Setting up a New Telephone Mailbox
Getting Started:  CallXpress automatically guides new users through the process of setting up their mailboxes.  If you are not guided through this process, follow these steps to record your name and personal greeting, and to set your security code.  It is important that you set up your mailbox before using CallXpress.
Step 1.  Access Your Subscriber Mailbox
1.  Enter the CallXpress internal or external telephone number.  (3800)
2.  Enter any other keys, such as #, that your system requires.
3. Enter your subscriber mailbox number.

4. Enter the security code.  The first time you access your mailbox, your security code may be set to all zeros.  (0000)
After entering the security code, you can access CallXpress features.  But first, follow the next three steps to set up your mailbox.

Step 2.  Change Your Security Code

1. Access your subscriber mailbox as described above.

2. Press 3 to access PhoneManager.
3.  Press 1 to access the Personal Options menu in PhoneManager.
4. Press 4 to change your security code. 

5. When prompted, enter a new numeric security code followed by a # sign.
· Your security code can be any length from your system’s designated minimum up to 15 digits.  Ask the system administrator for the minimum security code length for your system.  Try to avoid using simple combinations such as your mailbox number or “1234”.
· You might be forced to change your security code periodically, depending selections made by the system administrator.  In this case, you’ll be alerted at logon when your security code expires.  If your security code does expire, you can still access your mailbox and change it; you just can’t listen to or send messages.
6. Confirm the new security code by entering it again followed by the # sign.  CallXpress tells you that your security code has been changed.

Step 3.  Record Your Name to Identify Your Mailbox

1. After changing your security code, press 5 at the Personal Options menu to record your name.  When recording your name, don’t include an introduction such as “Hello, this is...” because CallXpress already provides an introduction.

2. Press 2 to begin recording, then speak your name.  Press 2 again to stop recording.

3. After recording your name, you can:

· Press 6 to review your name.

· Press 4 to delete your name and start over.

· Press * to cancel and exit to the Personal Options menu, without saving the recording.
4. When you are satisfied with the recording, press 5 to save it.

Step 3.  Record Greetings for Your Mailbox

1. Once you have recorded your name, press 3 at the Personal Options menu to record a personal greeting.
2. If asked, press 1 to record the greeting to be used when your line is busy* or press 2 to record the greeting to be used for all other conditions.

3. Press 2 to begin recording, then speak the greeting you want your callers to hear.  Press 2 again to stop the recording.  You may find it helpful to write down what your greeting will say before recording.
4. After recording your greeting, you can:

· Press 6 to review your greeting.
· Press 4 to delete your greeting and start over.

· Press * to cancel and exit to the Personal Options menu, without saving the recording.

5. When you are satisfied with the recording, press 5 to save it.

6. Press * to leave PhoneManager.

You are now ready to use CallXpress!
You can exit the system at this time or use the fold-out card and begin exploring the many features inside CallXpress.

* This feature may be restricted or not available.  Check with the system administrator for availability.  
