
Message Central 
Quickstart Guide

Message central
Welcome to Message Central, TelePacific’s voicemail 

system which offers many exciting features to meet 

your business requirements. Before accessing your 

mailbox, please be sure to take a moment to familiarize 

yourself with this user guide. It provides you step by 

step instructions to set up your mailbox. It also offers 

hints to manage your messages more effectively. 

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.

getting started
From your telephone:

4	Dial *99.

4	Dial your ten-digit phone number.

From any other touch-tone phone:

4	Dial your business phone number directly.

4	Press * to interrupt the greeting.

4	Dial your ten-digit phone number.

The first time you access your mailbox a user tutorial 

is automatically activated. This tutorial will guide you 

through your first mailbox session.



message 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 they call your phone. For example, ”Hi, this is 

Chris. I can’t take your call right now but if you leave a 

message, I’ll get back to you as soon as possible.”

Callers can press 1 to go directly  

to voicemail.

Name

You will be asked to record your name so that Message 

Central can:

4	Greet you when you call into the system.

4	Identify messages you leave for other callers.

4	Identify your mailbox when other users address 

messages to you.

Once your voice mailbox is set up, you can begin using 

the Message Central features.
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*	 If you have Fax Central along with Message Central, 

you will have the grayed out features above.


