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12. Video Mute 

13. Audio Mute 

14. Headset Button 

15. Volume Adjustment 

16. Messages 

17. Applications Button 

18. Directories 

19. Phone Speaker 

20. Line Buttons 

21. Headset Rest 

1. Phone Screen 

2. Video Camera 

3. Camera Cover 

4. Softkeys 

5. Navigation Pad w/ Center Select 

6. Conference Button 

7. Hold Button 

8. Transfer Button 

9. Redial Button 

10. Keypad 

11. Speaker Button 
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Note – Callers will go to 

your voicemail if not 

answered in 12 seconds 

(typically by the end of 

the third ring). 
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Note – If you have 

shared lines on 

your phone, the red 

box will appear next 

to that extension as 

well. You must 

know the password 

for that extension 

to retrieve 

voicemails. 
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Voicemail User Guide 

Log into your 

Voicemail 

 

To Access from Your Phone 

1. Press the Message button. 

2. Enter your password, followed by [#]. 

 

To Access Your Mailbox from an Off Site Location 

1. Dial your phone number from any outside phone, such as your cell phone, 

or home phone. 

2. Press the * key when voicemail starts talking to interrupt and log in. 

3. Enter your 11-Digit mailbox number followed by [#]. 

4. Enter your password, followed by [#]. 

 

 Review Messages  

To Review Messages 

1. Login to your mailbox. 

2. Press [1][1] to listen to new voice messages.   

 

While listening, options are:               After listening, options are: 

[1] Restart Message                                            [1] Replay Message 

[2] Save Message                                                 [2] Save Message 

[3] Delete Message                                             [3] Delete Message 

[4] Reply to Message                                          [4] Reply to Message 

[5] Forward Message                                          [5] Forward Message 

[6] Skip Message, Save/Restore as New         [6] Save/Restore Message 

[8] Pause/Resume                                               [7] Rewind Message 

[*] Cancel                                                              [*] Cancel 

[0] Help                                                                 [#] Save as is 

                                                                                    [0] Help 

 

Personal Greetings 1. Login to your mailbox. 

2. Press [4] to access User Preferences. 

3. Press [1] for Greetings. 

4. Choose a Greeting Type: 

� Press [1][1] for Personal Greeting. 

� Press [2] for Extended Absence Greeting. 

• Extended Absence Greetings override all other greetings 

when active. 

Press [3] to Record Your Name. 

  

Sending a Message 1. Press [2] and at the prompt, record your message. 

2. Press [#] when finished recording. 

3. Address the message by doing one of the following: 

� Enter a mailbox number or a personal list number. 

� To spell the name of a recipient or distribution list, press [#]. 

4. After addressing the message, you may enter one of the following options. 

� Press [0] for delivery options (private, important or future delivery). 

� Press [6] to add additional recipients. 

5. Press [#] to send the message. 
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Using Lync 

1. In the Lync main window, in your Contacts list, start typing a person’s name in the search box. Results will appear 

below the search bar.  

 

2. (Optional) Do any of the following: 

• If you see who you are looking for, double-click the contact to send an instant message.  

• To add the contact to your Contacts list, point to the contact, click the Add to Contacts button, and then select the 

appropriate contact group. 

 

Start a phone call 

You can start a phone call with one click. 

• In your Contacts list or search results, point to the contact, and then click the Call button. 

 

A new Conversation window opens.  
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Placing a Call From a Webpage 

To access the State of Ohio Phone Search, click here:  http://ohio.gov/phonedir 

 

 

To make a call from this or any other website, simply click on any phone number that shows the Lync Click-

To-Call icon beside it: 

 

 

 

 

Support for your new VoIP telephone service is provided by the DAS IT Services Help Desk at 

728.5400. 


