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Quick Recording Guide
How to Get to the Main Menu

1. Dial your toll-free number

2. Press star (*) while the greeting plays - the system will ask for your password

3. Enter your password - this will take you to the Main Menu

How to Set Up Your New Extensions

From the Main Menu 

1. Press E - the three key for Extension Recording Set-Up

2. Press N - the six key to add a new Extension Recording

3. Enter the 3 digit extension number you want to record

4. Begin recording after the tone; press pound (#) when you are finished
5. If satisfied with the recording, Press S – the seven key to save
How to Change Your Existing Extensions

From the Main Menu
1. Press E – the three key for Extension Recording Set-up

2. Press C – the two key to Change an Extension Recording

3. Enter the 3 digit extension number you want to change recording

4. Begin recording after the prompt; press pound (#) when you are finished

5. If satisfied with the recording, Press S – the seven key to save
Additional Menu Options

After recording, you will hear four options:
To Add to your recording press A - the two key
To Listen to your recording press L - the five key
To Save your recording press S - the seven key   - Press after you’re done recording!!

To Delete it and re-record it press D - the three key
