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Change the voicemail PIN on your
office phone

- You are required to change your voicemail PIN from the default setting as it is very
important for security reasons.

The easiest way to change your voicemail PIN is directly from the phone itself

Press the voicemail button (envelope button)
Enter your existing PIN

Choose option 5, then choose option 1
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Follow voice prompts for PIN change

If you don’t remember your existing PIN, you can also change your PIN from the
web phone portal as well...

1. Go to voip.sussex.edu and sign in with your phone portal credentials (if you have not set
this up, please see the document titled “Log into your phone portal on the web” )
2. After logging in, at the top right corner, click on your
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3. Inthe Profile window that pops up, scroll all the way to m

the bottom until you find “Change Voicemail PIN” — from

there, you can enter a new PIN and click “Save”. To test Log Out
your PIN, dial voicemail on your office phone and try the

new PIN.
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