Metropolitan Telephone
Monday, November 9, 2015

VOICEMAIL SETUP AND ACCESS INSTRUCTIONS;
Instructions on cheat sheet for initial Voicemail Box Greeting setup and Voicemail Message Retrieval are wrong (Verified with support) and here are the correct steps; 

1. Press (Enter) or dial 5000 - from any faculty or staff phone within the VoIP district

2. When the System Answers press Star * key once (this gets you into the message center - otherwise your prompted to leave message) 

3. Enter Voicemail Box Number (ex. x3800 Also you can bypass waiting for prompt) 

4. Press or Hit Star * key again (This prompts for the mailbox passcode for initial setup or message retrieval) 

5. Enter your passcode when prompted (Generic or default passcode = 1,2,3,4 ) 

6. Follow the Robot or Wizard prompts to setup voicemail box greeting, Done!


Alternate method to access the Message Center;

[bookmark: _GoBack]The VM key (Envelope key below the 123 key) only gets to the VM Box number tied to that phone extension, unless you press the Star * key which then goes to message center (As long as there are no messages waiting in the mailbox)

Now you can enter a Voicemail box number and leave a message or transfer a call into the VM box number as well

Let me know if you have any questions,


