SVMi-4E Voice Mail
Instructions on how to access your Voice Mail Administration mailbox and record the company greetings.
From inside the office press the VM button on your phone or
Call in from the outside on a line answered by the AA (if you do not have a line answered by the AA have the person who answers transfer you to voice mail, they press the VMT button and your ext. number then hang up)

When you here the greeting press * # 0000 
When prompted for the password enter 0000

You are now in the administration mailbox

To record your main greetings press choice 1

Follow the verbal and visual (in the display) prompts to record your greetings.

You will be asked to choose what greeting to record, make that choice from the list below and enter the number listed.

Day 


1001

Holiday 

1003

Night 


1002

Emergency (lunch)
1004
Make sure to pay attention to the prompts they will guide you through the recording process and be sure to save the each recording before you exit the recording process back to the record main greetings menu by pressing the # key.
To change the operation mode and change what callers will hear when the auto attendant answers. (Day, night, holiday, emergency).
From inside the office press the VM button on your phone or 

Call in from the outside on a line answered by the AA (if you do not have a line answered by the AA have the person who answers transfer you to voice mail, they press the VMT button and your ext. number then hang up)

When you here the greeting press * # 0000 

When prompted for the password enter 0000

You are now in the administration mailbox

To change what greeting is played press choice 3

Follow the verbal and visual (in the display) prompts to change the greeting played.

Choose from the following list

Day Mode


1

Holiday Mode


3


Night Mode


2

Emergency Mode (lunch)
4

To have the Auto Attendant follow the phone system day/night mode enter 00

The voice mail system will play the greeting you choose until you go in and manually change the greeting, for normal operation choose 00

