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COMMUNICATIONS

ACCESSING VOICEMAIL SETTINGS

Login to your PriorityOne portal account at https://pbx.teledynamic.com If you would like your web
1 browser to keep you logged in when you navigate away from the page, check the Remember Me box.

Login

| E—

Remember Me

Forgot Password?

Powered By Voicesxis | Wemion 3.0.3.5

2 Once logged in click the tab to access the main Voicemail page. This page will also list any
voicemails you have received and allow you to listen to them.

Home  Activity Voicemall Services Reports Setfings

Home » Voicemall

Mailbox: 508
Folder: | INBOX 3

Message ID Caller ID Date/Time Duration

Voicemail
Voicemail Configuration

Recent Items
Malbox #508
Maibox #508 No messages

Extension #508

3 On the Voicemail page click on the |Voicemail Configuration link on the left of the page to access your
voicemail settings.
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The Voicemail Configuration page allows you to change your voicemail password, record/play your
voicemail greetings and set up voicemail notifications.

SETTING YOUR VOICEMAIL PASSWORD

4 Setting your voicemail password. This is the password used to access your voicemail mailbox.

General Settings

Mailbox Number: 508
Name (for Directory): | your name here

Password:

By default, the password is your extension/mailbox number.
This can be changed by entering a new sequence of numbers into the password
box located under the General Settings heading on the Voicemail
Configuration page.

+ Passwords must contain only numbers and can be up to four digitslong.
Once you've entered your new password, save the changes by clickingon the

button at the bottom of the page.

5 Under General Settings you can also name your mailbox for directory purposes. Make
sure any changes you make to the name of your mailbox are saved by clicking the

button.
RECORDING YOUR VOICEMAIL GREETING

6 Recording your voicemail greetings. Under the Recordings & Greeting section you
will see the instruction for creating your voicemail greetings.

Recordings & Greeting

You may recard your voicemail announcements by phone, or by uploading audio files. If you wish to record by phone, please dial * + your mailbox

number or click the Record button below. Your phone will ring and you will be guided through the recording process. To listen to the current
recofding, click the Play butten. If you wish to upload a file, browse for the file on your PC,

Clicking the Record or Play buttons will ring the phone at enension[ your name/fextansion by default] (type a name or exension number to change)
Unavailable Message: [Piay] or upload a fite:

Busy Message: [Fiay] or upload a fite:

Your Name: [Piay] or upload 2 fite

[ Browse... |
[ Browse... |
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* There are three options for greeting types: Unavailable Message, Busy Message and Your Name
*  Onlythe Unavailable greeting type isnecessary because the phone always defaults to
the Unavailable message. Your Name that you record in the mailbox will be the same

recording callers hear when they access the company directory.

¢ Clicking the Record button next to each greeting type will ring your phone. When you
answer the call, the phone will guide you through the process of setting up your
greeting.
*  Clicking the @ button next to each greeting type will ring your phone. Answering
the phone will playback your (already recorded) chosen greeting type.
* There is also the option of prerecorded files from your computer for use as your voicemail greetings. These
files must be in the MP3 format with an .mp3 file extension.

*  Files are uploaded by clicking on the button and locating the file you
wish to use. Once the file is located it can be uploaded by double clicking. The path to
the uploaded file should be in the box to the left of the Browse button. To finish the

upload process, click the button at the bottom of the page.

Unavailable Message: or upload a file; C:\Users\User\Downloads'\elephant\elephant mp3  [CH il

Busy Message: or upload afile: | Browse... |
Your Name: or upload a file: [ Browse.. |

SETTING UP NOTIFICATIONS

Setting up Notifications. Notifications alert you when a voicemail is left. The notifications can
7 be sent to either an email address or, through an SMS text, to your cell phone.
* Email notifications also contain a WAV file attachment of the voicemail message.
* The notification informs you of the length of the message, the mailbox number
where the message was left, the phone number and caller ID information, and the
time and date stamp of'the message.
* Inorder to receive SMS notifications the number must be formatted in the following manner:
« T-Mobile: phonenumber@tmomail.net
« Virgin Mobile: phonenumber@vmobl.com
« Cingular: phonenumber@cingularme.com
e Sprint: phonenumber@messaging.sprint.pcs.com
e Verizon: phonenumber@vtext.com
» Nextel: phonenumber@messaging.nextel.com
*  phonenumber = your 10 digit phone number
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MNotifications

Email to notify: | |

SMS email to nl’.‘otil",u':l ] This field should contain an email address

Once again, all changes must be saved by clickingon the[Sawe button at the bottom of the screen.
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