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Luickstart Guide

SETTING UP YOUR MAILBOX
FOR THE FIRST TIME

An audio tutorial will guide you through setup the first
time after logging into your mailbox. During the tutorial,
you will learn about all of the messaging capabilities

and customization features available in your mailbox. In
addition, you will be led through the process of recording
your name, a personal greeting, and a secret pass code.
After the initial tutorial is completed, you can access

the tutorial again at any time through the User Options
menu in your mailbox. Following the tutorial, you must

activate the “Find Me” feature, which forwards your

caller to a secondary number

GETTING STARTED
From your telephone:
» Dial #99.
» Dial your ten-digit phone number.
From any other touch-tone phone:
» Dial your business phone number directly.
» Press * to interrupt the greeting.

» Dial your ten-digit phone number.

CALL CENTRAL TUTORIAL

The first time you access your mailbox, a tutorial will
help you choose a new pass code, create your primary
personal greeting, and record your name.

Pass code

Your pass code can be any 4 to 10 digits. Choose one
that you can remember and that would be hard for
someone else to guess. Pass codes cannot contain
identical digits (i.e. 1111, 2222, etc.)



Greeting

You will be asked to record a greeting that callers will
hear when the “Find Me” feature cannot locate you.

It would be the second greeting callers would hear.
Therefore, this greeting should say something like, “I'm
sorry | wasn't available to take your call. Please leave a
detailed message and | will respond as soon as | am able.”

Name

You will then be asked to record your name so that Call
Central can:

» Greet you when you call into the system.
» Identify messages you leave for other callers.

» Identify your mailbox when other users address
messages to you.

ACTIVATING THE
“"FIND ME"™ FEATURE

You must go into User Options (option 3) from the Main
Menu and record your Dialog Menu greeting to activate
the “Find Me” feature.

The Dialog Menu Greeting is the greeting callers will
initially hear to notify them that the system will attempt
to locate you.

The system will not attempt to locate you until
the Dialog Menu Greeting is recorded.

This greeting should instruct callers to press “3” for the
system to attempt to find you or “1” to leave a message.

A sample Dialog Menu Greeting would be, “Hi, this is
Chris. Please press 3 to have the system try to locate
me. Or press 1 to leave a message.”

Callers will hear this greeting followed by “After you
hear the tone, please tell me your name” to allow you to
screen your calls.

Dialog Menu Greeting
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“Find me” feature

When you are away from your office, Call Central will
forward the call to a secondary number.

When your secondary number rings, you can listen to the
caller's name before answering the call or send the call
to voicemail without notifying the caller.

If your “Find Me” number has caller ID capabilities you
will see the caller's number displayed on your screen.

For call screening, answer your call and the system will
play the caller's name.

Call screening is voice activated.
You must say “hello.”

» To connect to the caller, press “1”.

» To send the caller directly to voicemail, press “9”
or hang up the call.

Call Central will automatically detect the fax tone if the
incoming call is a fax call. You will be notified when a fax
document is deposited in your mailbox.



