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1 Overview 
Powermail provides a flexible and powerful set of messaging products.   

This User Guide covers two Messaging options: Powermail Standard, the feature-rich voice 
messaging service; and Powermail Gold, the messaging service that adds fax functionality, e-
mail message notification, and message delivery by e-mail. 

Most functions of Powermail may be performed either through the telephone key-pad, or 
through the Browser  interface.  When using the telephone key-pad, Powermail provides 
voice prompts at every stage, detailing the one or two digit options available.   

If you know how to complete a desired function you don’t need to wait for the prompt to finish 
– you can enter digits immediately and the system will skip the rest of the prompt and begin 
the selected action. 



Powermail User Guide 

 - 2 - Issue 0.5 

2 Getting Started 

2.1 Accessing the Service 
You will be given a short code to access the Powermail service from your desktop telephone.  
This code may be programmed in a speed call key on your telephone, if desired. 

When accessing the service for the first time you should use your own telephone extension. 

2.2 Changing the Security Code 
You will need to assign your own security code to your mailbox to help protect the privacy of 
your messages. The first time you access your mailbox the system will prompt you to enter a 
new personal security code, which must be four digits long.  The first time you access your 
mailbox the system will require the default security code and then prompt you to enter [1] to 
enter a new personal security code, which must be input twice for confirmation. 

 

2.3 Recording Your Name 
When accessing your mailbox for the first time, it is good practice to record your name. When 
you send another employee a voice message in their mailbox, the system plays your name to 
identify you as the sender. 

�  Enter [3] to change mailbox settings 

�  Enter [1] to change voicemail settings 

�  Enter [2] to change mailbox greeting/name 

�  Enter [5] to record name 

�  Speak your name and then press [#] 

2.4 Recording a Greeting 
You should record a Master Greeting for your callers and other employees to hear when you 
are unable to answer calls. Greetings should be brief but informative, so callers know when 
you will be available to return their calls or respond to their messages. 

The Master Greeting is the greeting that users will normally hear when leaving messages for 
you, but there are other types of greeting that can be configured. 

As a minimum, your Greeting should announce who you are, state that you are not available 
to take the call, and invite the caller to leave a message after the tone. 

�  Enter [3] to change mailbox settings 

�  Enter [1] to change voicemail settings 

�  Enter [2] to change mailbox greeting/name 

�  Enter [2] to record a Master Greeting 

�  Speak your greeting and then press [#] 
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2.5 Leaving a Message 
At the same time that your Powermail box was provisioned, your telephone extension was 
probably configured to divert to Powermail, on busy or no reply.  This is the default provision, 
however you have may requested a different configuration for your telephone extension. 

When a caller is routed to Powermail, the system plays your greeting and then a single tone 
before recording the caller’s message. 

The caller may leave a message up to four minutes..  If the caller is still speaking after this 
time, Powermail will interrupt, give the caller a warning that the message is too long, and offer 
the caller options to leave the message they have recorded so far, to delete it, or to re-record 
it. 

If the system detects silence for more than three and a half seconds, it will prompt the caller 
twice more to leave a message.  After three attempts, if Powermail still doesn’t detect a 
message, it will clear the call.  

If the caller’s message is less than two seconds, it will not be stored. 

You can store up to 30 messages in your Powermail box before the mailbox is full. 

2.6 Notification of a New Voice Message 
The most common notification of a new voicemail being left is for the Message Waiting 
Indicator (MWI) lamp on your telephone to be illuminated.  The precise functionality of this 
feature is dependent on the PBX and telephone configuration, and may result in broken dial 
tone or display of text on a digital feature phone either in addition to or as an alternative to 
illumination of a message lamp. 

Alternatively, you may an SMS text sent to your mobile phone, verbal notification to your 
telephone, or e-mail notification (Powermail Gold only). [Check with SP – does a new SMS 
get sent each time a new message is left or only on the first new message?  Similar question 
for verbal notification and email?] 

2.7 Retrieval of a New Voice Message 
When you are notified of a new message: 

�  Call Powermail. 

�  Powermail will announce how many new messages you have. 

�  Wait for the system prompt inviting you to enter your Security Code. 

�  Enter your Security Code. 

�  Enter [1] to access your voice messages 

�  Enter  [1] to select new messages 

�  Your first voicemail message will be played. 

�  If you have more than one message, enter [5] to skip to the next message, or [3] to 
delete the message. 

�  At the end of the last message, hang up, or press [9] twice to return to the main 
menu. 
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3 Mailbox Basics 
You can have up to 30 messages in your mailbox at one time. Unread messages will be 
retained on the system for a maximum of 28 days, and saved messages will be stored for 7 
days.  Once a message has been read, it will be kept until the end of the day. 

When accessing Global Crossing PowerMail from your own extension or another phone 
number that has been associated to your mailbox, you are informed of the number of NEW 
messages, and then prompted for your security code. 

3.1 Mailbox Number 
As a user of PowerMail, you are assigned a mailbox number. This will usually be your full 
network extension number. Your network extension number is the number that another 
PowerMail user would dial if they were calling you. Global Crossing will advise you of your 
mailbox number. 

3.2 Message Types 
When messages are deposited, they will be New Messages.  Once a message has been 
accessed it becomes an Old Message.  Old messages are stored until the end of the day 
before being removed. 

A message may be saved, in which case it will become a Saved Message.  Saved messages 
will be stored seven days before being automatically removed. 

A message may also be deleted.  When a message is deleted it is not removed from the 
system immediately, but is marked as a Deleted Message and is retained for one day before 
being removed from Powermail. 

Provided a Deleted Message hasn’t been removed, it can be Undeleted, in which case it is 
restored as an Old Message. 

3.3 Accessing Your Mailbox 
You can enter your mailbox from any telephone with * and # keys and that allows tones to be 
sent during a call by pressing keys on the key-pad. 

Enter your mailbox to listen to new and saved messages, create and send messages, change 
your personal greeting, change your security code or perform other tasks. 

3.3.1 Accessing your mailbox from your own telephone extension 
�  Call PowerMail. 

�  Wait for the system prompt inviting you to access your mailbox. 

�  Enter your security code. 

3.3.2 Accessing your mailbox from another office telephone with Powermail 
�  Call PowerMail. 

�  Wait for the system prompt inviting you to enter your Security Code, then press [#] 

�  Enter your mailbox number followed by # 

�  Enter your security code. 



Powermail User Guide 

 - 5 - Issue 0.5 

3.3.3 Accessing your mailbox from an external, associated telephone 
You can access Powermail from an external telephone that has been associated with your 
mailbox, for example your home telephone or your mobile phone.  As associated telephone 
number means that you do not have to enter your mailbox number each time you access 
Powermail. 

�  Call PowerMail using the external access number that you will have been provided 
with 

�  Wait for the system prompt inviting you to enter your security code 

�  Enter your security code 

3.3.4 Accessing your mailbox from any external telephone 
You can access Powermail from any external telephone.  If the telephone number you are 
calling from has not been associated with your mailbox, you will have to enter your mailbox 
number to identify to Powermail who you are. 

�  Call PowerMail using the external access number that you will have been provided 
with 

�  Wait for the system prompt inviting you to access your mailbox 

�  Enter your mailbox number followed by [#] 

�  Enter your security code 

3.4 Navigating Your Mailbox 
The system is organised as a set of menus. To select a choice on that menu, press the 
appropriate key on your phone keypad. 

The first menu you will encounter is the Main Menu. This is the top level menu, from which all 
other actions are accessed. The single digit codes can be selected before, during or at the 
end of the audio instruction. 

When in a menu you can always return to the previous menu by pressing [9] on your 
telephone keypad. 

3.5 Exiting Your Mailbox 
You can exit from your mailbox by hanging up the phone. 

From the main menu, pressing [9] will result in the system disconnecting the call. 
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4 Message Deposit 

4.1 Depositing a Voicemail 
When an unanswered call or a call encountering busy is diverted to Powermail, the caller will 
hear the Greeting that you have recorded. 

The caller may leave a message after Powermail plays a tone, and then hang up. 

Alternatively, the user may press [0] to be connected to a Personal Assistance Number.  A 
Personal Assistance Number is a number that you can define for this purpose.  If the 
Personal Assistant is busy, or does not answer, Powermail will prompt the caller to leave a 
message, which will be deposited in the user’s mailbox. 

To make use of this feature, enter the telephone number for to be used for the Personal 
Assistance Number using the Web Interface, and include a prompt in the Greeting message. 

4.2 Depositing a Faxmail 
Powermail Gold mailboxes can receive faxes.  Powermail Standard mailboxes cannot receive 
faxes. 

When Powermail answers a call from a fax machine, the sending fax machine will send a fax 
tone.  Powermail will recognise the fax tone and respond with appropriate tones.  Powermail 
will receive the fax and store it as a faxmail. 
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5 Notification of new Messages 
When a new message has been left in your mailbox, you can be notified by one or more 
different medium. 

For Powermail Gold, notification methods can be set independently for new voicemails and 
new faxmails. 

Voice notification can be adjusted to occur at certain times during the day, or to occur at all 
times.  Other notifications methods will occur at all times during the day. 

5.1 Message Waiting Indicator Lamp 
The Message Waiting Indicator (MWI) lamp on the telephone will illuminate when a new 
message has been deposited.  Some featured digital telephones do not have a MWI lamp 
and instead display a text message on a display screen. 

5.2 Mobile Text (SMS) Notification 
A text message can be sent to your mobile telephone, informing you that a new message is 
waiting to be read. 

5.3 Verbal Notification 
Powermail can ring a telephone number and announce that there is a new message.  The 
telephone number that it rings can be on-net or off-net, such as a home telephone number or 
a mobile number. 

When you answer the call, Powermail will announce how many new messages have been 
deposited.  You will then have the option to access your Powermail box to retrieve your 
messages, or hang up. 

To access your Powermail box: 

�  Enter [1] 

�  Enter your Security Code 

5.4 E-mail Notification 
E-mail notification is only available for Powermail Gold. 

An e-mail will be sent to your specified e-mail address notifying you that a new message has 
been deposited. 

5.5 Changing Notification Settings 
You can switch different notification options on or off using the telephone.  The telephone 
number, or e-mail address to which notification is to be delivered can only be changed using 
the Browser Interface. 

�  Access Powermail 

�  Press [3] to change Mailbox Settings 

�  Press [1] to change Voicemail settings or press [2] to change Faxmail settings 
(Powermail Gold only) 

�  Press [3] to change Notification Options 
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�  Press 

o [2] to switch SMS notification on or off 

o [3] to switch Message Waiting Indication on or off 

o [4] to switch e-mail notification on or off 

o [5] to switch Verbal notification on or off 

o [9] to return to the previous menu 
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6 Listening to Voice Messages 
When you are not available to answer your phone, callers will be automatically directed to 
your mailbox providing a system divert is set. When you receive voice messages, they will be 
stored as new messages. Global Crossing PowerMail also gives you the option to save 
messages in your mailbox. Your mailbox automatically tells you how many new messages 
you have each time you enter. 

6.1 To listen to voice messages 
�  Access Powermail 

�  Press [1] for Voice Messages 

�  Press [1] for New Messages, [2] for Old Messages, or [3] for Saved Messages 

�  Listen to the first message 

�  If there are more messages, press [5] to listen to the next one 

�  Repeat until the system tells you there are no more messages. 

�  Hang - up 

After listening to a New Message in its entirety, it will be marked as old. The message will 
only be deleted when you explicitly delete it.  If you listen to a part of a New Message without 
hearing it to the end, it remains as a New Message. 

6.2 Responding to Messages 
PowerMail allows you to respond to messages in several ways. You can use any of the 
following commands at anytime while listening to a message. 

�  Press [2] to Replay the message from the beginning 

�  Press [3] whilst a message is playing, or at the end of the message to Delete it 

�  Press [4] to Rewind 10 seconds 

�  Press [4][4] to Rewind to the beginning of the message 

�  Press [5] to play the Next message 

�  Press [6] to Fast Forward 10 seconds 

�  Press [6][6] to Fast Forward to the end of the message 

�  Press [7] to Save the message 

�  Press [8] to play the Message Details: the date and time the message was 
deposited, and from whom, if captured 

�  Press [9] for the previous menu 

�  Press [*] to pause or resume playback 

�  Press [15] to play the Previous Message 

�  Press [16] to Forward the message (see below) 
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�  Press [17] to Append a comment to the message (see below) 

�  Press [18] to Dial the caller (see below) 

6.3 Forward the Message 
You can send a received message to another mailbox with or without adding your own 
comments and/or requesting a receipt. A message can be forwarded again, even if it was 
initially forwarded to you. 

�  Whilst listening to a message, or after the message has played, press [16] 

�  Press [2] to forward to another mailbox 

�  Enter the mailbox number to which you wish to forward the message followed by the 
[#] key; the mailbox number will comprise the network node id and extension number 

�  Press [2] if you wish to append a comment to the forwarded message, and then 
speak your comment after the tone, and Press [#] at the end of your comment 

�  Press [3] to forward the message and request a Read Receipt, or press [1] to forward 
the message without requesting a Read Receipt 

6.4 Append a Comment to the Message 
You can append a comment to the message. 

�  Whilst listening to a message, or after the message has played, press [17] 

�  Speak your comment after the tone, and Press [#] at the end of your comment. 

6.5 Dial the Caller 
You do not need to write down the telephone number of the caller who left their message in 
order to return their call. By pressing two keys, you can be connected to the caller’s telephone 
number from which they left the message.  This feature can be invoked for calls from on-net 
or off-net telephones, providing the caller, or the caller’s PBX, did not withhold their telephone 
number when calling. 

�  Whilst listening to a message, or after the message has played, press [18] 

�  Powermail will connect you to the telephone number from which the caller rang 

�  If the caller’s telephone number is busy, or if the there is no reply, you will 
hear,Powermail announce “Sorry, No Answer” 
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7 Greetings 
Powermail offers the user a flexible choice of greetings and information messages that may 
be recorded. 

The greetings available are: 

�  Master Greeting – played to callers if switched on 

�  Daily Default Greetings – seven greetings, one for each day of the week, play on the 
appropriate day unless the Master Greeting has been switched on 

�  Daily Temporary Greeting – once recorded it plays to callers for the remainder of the 
day; it overrides the Daily Default Greetings and the Master Greeting.  It resets at 
midnight and the following day either the Master Greeting or Daily Default Greeting 
plays again. 

�  Name – announces the mailbox user who is leaving a message when a message is 
deposited directly from Powermail into another user’s mailbox. 

�  Extra Details – plays to callers when a mailbox is full and cannot record additional 
messages 

Once the Master Greeting has been recorded, it can be switched off, or on again. 

If none of the Daily Default Greetings, and the Daily Temporary Greeting has been recorded 
and the Master Greeting is switched off, Powermail will play its own Default Greeting to the 
caller. 

Whenever the Master Greeting is switched off, you should ensure that you have recorded a 
Daily Default Greeting for that day. 

Daily Temporary Greeting

Master Greeting

Daily Default Greeting

Powermail Default Greeting

Order of Precedence of Greeting Messages
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7.1 Listen to Existing Greetings 
You can listen to all the existing greeting messages that you have recorded. 

�  Access Powermail 

�  Press [3] for change Mailbox Settings 

�  Press [1] to change Voicemail settings 

�  Press [2] for Mailbox Greeting Messages 

�  Press [1] to listen to all your Mailbox Greeting Messages 

7.2 Master Greeting 
The Master Greeting will be played to callers when it is recorded and activated.  The Master 
Greeting can be switched off, in which case the Powermail will play to callers the Daily 
Temporary Greeting or the Daily Default Greeting. 

To record a new Master Greeting, choose a quiet place away from background noise and 
plan carefully what you will say before recording your greeting. 

Your greeting should be warm and friendly, and contain some or all of the following 
information: 

�  Your name 

�  Your organisation and / or department 

�  An invitation to the caller to leave a message 

�  An indication of how long before the caller can expect a call back, especially if it is 
likely to be protracted (e.g. “I am in a meeting all day and will return your call 
tomorrow”.) 

�  An alternative number for the caller to dial 

�  An invitation to the caller to dial [0] to be transferred to your personal assistance 
number (examples are: a colleague’s extension number, your mobile telephone, and 
your home telephone number) 

To record a new Master Greeting:  

�  Access Powermail 

�  Press [3] to change Mailbox Settings 

�  Press [1] to change Voicemail settings 

�  Press [2] for Mailbox Greeting Messages 

�  Press [2] to record a new Master Greeting 

�  Record your greeting and press [#] 

You can switch your Master Greeting Off, so that the Daily Temporary or Daily Default 
Greeting is played; or you can switch it back on again so that it takes precedence over other 
greetings: 
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�  Access Powermail 

�  Press [3] to change Mailbox Settings 

�  Press [1] to change Voicemail settings 

�  Press [2] for Mailbox Greeting Messages 

�  Press [7] to switch the Master Greeting on if it is currently off, or to switch it off if it is 
currently on 

7.3 Daily Default Greetings 
You can record a Daily Default Greeting for each day of the week. The greeting will be played 
to callers on the appropriate day.  For example your Monday Default Greeting will be played 
to callers every Monday. 

The Daily Default Greeting can be overridden on a particular day, or part of a day, by 
recording a Daily Temporary Greeting, or by switching the Master Greeting on. 

To record a new Daily Default Greeting: 

�  Access Powermail 

�  Press [3] to change Mailbox Settings 

�  Press [1] to change Voicemail settings 

�  Press [2] for Mailbox Greeting Messages 

�  Press [3] to record Daily Default Greetings 

�  Press 

o [1] to record a new Monday Default Greeting, 

o [2] to record a new Tuesday Default Greeting, 

o [3] to record a new Wednesday Default Greeting, 

o [4] to record a new Thursday Default Greeting, 

o [5] to record a new Friday Default Greeting, 

o [6] to record a new Saturday Default Greeting, 

o [7] to record a new Sunday Default Greeting 

�  Record your greeting and press [#] 

If you make these recordings generic, you will not need to re-record them every week.  For 
Example, “You have reached the mailbox of … (name) on Monday.  I cannot take your call at 
the moment, please leave a message after the tone.” 

7.4 Daily Temporary Greeting 
The Daily Temporary Greeting overrides a Daily Default Greeting.  It is removed at midnight 
and the appropriate Daily Temporary Greeting will play. 



Powermail User Guide 

 - 14 - Issue 0.5 

For example you may have a half-day holiday on Wednesday afternoon.  Just before you 
finish work for the day you record a Daily Temporary Greeting announcing you are on annual 
leave and will be returning to work on Thursday.  Callers will hear your new message stating 
you are on holiday for the rest of the day.  On Thursday morning they will hear your standard 
message for Thursday announcing that it is Thursday and inviting them to leave a message. 

To record a Daily Temporary Greeting: 

�  Access Powermail 

�  Press [3] to change Mailbox Settings 

�  Press [1] to change Voicemail settings 

�  Press [2] for Mailbox Greeting Messages 

�  Press [4] to record Daily Temporary Greeting 

�  Record your greeting and press [#] 

7.5 Your Name 
If you have recorded your name, then when you call another mailbox whilst accessing the 
Powermail system, to leave a message, the owner of the other mailbox will hear your name 
announced as the person who has left them a new message.  If your name is not recorded, 
the owner of the other mailbox will hear the mailbox number announced instead of your 
name. 

To record your name: 

�  Access Powermail 

�  Press [3] to change Mailbox Settings 

�  Press [1] to change Voicemail settings 

�  Press [2] for Mailbox Greeting Messages 

�  Press [5] to record your Name 

�  Record your name and press [#] 

7.6 Extra Details 
You should always manage your mailbox, listening to messages and deleting old ones that 
are no longer needed if it is getting full.  Your mailbox normally holds 30 messages and this 
should be adequate for most normal use. 

If your mailbox does become full it is not possible for callers to leave a message.  In this case 
you may record a greeting that gives the caller an alternative number to dial. 

To record Extra Details: 

�  Access Powermail 

�  Press [3] to change Mailbox Settings 

�  Press [1] to change Voicemail settings 
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�  Press [2] for Mailbox Greeting Messages 

�  Press [6] to record your Extra Details 

�  Record extra contact details, for example the telephone number of an office 
colleague, and press [#] 
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8 Forwarding Faxmails 
Only Powermail Gold can handle faxes. 

You can forward faxmails to your default fax machine, any other on-net or off-net fax 
machine, your e-mail address, or a colleague’s mailbox.  Note that if you are accessing your 
e-mail over a dialup connection, some fax messages could form large attachments, which 
take a long time to download. 

You maintain your default fax machine number and e-mail address, using the web interface. 

Alternatively, you can access Powermail from a fax machine and have it send your fax to the 
machine you dialled from.  

�  Access Powermail 

�  Press [2] for Fax Messages 

�  Press 

o [1] to forward all new faxes, 

o [2] to forward individual new faxes, 

o [3] to forward old faxes 

�  Press 

o [1] to forward to your default fax machine 

o [2] when accessing from a fax machine and have Powermail send your fax 
messages to you straight away on the call. 

o [3] to forward to one of your eight short code fax machines, or any on-net or 
off-net fax machine.  After selecting this option, enter either 

�  a one digit fax number Short Code followed by [#], or 

�  the telephone number of the fax machine followed by the [#] key.  
Enter the network number, including node-identity, for an on-net fax 
machine or full public telephone number for an off-net fax machine 
(do not prefix the number with [9]) 

o [4] to forward to your e-mail address 

o [5] to forward to another mailbox.  Powermail will prompt you for the mailbox 
number, which should be followed by pressing the [#] key 
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9 Managing your Mailbox Settings 
You can change the settings for your voicemail and change your security code. 

9.1 Change Your Message Retrieval Style 
You can select to have Powermail to prompt for a response after playing each new voicemail 
message or to play all your new voicemail messages consecutively and to only prompt you for 
a response after you have listened to all of them. 

�  Access Powermail 

�  Press [3] to change your Mailbox Settings 

�  Press [1] to change Voicemail Settings 

�  Press [1] to change Message Retrieval Style 

�  Press [1] for Powermail to prompt for a response after playing each voicemail 
message, or [2] to prompt for a response only after it has played all new messages 

9.2 Undelete Voice Messages 
If you wish to listen again to a voice message that you previously deleted, you can undelete 
the message. 

�  Access Powermail 

�  Press [1] for voice messages 

�  Press [8] to undelete previously deleted voice messages 

Any deleted fax messages in Powermail Gold boxes can only be undeleted through the 
Browser Interface. 

9.3 Voicemail Forwarding Options 
You can choose to automatically forward new voicemails to your e-mail, or to another 
mailbox.  You may want to forward voicemails to a colleague’s mailbox whilst you are on 
holiday, for example.  When forwarding voicemails to your e-mail, you should remember that 
some messages could form large attachments which take a long time to download if you are 
using a dialup Internet connection. 

When new voicemails are successfully auto-forwarded they can be saved or automatically 
deleted from your mailbox. This is configuratbe from the Browser interface.To forward new 
voicemails to your e-mail 

�  Access Powermail 

�  Press [3] to change your Mailbox Settings 

�  Press [1] to change Voicemail Settings 

�  Press [4] to change your Forwarding options for new voicemails 

�  Press [1] to forward new voicemails to e-mail 
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9.3.1 To forward new voicemails to another mailbox 
�  Access Powermail 

�  Press [3] to change your Mailbox Settings 

�  Press [1] to change Voicemail Settings 

�  Press [4] to change your Forwarding options for new voicemails 

�  Press [2] to forward new voicemails to another mailbox 

�  Enter the mailbox number and press [#] 

9.3.2 To ensure new voicemails are not forwarded 
�  Access Powermail 

�  Press [3] to change your Mailbox Settings 

�  Press [1] to change Voicemail Settings 

�  Press [4] to change your Forwarding options for new voicemails 

�  Press [4] to ensure new voicemails are not forwarded 

9.4 Faxmail Forwarding Options 
These options are only available for the Powermail Gold option. 

You can choose to automatically forward new faxes to: 

�  A default fax machine 

�  One of eight short code numbers for fax machines 

�  Another fax machine 

�  Your e-mail 

�  Another Powermail mailbox 

Your e-mail address can only be set or changed using the Browser Interface. 

You should note that some fax messages can be very large and when forwarding to e-mail 
could take a long time to download if you are using a dialup connection. 

You can choose whether your fax is deleted from your mailbox once it has been forwarded, 
using the Browser interface.  

9.4.1 To set a Default Fax machine number 
�  Access Powermail 

�  Press [3] to change your Mailbox Settings 

�  Press [2] to change Faxmail Settings 

�  Press [2] to change Default Fax Machine number 
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�  Press: 

o [1] to set a new Default Fax number 

�  Enter either: 

�  a one digit fax number Short Code followed by [#], or 

�  the telephone number of the fax machine followed by the [#] key.  
Enter the network number, including node-identity, for an on-net fax 
machine or full public telephone number for an off-net fax machine 
(do not prefix the number with [9]) 

o [2] if you are calling from a fax machine and you want to set the telephone 
number you are calling from as the default fax number. 

9.4.2 To hear what your Short Code Fax Numbers are 
�  Access Powermail 

�  Press [3] to change your Mailbox Settings 

�  Press [2] to change Faxmail Settings 

�  Press [4] for Fax Short Code numbers 

�  Press [1] to listen to current Short Code Fax numbers 

9.4.3 To set Short Code Fax Numbers 
�  Access Powermail 

�  Press [3] to change your Mailbox Settings 

�  Press [2] to change Faxmail Settings 

�  Press [4] for Fax Short Code numbers 

�  Press [1] to change the Fax Short Code numbers 

�  Press [1], [2], [3], [4], [5], [6], [7], or [8], to change the appropriate fax short code 

�  Either 

o Press [#] to clear the existing fax number, or 

o Enter the telephone number of a fax machine followed by the [#] key.  Enter 
the network number, including node-identity, for an on-net fax machine or full 
public telephone number for an off-net fax machine (do not prefix the number 
with [9]) 

9.4.4 To Forward New Faxes to your Default Fax Number 
�  Access Powermail 

�  Press [3] to change your Mailbox Settings 

�  Press [2] to change Faxmail Settings 
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�  Press [1] to change Fax Forwarding settings 

�  Press [1] to set forwarding of new faxes to the Default fax machine 

9.4.5 To Forward New Faxes to the Fax Machine you are Calling From 
You can dial in to Powermail from a fax machine and have your new faxes sent to the 
machine you are calling from.  For this to work you must ensure that the Calling Line Identity 
for the telephone line to which the fax machine is connected, has not been withheld. 

�  Access Powermail from a fax machine 

�  Press [3] to change your Mailbox Settings 

�  Press [2] to change Faxmail Settings 

�  Press [1] to change Fax Forwarding settings 

�  Press [2] to set forwarding of new faxes to the fax machine you have called from 

9.4.6 To Forward New Faxes to Another Fax Machine 
�  Access Powermail 

�  Press [3] to change your Mailbox Settings 

�  Press [2] to change Faxmail Settings 

�  Press [1] to change Fax Forwarding settings 

�  Press [3] to set forwarding of new faxes to another fax machine 

�  Press either 

o a single digit for one of the fax machine short codes, followed by [#], or 

o an on-net or off-net fax machine telephone number, followed by [#] 

9.4.7 To Forward New Faxes to your E-mail 
You can have new faxes delivered to your e-mail account as an attachment. 

�  Access Powermail 

�  Press [3] to change your Mailbox Settings 

�  Press [2] to change Faxmail Settings 

�  Press [1] to change Fax Forwarding settings 

�  Press [4] to set forwarding of new faxes to your e-mail address 

9.4.8 To Forward New Faxes to Another Powermail Gold Box 
You can have new faxes delivered to a colleagues Powermail box, for example when you are 
away on holiday and you need your faxes to be dealt with whilst you are away. 
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�  Access Powermail 

�  Press [3] to change your Mailbox Settings 

�  Press [2] to change Faxmail Settings 

�  Press [1] to change Fax Forwarding settings 

�  Press [5] to set forwarding of new faxes to another Powermail box 

�  Enter the full mailbox number to which faxes are to be forwarded, followed by [#].  
The mailbox number should be the site node id followed by the extension number and 
will be a total of seven or eight digits. 

9.4.9 To ensure new Faxes are not forwarded 
�  Access Powermail 

�  Press [3] to change your Mailbox Settings 

�  Press [2] to change Faxmail Settings 

�  Press [1] to change Fax Forwarding settings 

�  Press [8] to turn off forwarding of new faxes 



Powermail User Guide 

 - 22 - Issue 0.5 

10 Send a Message 
You may record a message and send it directly to another Powermail box.  You may wish to 
do this, for example, when you know your colleague will not be there to answer the telephone, 
because it is out of hours, or your colleague is on holiday.  Or you may wish to leave a short 
message without the need to speak to your colleague in person. 

You have the option to request a read receipt, in which case when your colleague listens to 
the message you will get a short voicemail in your Powermail box informing you that the 
message has been listened to. 

�  Access Powermail 

�  Press [6] to send a message 

�  Enter the mailbox number for which you wish to send a message, followed by [#].  
The mailbox number should be the site node id followed by the extension number and 
will be a total of seven or eight digits 

�  Speak your message when prompted, and press [#] to finish recording 

�  Press one of the following: 

o [1] to send the message to the Powermail box 

o [2] to listen to the message you have just recorded 

o [3] to delete the message 

o [4] to re-record the message 

o [9] to send the message and request a read receipt 
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11 Changing your Security Code 
From time to time you may need to change your four digit security code. 

�  Access Powermail 

�  Press [3] to change your Mailbox Settings 

�  Press [3] to change your Security Code 

�  Enter your new four digit Security Code 

�  Enter your new four digit Security Code a second time 
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12 Using the Browswer Interface 
You can manage your Powermail box using a browser interface from your personal computer. 

To access the browser interface you will need a minimum of Internet Explorer 5.5 or Netscape 
Navigator 7.0. 

To access the browser interface, use the URL, http://ummbx.global-crossing.co.uk 

You can use the interface to: 

�  View your mailbox and see New, Saved, and Deleted messages 

�  Play voicemail messages, provided the necessary software and hardware is available 
on your PC, e.g. Media Player 

�  View and print faxmail messages (Powermail Gold users only) 

�  Save, Delete and Undelete messages 

�  Change notification method 

�  Change auto-forwarding of new messages 

�  Change Associated Numbers used for accessing Powermail 

�  Change default fax number and fax short codes (Powermail Gold users only) 

�  Forward messages to another mailbox, with or without delivery confirmation 

�  Forward messages to e-mail (Powermail Gold users only) 

�  Forward messages to a fax machine (Powermail Gold users only) 

12.1 Login 
When you enter the URL for your Powermail Browser Interface you will see the Login screen. 
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Your Username is your Mailbox number.  You will be given a browser password when you 
first order a Powermail box.  The broswer password is distinct from your Security Code for 
accessing the Powermail service from a telephone, and is alphanumeric 

Enter your Username and Password in the appropriate fields and click [Enter] 

After logging in you will be presented with the Welcome screen. 

 

On the left hand side of the screen is the Navigation Bar, which takes you to one of the series 
of screens, by clicking on the relevant link.  Each screen is described in a subsequent section. 

Once you have logged in to the Powermail web interface, if there is no activity for 10 minutes 
the system will log you out. 

12.2 Mailbox 
From the Mailbox screen you can: 

�  View your mailbox and see all messages 

�  Play voicemail messages, provided the necessary software and hardware is available 

�  View and print faxmail messages (Powermail Gold users only) 

�  Save, Delete and Undelete messages 

�  Forward messages to another mailbox (with or without delivery confirmation) 

�  Forward messages to e-mail (Powermail Gold users only) 

�  Forward messages to a fax machine (Powermail Gold users only)  

Note that some messages forwarded to e-mail could be large and if you are using a dialup 
connection for your e-mail, these messages could take a long time to download. 
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You can view your Powermail mailbox showing the status of all messages in your mailbox. 

For each message, you will see: 

�  The type of message (voice –VOX, or fax - FAX, although fax is only shown for a 
Powermail Gold user) 

�  The unique message id 

�  The status of the message: new, saved, read, undelivered or deleted 

�  The number of pages in a fax message (Powermail Gold users only) 

�  The telephone number from which the message was sent (if available) 

�  The size of the message in bytes 

12.2.1 Listening to Voice Messages 
Click on the Object id against the voicemail you wish to hear.  Provided your PC is suitably 
equipped with software and hardware for listening to wav files, you will hear the voicemail. 

12.2.2 Viewing Fax Messages 
Only Powermail Gold mailboxes have faxmails. 

Click on the Object id against the faxmail you wish to view.  The fax can be viewed in Internet 
Explorer or Netscape.Saving messages to disk 

�  Right click on the Object id against the message you wish to save to disk 

�  Click on Save Target As… 
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�  Select the folder where you want the file to be saved 

�  Enter a suitable file name 

�  Click on Save 

12.2.3 Save Messages 
Saved messages are kept in the mailbox for an extended period of time.  The length of time is 
shown on the bottom of the screen under lifetime for saved messages. 

�  Select the messages to save by marking a tick in the check box against the 
messages 

�  Click on the Save radio button 

�  Click on the Submit button 

12.2.4 Delete Messages 
Deleted messages are marked for deletion, and kept in the mailbox for one day before being 
removed from the system entirely.  Any messages that are deleted accidentally may be 
restored with the Undelete function. 

�  Select the messages to delete by marking a tick in the check box against the 
messages 

�  Click on the Delete radio button 

�  Click on the Submit button 

12.2.5 Reset Messages Marked for Deletion 
Messages that have been marked for deletion may be restored. 

�  Select the messages to restore by marking a tick in the check box against the 
messages 

�  Click on the Undelete radio button 

�  Click on the Submit button 

12.2.6 Forward Messages to Another Mailbox 
�  Select the messages to forward by marking a tick in the check box against the 

messages 

�  Click on the Forward to mailbox radio button 

�  Enter the mailbox number to which you are forwarding messages, in the mailbox 
number field 

�  Mark a tick in the Confirm Delivery check box if you want Powermail to leave a 
message in your mailbox informing you when each message has been read by the 
recipient. 

�  Click on the Submit button 
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12.2.7 Forward Messages to E-mail 
This option is only available on Powermail Gold mailboxes. 

�  Select the messages to forward by marking a tick in the check box against the 
messages 

�  Click on the Forward to email radio button 

�  Enter the email address to which you are forwarding messages, in the email field 

�  Click on the Submit button 

12.2.8 Forward Fax Messages to a Fax machine 
This option is only available on Powermail Gold mailboxes. 

�  Select the messages to forward by marking a tick in the check box against the 
messages 

�  Click on the Forward to fax radio button 

�  Enter the fax machine number to which you are forwarding messages, in the 
Forward to fax field.  The number may be an on-net number or an off-net number.  If 
entering an off-net telephone number, it must not include a leading ‘9’ 

�  Click on the Submit button 

12.3 General Mailbox Settings 
From the General Mailbox Settings screen you can: 

�  Set your Personal Assistance Number 

�  Specify how Powermail plays the response menu when accessing messages 

�  Set short numbers for fax forwarding (Powermail Gold users only) 

�  Set mailbox associated numbers 

�  Set Default fax machine number (Powermail Gold users only) 
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12.3.1 Set the Personal Assistance Number 
The Personal Assistance Number is the telephone that the caller is connected to when 
pressing [0] on the main Powermail menu.  This number may be on-net or off-net 

�  Enter a telephone number in the Personal Assistance Number field.  If the number is 
off-net, do not enter a leading ‘9’ 

�  Click on the Save button 

You will need to ensure you include an instruction in your greeting message for callers to 
press the [0] key for assistance. 

12.3.2 Set Response Option 
Click the Yes radio button to have Powermail prompt for a response after playing each new 
voicemail message, and click on the Save button. 

Click the No radio button to play all your new voicemail messages consecutively and to only 
prompt for a response after you have listened to all of them, and click on the Save button. 

12.3.3 Set Short Numbers for Fax Forwarding 
This option is only available on Powermail Gold mailboxes. 

�  Enter up to eight on-net or off-net telephone numbers of fax machines to which fax 
messages can be forwarded.  Off-net telephone numbers should be entered without a 
leading ‘9’. 

�  Click on the Save button 



Powermail User Guide 

 - 30 - Issue 0.5 

12.3.4 Set Mailbox Associated Numbers 
You may have up to four associated telephone numbers (e.g. Mobile, home etc).  When 
accessing Powermail from these telephone numbers, you will be prompted for your security 
code only; the system will recognise which mailbox you are accessing. 

Your own office extension is already set up as an associated number and does not need to be 
explicitly specified here. 

�  Enter up to four on-net or off-net telephone numbers.  Off-net telephone numbers 
should not be prefixed with ‘9’ 

�  Click on the Save button 

12.3.5 Set Default Fax Number 
Set the Default Fax Number to which fax messages may be forwarded.  This option is only 
available on Powermail Gold mailboxes. 

�  Enter an on-net or off-net telephone number in the Default Fax field.  Off-net 
telephone numbers should not be prefixed with ‘9’ 

�  Click on the Save button 

12.4 Forwarding Settings 
From the Forwarding Settings screen you can: 

�  Set auto forwarding of voicemails to another Powermail box, or (for Powermail Gold 
mailboxes) to e-mail 

�  Set auto forwarding of faxmails to another Powermail box, a fax machine, or e-mail 
(Powermail Gold only) 

Note that some voicemail and faxmail messages can be large and if forwarding to e-mail 
using a dialup connection, could take a long time  
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12.4.1 Auto-forward new Voicemails to another Powermail box 
Use this feature, for example, when on holiday so that your voicemails can be dealt with by a 
colleague. 

�  Enter the Powermail box number to which you wish to forward voicemails, in the 
Automailbox field 

�  Click the Autoforward to Automailbox number radio button under Voice 
forwarding settings 

�  Next to Delete voice messages after successful forwarding click the Yes radio 
button if you don’t want a copy of the voice mail to be retained in your mailbox, or the 
No radio button if you want a copy retained in your own mailbox. 

�  Next to Autoforward voice messages click the Yes radio button 

�  Click on the Save button 

12.4.2 Auto-forward new Voicemails to e-mail 
Use this feature to have your new voicemails delivered to your e-mail as an attachment.  You 
will need to ensure your PC has appropriate hardware and software to play the wav file.  
Some messages can be long, resulting in a large attachment, which could take a long time to 
download if you are using a dialup connection.  This option is only available to Powermail 
Gold mailbox users. 

�  Enter your e-mail address in the Email forwarding address field 

�  Click the Autoforward to your email forwarding address radio button under Voice 
forwarding settings 
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�  Next to Delete voice messages after successful forwarding click the Yes radio 
button if you don’t want a copy of the voice mail to be retained in your mailbox, or the 
No radio button if you want a copy retained in your own mailbox. 

�  Next to Autoforward voice messages click the Yes radio button 

�  Click on the Save button 

12.4.3 Auto-forward new Faxes to another Powermail box 
Use this feature, for example, when on holiday so that your faxes can be dealt with by a 
colleague.  This feature is only available to Powermail Gold mailbox users. 

�  Enter the Powermail box number to which you wish to forward voicemails, in the 
Automailbox field [SP – there is no such field under the fax portion of this screen – 
how does the user enter a Powermail box number??] 

�  Click the Autoforward to Automailbox number radio button under Fax forwarding 
settings 

�  Next to Delete faxes after successful forwarding click the Yes radio button if you 
don’t want a copy of the fax to be retained in your mailbox, or the No radio button if 
you want a copy retained in your own mailbox. 

�  Next to Autoforward fax messages click the Yes radio button 

�  Click on the Save button 

12.4.4 Auto-forward new Faxes to e-mail 
Use this feature to have your new faxes delivered to your e-mail as an attachment.  Some 
messages can be long, resulting in a large attachment, which could take a long time to 
download if you are using a dialup connection.  This feature is only available to Powermail 
Gold mailbox users. 

�  Enter your e-mail address in the Email forwarding address field 

�  Click the Autoforward to your email forwarding address radio button under Fax 
forwarding settings 

�  Next to Delete voice messages after successful forwarding click the Yes radio 
button if you don’t want a copy of the fax to be retained in your mailbox, or the No 
radio button if you want a copy retained in your own mailbox. 

�  Next to Autoforward fax messages click the Yes radio button 

�  Click on the Save button 

12.4.5 Auto-forward to your Default Fax Machine 
Use this feature to have your new faxes delivered to your default fax machine.  This feature is 
only available to Powermail Gold mailbox users. 

�  Enter your default fax machine telephone number in the Default fax number field 

�  Click the Autoforward to default fax number radio button under Fax forwarding 
settings 
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�  Next to Delete voice messages after successful forwarding click the Yes radio 
button if you don’t want a copy of the fax to be retained in your mailbox, or the No 
radio button if you want a copy retained in your own mailbox. 

�  Next to Autoforward fax messages click the Yes radio button 

�  Click on the Save button 

12.5 Notification Settings 
From the Notification Setting screen you can: 

�  Select one or more notification methods for new voicemail messages from: SMS, 
Message Waiting Lamp, Voice, and (for Powermail Gold mailboxes) e-mail 

�  Select one or more notification methods for new faxmail messages from: SMS, 
Message Waiting Lamp, Voice, and e-mail (Powermail Gold mailboxes only) 

�  Set the mobile phone number for SMS notification 

�  Set the on-net telephone number at which Message Waiting Lamp is to be activated 

�  Set the voice notification telephone number 

�  Set the hours during which notification is required 

 

If you select e-mail notification, the Email address should be set in the Forwarding Settings 
page. 

�  Select the required notification methods for new voice messages and faxes by 
marking a tick in the appropriate check box.  Fax mail notification methods are only 
available for Powermail Gold mailboxes. 

�  If SMS notification is required, enter the mobile number in the SMS number field.  Do 
not enter a leading ‘9’ in this field. 
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�  If illumination of the Message Waiting Lamp on a telephone is required, enter the 
network number in the Message waiting number field.  The network number will 
generally comprise a three digit node id and four or five digit extension number. 

�  If voice notification is required, enter the telephone number for notification in the 
Voice notification number field.  The number may be on-net or off-net.  For off-net 
numbers do not enter a leading ‘9’. 

�  Select the time period for voice notification from the scroll fields.  If 24 hour 
notification is required, leave all these fields as ‘00’ 

�  Click on the Save button 

12.6 Greeting Settings 
Provided you have the necessary hardware and software on your Personal Computer, from 
the Greeting Settings screen you can: 

�  Play the greetings on your mailbox 

�  Deleted greetings from your mailbox 

�  Activate or deactivate the Master Greeting 

The screen shows which greetings are set by giving options against each greeting.  The 
eleven greetings are: 

�  Seven daily greetings, 

�  Daily temporary greeting, 

�  Name phrase, played to another user when you send a message to their mailbox, 

�  Further details, played when your mailbox is full, 

�  Master greeting. 
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12.6.1 Play a greeting 
Provided your Personal Computer has the necessary hardware and software: 

�  Click on the Play link against the greeting you want to hear 

12.6.2 Delete a Greeting 
�  Click on the Delete link against the greeting you want to delete 

12.6.3 Activate or Deactivate the Master Greeting 
�  Click on the Use check box next to Master Greeting to activate or deactivate the 

Master Greeting 

�  Click on the Confirm button 

12.7 Change Password Screen 
Use the Change Password screen to change your login password for the Web interface. 

 

�  Enter your new password in the New password field.  Password must be a minimum 
of four characters and are case sensitive 

�  Enter the same password again in the Re-enter password field 

�  Click the Save Password button 

12.8 Logout 
Logout of the Powermail interface by clicking on the Logout link in the Navigation Bar. 
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13 Good Powermail Practice 

13.1 Security 
Protect the privacy of information in your mailbox by frequently changing your personal 
security code. 

13.2 Managing your Mailbox 
o Do record your name as well as a personal greeting, the first time you access 

Powermail 

�  Do personalise your mailbox 

�  Do change your greeting on a regular basis, e.g. to cover holidays, etc. 

�  Do respond to messages promptly 

�  Do remember that PowerMail is not a replacement for you 

�  Do not leave your telephone permanently diverted to Powermail 

�  Do not store messages longer than required 

�  Do not forget to check your messages on a regular basis 

13.3 Recording your Greeting 
�  Identify yourself first 

�  Speak clearly and concisely 

�  Give an indication when you can get back to callers who leave a message 

�  If you have set a Personal Assistance number, tell the caller to dial ‘0’ to reach it 

�  If you include a telephone number in your message, speak slowly to allow callers to 
write it down 

Some example greetings are: 

�  “You have reached the voicemail of …(name) on … (day) …(date).  I am in the office 
today, however I cannot take your call at the moment.  Please leave a message after 
the tone, briefly describing your query, and I will get back to you within the hour.” 

�  “This is …(name) on …(day).  I shall be in meetings all afternoon and unable to take 
calls. Please leave a message after the tone and I will call you back tomorrow 
morning” 

�  “You have reached … (name)’s voicemail.  I am on holiday until …(date) however you 
may press zero now to reach my colleague who will help you.  Alternatively you may 
leave a message after the tone and I will hear your message when I return to the 
office.” 

�  “You have reached …(name)’s messaging service.  I am out of the office this 
afternoon, …(date).  To send a fax press the “send” key on your fax machine now.  
You may leave a message after the tone and I will get back to you tomorrow morning 
before 10:00.  Alternatively, if your call is urgent, press the zero key now, and you will 
be transferred to my mobile.” 
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�  “This is … (name)’s messaging service.  I am out of the office travelling for the rest of 
this week.  Please leave a message after the tone, and I will be contacted 
immediately, and will return your call as quickly as possible. 

13.4 Sending a Voice Message to Another Powermail box 
�  Speak clearly and concisely 

�  State the subject you are calling about 

�  Include all relevant facts concerning the subject without making the message 
unnecessarily long 

�  State the action you are requesting (e.g. to get back to you with some figures by 
Friday lunch time) 

�  If you include a telephone number in your message, speak slowly to allow it to be 
written down 
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14 Feature Summary 

Feature 
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New Voicemail Message Notification   

Message Waiting Lamp X X 

SMS message X X 

Voice Notification X X 

E-mail notification  X 

   

New Faxmail Message Notification   

Message Waiting Lamp  X 

SMS message  X 

Voice Notification  X 

E-mail notification  X 

   

Voicemail message retrieval   

Dial in and listen X X 

Web interface from a multi-media PC X X 

Forward to another mailbox X X 

Delivery by e-mail  X 

Message Date / Time stamp X X 

Telephone number of caller stored X X 

Call back the caller with two digit key stroke X X 

   

Faxmail message retrieval   

Dial in and forward to default fax machine  X 

Dial in and forward to any fax machine  X 

Dial in from a fax machine and retrieve  X 

Dial in and forward to another Powermail Gold mailbox  X 

Dial in and forward to e-mail  X 

View through web interface  X 

Web interface and forward to a default fax machine  X 

Web interface and forward to another fax machine  X 
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Web interface and forward to e-mail  X 

Web interface and forward to a Powermail Gold box  X 

   

Browser Interface   

View mailbox messages X X 

Save, delete and undelete messages X X 

Forward messages to other Powermail boxes X X 

Forward messages to e-mail  X 

Forward faxmail messages to a fax machine  X 

Management of Personal Assistance Number X X 

Activate / deactivate response menu after each new msg X X 

Management of Mailbox Associated Numbers X X 

Management of Default Fax number  X 

Management of short fax numbers  X 

Management of e-mail address for forwarding messages  X 

Management of fax forwarding settings  X 

Management of voice forwarding settings X X 

Management of voice notification settings X X 

Management of fax notification settings  X 

Management of browswer log on password X X 

   

Greeting Messages   

7 Daily Greetings X X 

Master Greeting X X 

Daily Temporary Greeting X X 

   

Other Features   

Personal Assistance X X 
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15 Parameters 
The following parameters apply.  These parameters are set and cannot be changed by the 
end users via the Browser Interface. 

Feature Parameter 

Maximum number of messages per mailbox 30 

Maximum voice message length 3.5 minutes 

Maximum number of mailbox associated numbers 5 

Length of time read (unsaved) messages are kept 1 day 

Length of time saved messages are kept 10 days 

Length of time unread messages are kept 28 days 

Length of time deleted messages are kept 1 day 

Maximum length of Daily Greeting 90 seconds 

Maximum length of Master Greeting 90 seconds 

Maximum length of Daily Temporary Greeting 90 seconds 

Maximum number of Voice Notification retries 3 

Interval between Voice Notification retries 30 seconds 

Web page time out 10 minutes 
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16 Telephone Menu Structure 
MAIN MENU
[1] Listen to voice messages
[2] Forward faxes
[3] Change mailbox settings
[6] Send a message
[9] Exit

1 3 6

SELECT VOICE MESSAGE
[1] New messages
[2] Old messages
[3] Saved messages
[8] Undelete messages
[9] Main menu

1 2 3

VOICE MESSAGE
MANAGEMENT
[2] Replay message
[3] Delete message
[4] Rewind 10 seconds
[4][4] Rewind to beginning
[5] Next message
[6] Fast forward 10 seconds
[6][6] Fast forward to end
[7] Save message
[8] Message details
[*] Pause / resume play
[15] Play previous message
[16] Forward message
[17] Append comment
[18] Dial caller
[9] Return to previous Menu

16

FORWARD VOICE
MESSAGE
[1] Forward to e-mail
[2] Forward to a mailbox
[9] Return to previous Menu

2

[Mailbox number][#]

FORWARD VOICE
MESSAGE TO MAILBOX
[1] Send
[2] Append comment
[3] Send & request receipt
[9] Return to previous Menu

2

FORWARD FAX MESSAGE
[1] All new faxes
[2] New faxes individually
[3] Old faxes
[4] Undelivered faxes
[5] Saved faxes
[9] Main menu

1 2 3

FAX MESSAGE FORWARD
[1] Default fax number
[2] Fax machine calling from
[3] Another fax machine
[4] E-mail
[5] Mailbox
[9] Return to previous Menu

3

[Mailbox number][#]

CHANGE MAILBOX
SETTINGS
[1] Change voicemail settings
[2] Change faxmail settings
[3] Change Security Code
[9] Main menu

1 3

CHANGE VOICEMAIL
SETTINGS
[1] Message retrieval style
[2] Mailbox greeting/name
change
[3] Notification options
[4] Forwarding options
[9] Return to previous Menu

1

MESSAGE RETRIEVAL
STYLE
[1] Response after each msg
[2] Response after all msgs
[9] Return to previous Menu

2

GREETING/NAME CHANGE
[1] Listen to Greetings
[2] Record Master Greeting
[3] Record Default Greeting
[4] Record Daily Temp Greet.
[5] Record your name
[6] Record extra details
[7] Turn Master Greet. on/off
[9] Return to previous Menu

3

NOTIFICATION OPTIONS
[2] SMS notification on/off
[3] MWI on/off
[4] E-mail notification on/off
[5] Verbal notification on/off
[9] Return to previous Menu

FORWARDING OPTIONS
[1] Forward to e-mail
[2] Forward to a mailbox
[4] Do not forward
[9] Return to previous Menu

4

[Four digits]

[Same Four digits]

SEND A MESSAGE
[1] Send message
[2] Listen to message
[3] Delete message
[4] Re-record message
[9] Send message and
request receipt

[Mailbox number][#]

DAILY DEFAULT
GREETINGS
[1] Record Monday greeting
[2] Record Tuesday greeting
[3] Record Wed. greeting
[4] Record Thursday greeting
[5] Record Friday greeting
[6]  Record Saturday greeting
[7] Record Sunday greeting
[9] Return to previous Menu

3

4 5
2

CHANGE FAXMAIL
SETTINGS
[1] Fax Forwarding setting
[2] Default Fax number
[3] Fax notification
[4] Short code settings
[9] Return to previous Menu

FAX FORWARDING
[1] Forward to Default fax no.
[2] Forward to no calling from
[3] Forward to another fax no
[4] Forward to e-mail
[5] Forward to a mailbox
[8] No forwarding
[9] Return to previous Menu

1

3 5

[Short Code][#]
or

[Fax m/c number][#]

[Mailbox number][#]

32

DEFAULT FAX NUMBER
[1] Set Default Fax number
[2] Set to the number  you
are calling from
[9] Return to previous Menu

1

5

2

[Mailbox number][#]

[Short Code][#]
or

[Fax m/c number][#]

4

SHORT CODE SETTINGS
[1] Listen to numbers
[2] Change Short Code nos
[9] Return to previous Menu

2

CHANGE SHORT CODES
[1] Change code 1
[2] Change code 2
[3] Change code 3
[4] Change code 4
[5] Change code 5
[6] Change code 6
[7] Change code 7
[8] Change code 8
[9] Return to previous Menu

1-8

[Fax m/c number][#]
or

[#] to clear
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