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message notification 
There are multiple ways of retrieving your 
voice mail messages. You can retrieve them 
from your telephone, a remote telephone or 
email. Your phone can give you the stutter 
dial tone or VMWI. You can also be notified 
to an email account or a pager that accepts 
email pages. We will need your email address 
for the options of an email account or pager 
notification. 
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message folders 
The voice mail system allows you to save and 
organize your messages into folders. 
When you first log into your mailbox, the voice mail 
system will make the “New Folder” the current folder 
if you have any new messages. If you do not have 
any new messages the voice mail system will make 
the “Old Folder” the current folder. When a caller 
leaves a message for you, the voice mail system will 
put the message into the “New Folder”. If you listen 
to the message, but do not delete the message or 
save the message to a different folder, the VMS will 
automatically move the message to the “Old Folder”.
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message folders 
There are five folders as listed 
below: 

Message Folder Names: 
Folder 0 - New Messages 
Folder 1 - Old Messages 
Folder 2 - Work Messages 
Folder 3 - Family Messages 
Folder 4 - Friends Messages 
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your mail box 
The voice mail system allows you to administer your voice mail in dif-
ferent ways. It provides a lot of flexibility so there is no single answer to 

how to log into your mailbox. Below are the popular 
methods for accessing your voice mail. 

• By calling your Phone Number and waiting for the 
greeting. During the greeting press the “*” button, 
you will be prompted for your passcode. 

• By calling 419-739-3792; then by entering your 
mailbox number and passcode. 

• Dial *98 from the phone that contains your voice 
mail, then enter your passcode when prompted. 4a



main menu  
The main menu will be the first menu that you are presented with 
once you have logged in. 

• “1” Listen to messages 
in the currently selected folder. 

• “2” Change folders. 

• “3” Advanced options. 

• “0” Mailbox options 
– Greeting Recordings, Passcode etc. 

• “*” Repeat the menu options. 

• “#” Exit from the voice mail system. 4b



your first log in  
The first time that you log into your mailbox, you may be required 
to change some settings. In particular, you may be required to: 

• Change your Password 

• Record your Name 

• Record your Unavailable Greeting. 

• Record your Busy Message 
	 - not used, but needed 
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message envelope 
The voice mail system will play back the message “envelope”. Depending 
on how the voice mail system has been configured, the message envelope 
may consist of the items listed below. 

Pressing “1” any time during the playback of the mes-
sage envelope will skip to the message playback. The 
voice mail system will then play back the message. 

• The Message Number. 

• Date and time that the message was received. 

• Caller ID information. 

• Duration of the message. 4d
























