 Admin Features & Voice mail Retrieval  

Instructions
To Access Administrator Features & Check Your Messages 
               Dial     972-829-4266 

The automated system will ask 
“Please enter your mailbox #, followed by the # key.
Your mailbox #   ____________#
It will then ask
 “Please enter your password number, followed by the pound key.”                                                            Your password is 0101     * this is a default password                                                     * you can personalize your pass word at anytime by using Admin Options.
Message Retrieval: 

 To pick up your messages, press 1

The options after hearing your message are:    
To replay your message, press 1. 






         

To skip, press 2.                                                                      


        

To delete, press 3.                                                                           
                                 

To save, press 4.                                                                           


         

To forward and save the message, press 8.                                                                     

To forward and delete the message, press 9. 
Admin Options:
To change the Admin Option, press 2                                                                  

The Admin Options are:                                                                                                     

To make your mailbox greeting, press 1                                                                 

At the tone, record your new greeting, followed by the # key.                                           

To review, press any key.                                                                                                  

To accept it, press 1.                                                                                                             

To reject it, press any other key.

  * For voice mail with emergency access customers this message will play after the caller presses 1 to leave a message for the office.  Example:  “Please leave your message for the business office after the tone. We will return your call as soon as possible.”  

To change your Account Introduction, press 2
At the tone, record your account introduction, followed by the #key. 

Please enter your introduction #, press 1 followed by the #key.                                          
To review, press any key.                                                                                                 

To accept it, press 1.                                                                                                        

To reject it, press any other key.                                                                                    

*For voice mail with emergency access this message will play when the caller calls your #.  Example: Thank you for Kimberly Walker’s Office. If you have an emergency and need to speak to an operator please press 0. If you would like to leave a message for Kim please press 1.  

To change your Mailbox ID, press 3                                                      
After the tone, record your mailbox ID, followed by the # key.                                                  

To review, press any key.                                                                                                 
To accept it, press 1.                                                                                                          

To reject it, press any other key.
 *For all customers this message will play when you enter your voice mail box.             
Example:  “Office mail for Kimberly Walker.” 

To change your Pin – Password, press 4
“Please enter your new pin now.”                                                                                       

“You entered the password ...”                                                                                         

To accept it, press 1.                                                                                                                

To reject it, press any other key.

To go back to the main administration menu, press 9.                                                                                                                                  

Please feel free to call or email us with any questions.
Office # 972-625-2731  
CallingPtoP@swbell.net 

