Total Communications Service Department at 800.300.0824
