Name (Your Name): _____________________________________________________

Phone Extension (Your Extension):  ________________________________________
Default Voicemail Password:  _____(same as extension)________________________
Worksmart IM/Web Username (userid@domain): ____________________________
Worksmart IM/Web User Password:  __________1212_________________________

Worksmart Voicemail
1. Know your Extension and Default Voicemail Password (PIN). (See above)

2. To Listen to messages and/or record your greeting and name:

· Using a new office VOIP phone, dial 9999 (don’t use voicemail button).
· You will hear a recorded voice say “Worksmart Mail. Mailbox?”

· Enter your extension

· You will hear a recorded voice say “Password?”

· Enter your PIN
You are now in the voicemail system and you will hear a recorded message say “You have “X” new messages and “X” old messages….Press 1 to listen to the messages…Press 2 to change folders…Press 3 for more options.”

3. To record your greeting or name, follow the steps above, and Press 3 for more options
You will hear..

“Press 1 to record your unavailable message”

“Press 2 to record your busy message”

“Press 3 to record your name”

(The difference between an “unavailable message” and a “busy message” is the unavailable message plays when you don’t pick up the call and you are not on the phone.  The busy message plays when you are already on the phone.  If you wish, you can record the same message for both.)

Choose one of the options in step 3 above, some guidelines follow:
Recording your greeting -  [Example: “You have reached the voicemail box of ​​​​____________, please leave your name, phone number, and a brief message after the tone…thank you.”]

After you record your message, you will hear “Thank you…press 1 to accept this recording…press 2 to listen to it…press 3 to re-record it”.  Follow the prompts as necessary to complete your unavailable message.

Recording your name – IMPORTANT: If you do not record your name, when a caller enters the # key to access your company directory and finds your name, the Worksmart system will spell your first and last name in a digital voice.  Callers prefer to hear your voice.

When you are in step 3 and you hear “…press 3 to record your name”, press 3.  You will hear “record your name after the tone…when finished, press the pound key.”  Follow the prompts to listen, save, or re-record.  When you have finished recording your name and saved it, hang up.

Listening to Voicemail Messages

There are three ways to listen to voicemail messages: From a phone, a web browser, or via email.
I.  Phone method

Accessing voicemail from a phone has two options.

A.  From any VOIP office phone access.  Dial 9999 as shown on page 1 above. 
B.  From your phone. Press the “Messages” key or function [Polycom 301 = “Menu”, “1”, “5”
B.  Traditional phone access.  You can access voicemail by dialing into the auto-attendant voicemail system from the outside, using any type of phone. See your administrator for the Auto-Attendant phone number.
Call your company Auto-Attendant phone number
1. You will hear your company’s greeting.  While listening to your company’s greeting, enter 9999.  You will be prompted to enter your extension, then your password.  This will enter you into your personal voicemail box.
II. Internet Browser method.  You can access voicemail from any browser connected to the internet, and from any computer

· Go to http://www.worksmartcentral.com
· Enter your user ID and password (it is userid@domain, default password is 1212)
· After logging in, there will be a tab called “Voicemail”

· Click on the voicemail tab and you are able to click on individual voicemails and listen to them with your default media player.  

III.   Listening to voicemails from your email

When your administrator created your User ID, they entered an email address for you into your User profile.  They also chose whether or not to send copies of your voicemails to an email address they entered in the Worksmart settings.  This feature can be turned on or off by logging in to Worksmartcentral as the User and going to the “Settings tab” and selecting or deselecting the “Route voicemails to the designated email account”. You can also change the email address that copies of voicemails are sent to.
When you access the email that voicemails are sent to, click on the file attached to the email and your default media player will play the voicemail on your computer.  These data file voicemails can be stored in a folder, just like any data file. Generally, the voicemail files play in any media player. For the next few weeks, you may have to download and install the Worksmart Voicemail Player.
For more advanced features of voicemail, ask your administrator to send you the User’s Manual (in PDF format), or download it yourself after logging into www.worksmartcentral.com, on the “My Home “ on the lower left side of the page.  To log into Worksmartcentral, see “Logging into Worksmartcentral”, below in this document.
For more advanced features, such as forwarding voicemails, folders, etc., refer to the Users Manual.
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