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Changing a mailbox

After you add a mailbox, you can change the mailbox:

password
extension

Class of Service
display name

appearance in the Company Directory
Message Waiting Notification

outdial route

Alternate extension
Express Messaging Line

Call Screening

Note: Reset a password only if the mailbox owner forgetsit or is “locked-out”. The

d password for areset mailbox is0000. Mailbox owners cannot access their messages until

they change the default password. After you reset a mailbox password, tell the mailbox
owner to change the default password as soon as possible. While the mailbox has the
default password, the mailbox is vulnerable to unauthorized access.

To change a mailbox

Log:

QUIT RETEY Ok
RAdmin

MBOX AR OTHR
Mailbox Admin

ADD DEL CHHG
Mo

DIR QUIT
FPaszsword

RESET HEST

Pazsword reset.

FPaszsword
RESET

1 Press(2])P)B]B].

Enter the System Administrator mailbox number and password,

and then pressoK. DEFAULT PASSWORD = 1020000

Press MEDH.
Press CHHG.

Enter the mailbox number or pressIR to use the Company
Directory.

If you want to change the password press EESET
or
pressHEXT to change other mailbox settings and go to step 8.

The password is reset.

PressHEXT to change other mailbox settings
or
press (=] to end the session.
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Extl
CHHG HERT
Extl
RETREY QUIT

Service classix

CHHG HEXT

Serwice classix

RETEY Ok

“mbox owner name:

CHHG HESXT
HHHEE, HE

RETREY BKSF Ok
W, W

CHHG HERT
Directoraly

CHHG HERT
CHHG HEXT
M=3 wait.ina:t

CHHG HESXT

Outdials <o

CHHG HEXT

Outdials <o

CHHG MEWT

8

10

11

12

13

14

15

16

17

18

19

If you want to change the extension number, press CHHG
or
pressHEXT and go to step 10.

Enter the new extension number and pressHEXT.

If you want to change the Class of Service, press CHHG
or
pressHEXT and go to step 12.

Enter aClass of Service from 1 to 16 and pressHEXT.

If you want to change the mailbox owner’s display name press CHHG
or
pressHEXT and go to step 15.

Enter the mailbox owner’s last name, press , enter the
mailbox owner’s first name or initial, and then pressOk.

For information on entering names using the telephone dial pad,
refer to “Using the dialpad” on page 12.

PressHEXT.

If you want to change whether the mailbox owner’s nameis
included in the Company Directory, press CHHG

or

pressHEXT and go to step 17.

PressHEXT.

If you want to change message waiting notification for the mailbox
press CHHG

or

pressHEXT.

PressCHHGG if you want to change the outdial method
or
pressHEXT and go to step 27.

PressHEXT if you want to use the outdial method shown on the
display

or

pressCHHG if you want choose another outdial method.
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MM

RETREY 0K
Aoccertl

RETREY Ok
Altl extlxx

CHHG HERT
Altl ext.:

RETREY QK
Altl extlxx

CHHG HERT

ALLZ extixxx
RETEY 0k

ALLZ extixxx

RETREY 0k
M=9 lineixxx

CHHG HESXT
M=3 line:

RETREY oK

M=3 linel xx
CHHG HERT

Afersiblind
CHHG HEXT

afersiscresned
CHHG HEXT

Mailbox Admin
ADD DEL CHHG
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Enter the Line or Pool number and press oK.

Line numbers must be between 1 and 500. Although line pools have
aletter such as A, B or C, CallPilot accepts only numbers. If you
enter aline pool use 1 for A, 2 for B, 3 for C, and so on.

PressOk.
Steps 22 through 26 appear only if the mailbox has Alternate
extensions. If not, go to step 27.

If you want to change or delete the first Alternate extension press
CHHG

or

if you want to change the second Alternate extension pressHEXT and
go to step 25.

If you want to delete the first Alternate extension, press
or

if you want to change the Alternate extension, enter the new
extension number and press QL.

PressCHHG to change the second Alternate extension.

If you want to delete the second Alternate extension, press [#].
The display shows: A1t.2 ext.: thone

or

if you want to change the second Alternate extension number enter
the new extension number and press k.

Altz2 ext. appearsonly if Alternate extension 1 is assigned.

PressHEXT.

Press CHHG to change or assign an Express Messaging Line
or
pressHEXT and go to step 29.

Enter an Express Messaging Line number between 1 and 500
and pressOk.

PressMEXT.

Press CHHG if you want to change the call screening status
or
pressHEXT and go to step 30.

Press HEXT.

Press (=] to end the session.
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	Text1: Default Password = 1020000


