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U LITTLE
ROCK

Ca Mitel




A few things to remember

* You will dial 9 for an outside line.

* You will need to dial the area code and phone
number for all outgoing calls.

* You will need to dial 1 for long distance or 800
dialing. (You may need to add a 1 in front of
501 are codes as well)

* Your Voice Mail box and Hot desk default pin is
1111 until you set up your voicemail box.
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How to HOTDESK
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Setting up a
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Crawford, Esther
51

Stevenson, Arlie
Corporate

Thomas, Bertha

Velasquez, Juanita

Williams, David

Add New
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Call History
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¢ Recelved tsther Crawford /
Juanita Velasquez ¢

Delete Close




Call History

}_l'f All Bertha Thomas .
04:00 PM | Today W
K Missed 6128190 )
/' Outgoing David Williams F
¢ Received Esther Crawford :
Juanita Vel
uanita Velasquez :
Dial AddContact  Delete Close




2908°



--_g‘_,__,h PR RO
¥ ;
QO 3

—

—

-

| &5
\

000‘\



Static Settings
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Busy Internal
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VOICE MAIL



PIN to set up Voicemail is
1111
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Accessing Voice Mail

From Your Phone:
Voice mail key then

Passcode:

From any other Phone:
Press Voice mail key

Enter: * plus your own
Mailbox Number

followed by another -
Passcode:

From Outside

Dial your office’s MAIN number
At the start of the Co. greeting . . .

s lsress * (not prompted in the company
greeting!)

« Enter vour Mailbox number
= followed by your Passcode

IF YOU HAVE A DID NUMBER:
Dial your own DID,

At the start of your greeting....

Press * (tells system owner is calling)

Enter your Passcode:

\ 4

VOICE MAIL Flow

@] (7) to Play again
(2) to Answer
(4)to Give t6 another user
x (5) to Keep

[D] (3) to Discard

(6) to Make a new message

(9) to eXit message review

Play Messages (7)
|E to Play —

2 Rewind in 5 second increments
Fast Forward in 5 second increments
Pause in 30 second increments

[8] To skip to Top of next message

Make Message (6)
to Make (record) Msg
- Enter Mailbox Number(s).
- [#] when finished entering maitb

- When finished recording
message.

[X] (7) to Review
D] (3) to Discard and Re-Record

(2) to Append

(4)to change Greeting

User Options (8) (6)to change Name

(6) for Message Addressing Options | )
(9) to Send and eXit to Main Menu

Enter destination mailbox,
& record introduction ..

[B] to Review

@ to Discard and Re-Record
to Append

for Message Addressing Options
to Send and Exit

Message Addressing Options:

K (2)to make Confidential

(Mto Request Receipt

(8)to mark Urgent

(3)to mark for Future delivery

Press (9)X to eXit and retum
to previous menu options.

EI (5)to Listen to Greeting/Name
El (7)to Record Greeting/Name
= (9)to eXit to Previous Menu

(8)to repeat Tutorial (reset mbx passcode, greeting, and passcode)

for User Options [P] (to change Passcode
[X] (5)for Distribution Lists (01 - 09)
(9)to eXit to Main Menu
X to Exit 0

for an Operator

IS



