
This is a quick guide for Inmail voicemail.  In this diagram you will see Bold letters in the menu.  This is the 
key that will assist you in navigating through voicemail.  For instance to get to Mailbox options the attendant 
will say press 67.  If you look under mailbox options you will see OP is in bold.  The small box next to 
Mailbox options says OP=67.  67 is where O and P are on your dial pad on the phone.  Also any thing you 
see with a bracket around it [  ] tells you that you will have a soft key in your display for that option in 
voicemail.  Not all options have soft keys.  

Listen to Message
[Lstn]

L = 5

Record and Send a 
message [rec]

Mailbox Greeting
[Greet]

Callers hear your active 
greeting (1-3) only if you do not 

answer or are busy. If auto 
attendant DND is on , the auto 
attendant does not ring your 
phone.  Callers immediately 

hear your active greeting. If off 
the auto attendant will try your 

extension. 

Record Mailbox Name

Main Menu

While listening you can

Record REplay
Listen to next message

[Next]

Have Message Forwarded

Make Call To Sender

Get TIme and Date

Backup a few sec

Back up to Beginning
[Rpt]

Go ahead a few sec

SAve Message

Erase
[Erase]

Pause/Resume Listening

Select new message list

RE = 73

MF = 63

MC = 62

TI = 84

 E = 3

L = 5

B = 2

BB = 22

G = 4

*

1N = 16

SA = 72

RS = 77 Enter mailbox number then

Reenter Mailbox number
[mbox]

Start Recording
[cont]

Exit to the main menu
[exit]

While recording you can

Pause/Resume recording
[pause] [resume]
Erase Recording

[cncl]

*

#

*

3

End Recording
[done]

#

G = 4

RN = 76

Mailbox OPtion OP = 67 Mailbox options are as follows
Security Code

[sec]
S = 7

Message Notification
[notif]

N = 6

Auto Time Stamp
[time]

AT = 78

Exit Menu
[exit]

#

TIme and Date TI = 84

System Admin Options
(For admin mailbox only)

SA = 72

Exit Mailbox
[Exit]

These options are also 
available while listening to a 

message

Select All Message List

Select Saved Message List

Select New Message List 1N = 16

1S = 17

1A = 12

X = 9

Exit Listen Mode
[Exit] - #

Voicemail Quick Reference 
Guide. 

 [Softkey in display]

To check messages from outside of the office.  Dial 
your main number, have the person that answers the 

phone press transfer and 190 to transfer you to 
voicemail.  Once the auto attendant answers press # 

and your ext number.  Listen to the prompts. 

Instruct
[instr] I = 4

Announcment
[annc] A=2

Subscriber
[subs]

S=7 Delete Messages
[msg]

DeleteRecorded Name
[msg]

Delete Greeting
[msg]

Delete Security Code

Enter Mailbox 
number 001-008

Listen to greeting
[lstn] L=5

Record Greeting
[rec] R=7

Erase Greeting
[erase] E=3

Exit X=9

AT = 28


