INTUITY AUDIX VOICE MAIL SHORTCUTS

	FIRST TIME LOGIN


	1. Dial voice mail access  __2525__press the AUDIX button (if administered).

2. Enter    4  -digit extension and the # sign when AUDIX answers.

3. Press the 258 for the default password and hit #.
4. Press 1 .

5. After the tone, speak your name.

6. Press 1 .

7. Press the # sign to approve.

8. To re-record, press 1  or to approve, press the # sign.

9. Enter your new password of at least   5     digits.

( You will have to enter this password every time you login to voice mail.

11. Press the # sign.

12. Re-enter your new password.

13. Press the # sign to approve.

	PERSONAL GREETING


	1. At the Activity Menu, press  3  to administer personal greeting.

2. Press 1 to create/change/delete.

3. Enter greeting number   1  .

4. Speak greeting at the tone.

5. Press # to approve or 1 to edit greeting (to delete greeting and re-record press *D).

6. Press 1 to activate your greeting for all calls.

7. Press the # sign to return to the Activity Menu.

	LOGIN
	1. Dial voice mail access number  __2525___or press the AUDIX button (if administered).

2. Enter    4  digit extension and the # sign when AUDIX answers.

( If you are logging in to voice mail from your desk, press the # sign in place of your 4-digit extension and the # sign.

3. Enter your new password and the # sign.

	GET MESSAGES
	1.  At the Activity Menu, press   2  .
· To by-pass header information, press   0  .

	MAIN ACTIVITY MENU
	Press

1 To Record and Send Messages

2 To Get and Respond to Messages

3 To Create Personal Greetings

4 To Check Outgoing Messages

5 To Change Password/Create Lists

7    To Scan Messages Quickly


	BASIC COMMANDS
	( To skip call answer greeting, press 1 .

( To delete a message, press *3 (*D) .

( To undelete a message, press **8 (**U) .

( To hold message in category, press  **4(**H) .

( For help, press *4 (*H) .

( To restart at Activity Menu, press *7 (*R) .

( To wait, press *9 (*W) .

( To lookup name/extension, press **6 (**N).

( To exit, press **9 (**X) .

( To transfer to an extension  *8 (*T) .

( To relogin, press  **7 (**R).
( To address by name, press  *2 (*A).

	PLAY-BACK CONTROLS
	( To rewind to the beginning of a message, press 0 .

( To rewind to the header information, press 2 3.

( To pause a message, press 3 .

( To take a message off of pause, press 3 .

( To make a message louder, press 4 .

( To make a message softer, press 7 .

( To back up a message, press 5 .

( To advance a message, press 6 .

( To slow down a message, press 8 .

( To speed up a message, press 9 .

( To skip to the next message, press the # sign.
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