
Main Menu Options 
1 - Listen to messages 
2 - Record new message 
3 - Work with Greetings 
4 - Change mailbox settings 
        >3 - Security Options 
7 - Change subscriber 
0 - Listen to Helpful Hints 
* - End call and hang up  
 
Message Options 
1 - Play message again 
2 - Save message 
3 - Erase message 
4 - Reply to message 
   >2 - Record reply 
   >3 - Reply to all 
   >4 - Forward  
   >5 - New message  
5 - Forward Message 
Enter phone number or 
group list number 
Press # when finished 
- Go to Main Menu 
 
 
Sending/Forwarding 
Options 
Enter phone number or 
group list number 
Press # when finished 
* - Cancel message 
 

Greeting Options 
1 - Record greeting 
2 – Extended absence greeting 
3 - System greeting with phone 
number 
4 - System greeting without 
name or phone number 
5-   Record Busy greeting 
 
# - Save greeting 
•- Go to Main Menu 

 
Delivery Options 

1 - Review/re-record message 
2 - Urgent on/off 
3 - Private on/off 
5 - Request delivery report 
7 - Add recipient 
# - Finished  
9 - Schedule future delivery 

Voicemail Shortcuts and Instructions 

NSOB Staff ONLY  
How to Rewind and Fast 

Forward Messages 
77 – Skips back 5 seconds 
99 – skips forward 5 seconds 
 

 
How to play only the body of 
the message (does not play 
back the phone number of 

the person who left the 
message) 

 
1. Log into voicemail 
2. Press 4 for settings 
3. Press 2 for time saver 

options 
4. Press 3 for preferences 
5. Press 1 for voicemail 

header options 
6. Listen if the headers are on 

or off and follow directions 
for turning OFF the 
headers. 

IF YOUR DEPARTMENT HAS VMAIL 
To Access Account:  Dial 402-323-0000 
Enter Passcode =  See Your Supervisor 
 
To Do – Set the Following Items  
• Record Name 
• Record Regular Greeting 
• Record Busy Greeting  
• Record Temporary or Out of Office Greeting 

(Optional/As Needed) 
• Your phone has programmed a 0 out Option 

which goes to your section contact or the 
NDE Receptionist @ 471-2465.  
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