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Access Voice Mail 
 
To access your voicemail from: 
 

1. Your own Polycom phone 
 

• Dial 8500 
• Enter your extension when prompted “Mailbox” 
• Enter your password when prompted “Password” 

 
2. Remotely 
 

Call the office phone number and when the Auto Attendant answers,  
follow the above steps that are listed for calling from your own phone. 

 
 
Mailbox Options 
 

1.Press 1 to receive your messages 
• Press 5 to repeat the current message 
• Press 6 to receive the next message 
• Press 7 to delete the message 
• Press 8 to forward the message to another user 
• Press 9 to save this message 

 
2.Press 2 to change folders 

 
3.Press 3 for advanced options 

 
4.Press 0 for Mail box options 

• Press 1 to record your unavailable message 
• Press 2 to record your busy message 
• Press 3 to record your name 
• Press 4 to record your temporary greeting 
• Press 5 to change your password 
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