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PPPEEERRRSSSOOONNNAAALLL   VVVOOOIIICCCEEE   
PPPOOORRRTTTAAALLL   
Access the Voice Portal 
You can access your personal voice portal using 
your own phone, or another phone.  To log in, 
dial one of the following: 
• Your phone number/extension 
• Group voice portal number/extension 
• Location code/extension 
• Enterprise voice portal number/ extension 

(if enabled) 
Your administrator provides you with the phone 
number/extension for the group and/or enterprise 
voice portals.  (This guide refers to both as the 
voice portal number/extension.) 
NOTE:  Your voice portal may be configured with 
keypad numbers and menus different from those 
listed on this card.  If so, please see your group 
administrator for more information. 
First Log in With Voice Portal Wizard 
Dial your phone number/extension or the voice 0 

Transfer out of greeting to configured 

number 

While recording message: 
* Cancel recording and transfer to Voice 

Portal password prompt 

0 Cancel recording and transfer to configured number 

# Stop recording and review message 

While reviewing message: 
1 Erase message and record again 

2 Listen or view current message 

3 OR hang up to send message 

6 Set or clear the urgent indicator 

7 Set or clear the confidential indicator 
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PERSONAL VOICE PORTAL 

Reply to Message 
3 Send reply 
1 Change current reply 
2 Listen to current reply 
6 Set or clear urgent indicator 
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