
To check voicemails from any External Phone  
1 You will receive a call from 512-255-5050  
2 When you answer your phone and the recording begins press # to access the voicemail 
3 Enter your password (3016) then press # 
4 Follow instructions below for “Listening to messages” 
 
To check voicemails from any External Phone IF CALL WAS MISSED AND YOU 
HAVE TO CALL INTO THE OFFICE 
1 Dial the main number (512-439-3600) 
2 When outgoing message begins to play PRESS 0 
3 Enter your extension (3600) 
4 Press 9 during your greeting to access your voicemail options. 
5 Enter your password (0316), then press #. 
6 Follow instructions below for “Listening to messages” 
 
Listening to messages: 
New Messages 
Listen to messages that have not been saved or deleted. 
1 Log into your account. 
2 Press 1 to listen to the first new message. 
3 Press one of the designated option numbers to access other listening options (see Listening Options described below). 
OR 
When the message has finished playing 
4 Press 2 to go to the next message. 
 
Saved Messages 
Listen to messages saved from this or previous sessions. 
1 Press 2 to listen to the first saved message. 
2 Press one of the designated option numbers to access other listening options (see Listening Options described below). 
OR 
When the message has finished playing 
3 Press 2 to go to the next message. 
 
Deleted Messages (from the current session only) 
You cannot access deleted messages from any previous sessions. 
1 Press 5 to listen to the first deleted message. 
2 Press one of the designated option numbers to access other listening options (see Listening Options described below). 
OR 
When the message has finished playing 
3 Press 2 to go to the next message. 
 
Listening Options 
Use the options below when listening to new, saved, or deleted messages. 
• Press 1 to replay the current message. 
- Each time you press 1, the message replay from the beginning. 
• Press 2 to skip to the next message while the current message is playing. 
• Press 3 to delete the current message. 
• Press 4 to reply to or forward the message, or to callback the person that left the message.  
- See the After Listening to Messages section of this guide. 
• Press 5 to play the previous message while the current message is playing. 
• Press 6 to save the current message. 
• Press 7 to rewind the current message (by 4 seconds) 
- Each time you press 7 while the message is playing, it will rewind another 4 seconds. 
• Press 8 to undelete any messages deleted in this session. 
NOTE 
If you deleted messages in a previous session, these messages cannot be recovered. 
• Press 9 to fast forward the current message (by 4 seconds). 
- Each time you press 9, the message will fast forward another 4 seconds. 
• Press during the “message-received” preamble to skip to the beginning of the current message. 
• Press during the message itself to skip the rest of the message (and play the next message, if there is one). 
 
  



After Listening to Messages 
After listening to a message, and while you are in the Listening menu, use the options below to save, reply to, forward messages or 
callback. You can also call back the person who left the message. 
 
Reply to a Message 
You can send an immediate reply to the person who left the current voicemail. If the message was sent to multiple recipients, you 
have the choice of replying to just the original sender or to all recipients. 
From the Listening options menu: 
1 Press 1 to access reply options. 
2 Press 1 to reply to the original sender only. 
OR 
3 Press 2 to send to all recipients (if the message as sent to multiple recipients). 
At the tone: 
4 Record your reply, then press *. 
5 Set deliver options or re-record your message, as needed. 
6 Press 1 to send your reply. 
 
Forward a Message 
Send a copy of the current message to the voicemail of one or more users. In addition, you can include a recorded message that 
explains the reason you are forwarding the message. 
Example: 
“I just received this message from our customer, Mr. Jones. Can you please call him and answer his questions? Thanks.” 
From the Listening options menu: 
1 Press 2 during or after listening to a message. 
At the tone: 
2 Record your message, then press . 
3 Press 1 to accept your recording. 
OR 
Press 2 to hear your recording. 
NOTE 
If you want to re-record the message, press 3. 
4 Set deliver options or re-record your message, as needed. 
5 Enter the extension to which you want to forward the message, then press . 
6 Repeat step 5 for each extension you want to include. 
HINT 
If you do not know a user’s extension number, press 411, then select the user by name. If you want to send the message to all users on the 
system (which have voicemail capabilities) press 8888 . 
7 Press to send the message to the designated extension(s). 
OR 
8 Press to cancel. 
NOTE 
If you entered multiple extensions, press to delete the most recently added extension. Press to delete each extension. Once all extensions have been 
deleted, press to delete the message itself. 
 
Callback a Sender 
Instead of using the reply method to call the sender’s voicemail, use the Callback method to directly call the extension or outside 
phone number of the sender. 
From the Listening options menu: 
1 Press 3 during or after listening to a message (without deleting the original message). 
OR 
Press 4 during or after listening to a message (the original message WILL be deleted). 
NOTE 
If you are calling back a forwarded message or calling a sender with more than one available phone number (for example a callback number and a 
Caller ID number), the system will prompt you to select the appropriate number. 
When the caller’s number appears: 
2 Press 1 to dial that number. 
OR 
To choose from a list of available numbers for the 
sender: 
3 Press 2. 
4 Select the appropriate number to dial the sender. 
5 Press FLASH 3 or wait for the other party to hang up to make another call. 
 


