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Account Information





*Toll-free # 





*Local #	





*Password				    





Monthly fee	  





Billing date	


 *You will need this information whenever you access your Universal Office or when you call EasyTel’s Customer Service Department.


EasyTel suggests you keep you account information confidential.
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Fax Mail





Follow steps 1-4 from page 4


Dial 2 to review faxes


Dial 1 for new faxes


Dial * to retrieve


Dial 1 to review


Dial 2 to review next fax


Dial 3 to delete


Dial 4 to hear time & date


Dial 5 to save as new


Dial 6 to forward to another mailbox


Dial 7 for more details
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Follow-Me





Follow steps 1-4 from page 4


Dial 6   to access follow-me numbers


Dial 1   to change follow-me numbers


Dial 1   to access 1stfollow me number


Dial 2   to review the number


Dial 3   to turn number on/off





Notification





Follow steps 1-4 from page 4


Dial 8   to program your account


Dial 3   for personal options


Dial 6   for message notification


Dial 1   to access 1st notification number


Dial 1   to change the number


Dial 2   to review the number


Dial 3   to turn number on/off
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Set Up





Greeting


Follow steps 1-4 from page 4


Dial 8 	to program your account


Dial 3 	for personal options


Dial 1 	to set up your greeting


Record your greeting





Name


Follow steps 1-4 from page 4


Dial 8 	to program your account


Dial 3 	for personal settings


Dial 1 	to record your name


Record your name
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Access





To record your greetings, access your voicemail & fax mail, record audiograms and perform all other functions on your Universal Office, follow these steps:











Dial your EasyTel number


Press the * (star key)


Enter your password


Press the # (pound key)


Step 1
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Voice Mail





Follow steps 1-4 from page 4


Dial 1   to hear new messages


Dial 1   to replay message


Dial 2   to play next message


Dial 3   to delete message


Dial 4   to hear time & date of message


Dial 5   to save message as new


Dial 6   to forward to another mailbox


Dial 7   to reply to message


Dial 8   to add number to phonebook


Dial 9   to exit


Dial *   to return call





Within each voice mail message, you can:


Dial *  to rewind message 3 seconds


Dial #  to forward message 3 seconds


Dial 0  to pause message 10 seconds
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