INTRODUCTION TO INTUITY AUDIX

Procedures for Initial Login:

1. call x7999

2. enter extension and hit # sign

3. enter # (pound) sign as your initial password

4. be ready to state your name and department for an id for system

5. create your new password when prompted (it must be at least 6 numbers)

Procedures to re-record your name or department:

1. Login as usual

2. Press 5 at activity menu and listen to your options

3. Press 5 again and re-record 

4. Press # sign to approve

Procedures to turn outcalling on:

1. Login as usual

2. Press 6 at activity menu

3. Press y(9) on your telephone keypad

4. Press 1 to turn on for all calls

**** this is only needed for 2500 telephones without message waiting lights.

Procedures to listen to your messages:

1. Login as usual

2. Enter extension and # sign

3. Enter password and # sign

4. Press 2 at activity menu and listen to your options

5. When finished listening to your messages be sure to delete by pressing *D(3) 

6. *H is your help menu and will tell you where you are and what you can do from there.

How to send voice mail messages:

1. Login as usual

2. Press 1 at the activity menu and record your message

3. Press # sign to approve it

4. Address your message to the extensions you want it to go to and press # sign to approve it

5. Listen to your options for sending immediately or at a later time

Personal Greetings:

1. You may have 3 greetings active at one time.

2. Your choices are same greeting for all calls, busy, no answer (which must be used together with busy) or out of hours.

3. Login as usual

4. Press 3 at activity menu

5. Press 1 to create greeting

6. Enter 1 for your first greeting number and record your greeting

7. Press 2 then 3 to rewind and play back your greeting

8. Press # sign to approve or *D to delete and start again

9. Follow voice prompts to activate your greetings

To change your password:

1. Login as usual

2. Press 5 then press 4 enter your new password and # sign

3. Reenter your password and # sign again 

For any assistance call Michele McCurry at 938-7719

