Voicemail Password/PIN Change

IMPORTANT!!!

You are required to change your Voicemail PIN from the default setting. It is very
important for security reasons.

To do this directly from your office phone:
e Press the messages button (“envelope button on your phone”),
e Enter a password/PIN followed by the # key,
e Then choose option 5, followed by option 1.
e Follow prompts for password/PIN change.

You can also change your Voicemail password in the user web phone portal.

1. Open abrowser and log in to your user phone portal. For steps on how to do it, follow: “How to
log in to your web phone portal extension” guide.

2. Inthe top right corner, click on your name/extension to reveal dropdown menu. Then click on
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3. Inthe profile window, scroll all the way to the bottom. You will see a section labels as “Change
Voicemail PIN.” In the “New PIN” enter your new voicemail PIN then click “Save”
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4. You are all set! Your PIN has been updated. You can test the new PIN number using your office
phone by pressing a voicemail button (envelope icon) and entering your new PIN followed by a #
key.



