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Vo i c e  M a i l  F a c t s
A Voice Mail Dictionary
• Constant Touch™ — a feature that

enables you to set up a single telephone
number that, when called, automatically
rings a series of other telephone numbers
(home, office, mobile phone, pager, etc.)
so that you can be reached anywhere

• fax mail — a feature that enables you to
receive a fax as a Voice Mail message and
then forward it to a fax machine

• greeting — the message callers hear
when you don’t answer the phone

• LIFO/FIFO — the order in which messages
are played back: either “last in, first out”
(LIFO) or “first in, first out” (FIFO)

• message indicator light — the light on
your phone that notifies you of a new
message

• message notification — a feature that 
sends a signal to your specified device
(mobile phone, pager, etc.) notifying you
that your Voice Mail contains a new message

• personal operator — the phone number 
to which callers are forwarded when they
press 0 from your Voice Mail

• pound — the # key on a touchtone
phone

• star — the * key on a touchtone phone

• status greetings — a feature that plays
one greeting when you are on the phone
and a different greeting when you don’t
answer

• stutter tone — the special tone you hear
when you pick up the phone if you have 
a new message waiting

• system prompts — the easy-to-follow 
instructions you hear that guide you 
step-by-step through all Voice Mail features

• time window — the period of time allotted
for a feature to be activated, indicated by
times of day or days of the week

• Voice Mail access numbers — the phone
numbers you can dial to access your 
Voice Mail, which are in XXX-XXX-8900
format and are listed both on the insert 
in the back pocket of this guide and on our
website: www.decommunications.com

The Facts about Enhanced Business
Voice Mail
Maximum greeting length..................90 seconds

Minimum greeting length ....................4 seconds

Maximum message length....................5 minutes

Minimum message length ....................4 seconds

Number of messages per mailbox ..60 messages

Length of time new messages kept ........30 days

Length of time saved messages kept ......30 days
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NOTE: Each time you record a name or a message, the
system gives you a chance to listen to what you’ve said
and, if you choose, to re-record it. So don’t worry about
making a mistake!

1. Pick up your handset (when the line is not in 
use) to make sure your service has been activated.
If you hear a stutter tone and/or your message
indicator is lit, your service is active.

2. Refer to the Voice Mail Access Numbers insert in
the back pocket of this guide, and determine
which phone number you will use to access the
system. Make sure it is a local call for you; consult
the telephone directory or Customer Service for
assistance. 

3. Dial your local Voice Mail Access Number, in the 
10-digit (XXX-XXX-8900) format.  

4. If you are accessing Voice Mail from outside 
the office, you must now enter your 10-digit 
mailbox number, which is your 10-digit telephone
number (area code included). Then press * to
enter your mailbox.

5. Next, you will set up your password. When
prompted, enter the last 5 digits of your 
telephone number, which is your temporary 
password. Following the instructions you hear,
change your password to one that is more 
personal, and therefore more secure. Your 
new password should be easy to remember 
and 4-digits to 7-digits long.

6. Record your name to identify your mailbox.

7. Record your greeting (4-seconds to 60-seconds
long). 

The setup of your Voice Mail service is now complete!
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Accessing Voice Mail from the Office
1. Use one of the following methods:

•  Dial XXX-XXX-8900 to access the local
Voice Mail system. (Refer to the Voice
Mail Access Numbers insert in the back
pocket of this guide.)

•  If a new message is waiting — indicated
by your phone’s Message Waiting light
being lit and/or by hearing the stutter
dial tone when you pick up the phone —
you can press *95, a shortcut code
for accessing the Voice Mail system from
your office. However, this shortcut works
only when you have new messages. If
your phone is equipped with Call Block,
the *95 function will prompt you 
to Step 2 under “Accessing Voice Mail
Away from the Office.”

2. When prompted, enter your password.

3. Follow the instructions you hear to listen 
to your messages.

A c c e s s i n g  M e s s a g e s
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New Messages
Once you have set up your mailbox, 
anytime you pick up the phone and hear 
a stutter tone and/or see your message
indicator light, you have at least one new
message. New messages remain for 30 days;
after that, the system deletes them. 

D&E Enhanced Business Voice Mail can
store up to 60 messages, each up to five
minutes in length.
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Dial the appropriate access number listed on the back of

this card, which varies according to your area code.

Enter your mailbox number (your 10-digit 

telephone number).Press * to enter your mailbox.
Enter your password.

Voice Mail Travel Card

Accessing Voice Mail Away 
from the Office
1. Dial the Voice Mail access number that

corresponds to the area code from
which you are calling.  (For example:
Even if you live in the 610 area code, if
you are calling from the 717 area code,
you may access your voice mail by 
dialing an access number with a 717
area code.)   

• If you are calling from an area code
for which there is no local access
number, you will need to choose a
number from the list and dial all 
10 digits, including the area code
(XXX-XXX-8900).

• Refer to the Voice Mail Access
Numbers insert in the back pocket
of this guide when choosing an
access number.

2. When prompted, enter your mailbox
number (your 10-digit work telephone
number).

3. Once your greeting starts to play, 
press * to enter your mailbox.

4. When prompted, enter your password.

5. Follow the instructions you hear to 
listen to your messages.



L i s t e n i n g  
t o  M e s s a g e s
When you access Voice Mail, the system tells you the
contents of your mailbox: number of new messages,
number of saved messages, or that you have no
messages at all.

From the main Voice Mail menu, press 1 to listen 
to your messages. 

The system plays new messages marked urgent first,
then other new messages, followed by saved messages
in the order they were received. By default, the system
begins each message with the day and time the caller
left the message.

Controlling Message Playback
While listening to a message, you can rewind, pause, 
or fast forward it simply by pressing a button.

• Pressing 1 rewinds the message 6 seconds. 

• Pressing 11 rewinds the message to the beginning.

• Pressing 2 pauses the message. Press any key to
resume playback. 

• Pressing 3 forwards the message 6 seconds, as long
as the message is at least 8-seconds long. 

Erasing Messages
Once you no longer need the message, press 7
to delete it. You can delete a message either during 
or after playback. If you do not erase your messages,
your mailbox — which can store a limited number of
messages (a total of 60) — may become full.
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Saving Messages
Either during or following playback, you can
save a message by pressing 9. The system 
will store the message for 30 days. 

Undeleting Messages
A message can be undeleted only before you
disconnect from your mailbox. Once you hang
up after deleting a message, it’s too late to
retrieve it. 

While you are still logged into your mailbox,
press * as necessary to return to the main
Voice Mail menu. (The undelete command
works only from the main menu.) Then press
*3 to recover all deleted messages.

Other Options
• Make a call allows you to place

outbound calls when you travel, just 
as if you were calling from your office
phone. To make a call, from the Main
Menu press 9 followed by the 
10-digit number you want to call.

• To return a call, press 88 after
listening to a message. If the message
you received has phone number block
enabled, you will be prompted to enter
their 10-digit phone number.

• To replay the message, press 1.

• To keep the message as new, press #
either during or following playback.

• To play the previous message, press51.

Defining Playback Options
You can control three playback options.

• Choose the order in which messages are
played back: either “first in, first out”
(FIFO) or “last in, first out” (LIFO). FIFO 
is the default order.

• Toggle between normal and automatic
playback modes. In normal mode, you
must press a key to request playback of
messages. In automatic mode, messages
are played as soon as you log into your
mailbox, without pressing any keys. The
default is normal mode.

• Enable or disable time stamp. When
enabled, before playing each message,
the system tells you the date and time 
it received the message. By default, the
time stamp is enabled.

To change playback options, follow 
these steps:

1. From the main Voice Mail menu, press 4
to access the Personal Options menu.

2. Press 4 to modify your personal
preferences.

3. From the Personal Preferences menu,
press 2 to change your playback
preferences. 

•  Press 1 to choose playback order.

•  Press 2 to choose normal/automatic
playback mode.

•  Press 3 to enable/disable the 
time stamp. 5



The D&E Enhanced Business Voice Mail
system allows you to receive fax messages 
in your mailbox. You then have a variety of
options to choose from to print your faxes. 

When listening to your messages, the system
notifies you if a message includes a fax. It
also informs you how many pages the fax
contains. You can save, delete, forward, 
and assign special delivery options to fax
messages, just like voice messages. 

A copy of each fax stays in your mailbox
until it is deleted. Once you no longer need
a fax message, press 7 to delete it. If you
do not erase messages, your mailbox —
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M a n a g i n g  F a x  M e s s a g e s
which can store a limited number of messages 
(a total of 60) — may become full.

Assigning Fax Delivery Numbers
1. From the main Voice Mail menu, press 4

to access the Personal Options menu. 

2. Press 1 to enter your fax options. You can
now assign the primary and secondary fax
numbers where you generally receive your
fax messages.  

•  Press 1 to identify or modify your
primary fax number number. 

•  Press 2 to identify or modify your
secondary fax number.



3. Select the fax machine where you want
the fax to print:

•  Press 1 to print to your primary 
delivery number.

•  Press 2 to print to your secondary
delivery number.

•  Press 3 to print to a temporary
location number. Then enter the 
10-digit fax number. 

•  Press 4 to print to the fax machine
from which you’re calling.

Other Options
•  Press 6 to copy to another user.

•  Press 7 to delete. 

•  Press 9 to save. 

•  Press # to keep new and go to the
next message.

•  Press 3 to have all your fax messages
automatically sent to either your primary 
or secondary fax number.

Sending Faxes to Mailboxes
You can send a fax to any D&E Enhanced
Business Voice Mail user’s mailbox. You can
also attach an accompanying voice message 
to the fax.

1. From the fax machine, dial the fax
recipient’s mailbox number.

2. If you want to leave an optional voice
message, when prompted, speak your
message. If not, continue to the next step.

3. Press 8 to send a fax.

4. Place the fax in the feed, and press the
Start key on the fax machine.

5. Hang up the receiver when the fax 
is completed.

Printing Faxes
When you receive a fax in your mailbox, you
can deliver it to the fax machine of your choice.

1. Press 1 to play your messages. When you
get to the fax message, the system notifies
you that the message is a fax and specifies
its page count.

2. Press 4 to print the fax. 
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G r e e t i n g  O p t i o n s
The system allows you to record and save up to five
separate greetings, so that you can use different
greetings for different purposes and at different times. 

Greeting #1, by default, is your active greeting, unless you
designate otherwise. When the Constant Touch feature
(see page 18) is active, the system plays Greeting #5.
Therefore, if using Constant Touch, you need to
customize Greeting #5 accordingly. When the Status
Greeting feature is active, the system plays Greeting #4
when your line is busy and Greeting #5 when no one
answers. Therefore, if using Status Greeting, you need
to customize these two greetings accordingly. If you
don’t intend to use these two features, you can use
Greetings #4 and #5 however you wish.

NOTE: You cannot use Constant Touch and Status Greeting
simultaneously.

Re-recording Your Active Greeting
1. From the main Voice Mail menu, press 3 to access

the Greetings menu.

2. From the Greetings menu, press 2 to record your
new active greeting. When prompted, speak your
greeting; then press #. Repeat as needed until
satisfied with the recording. The greeting must be
4-seconds to 90-seconds long.  

NOTE: If you prefer a generic greeting, delete your personal
greeting by pressing 7 from the Greetings menu.

Setting Up Multiple Greetings
You can record and schedule up to five different greetings.
For example, you can play one during regular office hours,
one after hours, and a different one when you will be out
of the office for an extended length of time. 

1. From the main Voice Mail menu, press 3 to access
the Greetings menu.

2. Press 4 to modify a greeting. 

3. Enter the number (1–5) representing the greeting
you want to modify.
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Sample Greetings
If using Status Greeting, customize
Greeting #4 something like this:

“Hi. This is Jack Smith of XYZ
Company. I’m currently on the
phone, but if you leave your
name and number, I’ll return
your call as soon as I can.”

If using Status Greeting, customize
Greeting #5 something like this:

“Hi. This is Jack Smith of XYZ
Company. I’m currently away
from my desk, but if you leave
your name and number, I’ll
return your call as soon as I can.”

If using Constant Touch, you’ll
need to customize Greeting #5
based on the activation method
you choose. Please refer to the
“Constant Touch” section of this
guide for examples.

Extended Absence Greetings
When you’ll be away for an
extended length of time, such as
for a vacation or business trip, you
can record a greeting to that effect.
Just select it as your active greeting
before you leave and make a
different greeting active when 
you return. You may also want 
to prevent callers from skipping
your greeting while you’re gone.



4. Use the following options as appropriate:

•  Press 2 to re-record the greeting.

•  Press 7 to delete the greeting.

•  Press 9 then 2 to modify the 
time interval.

•  Press 9 then 3 to cancel the 
time interval.

Selecting Your Active Greeting
1. From the main Voice Mail menu, press 3

to access the Greetings menu.

2. Press 3 to select another greeting to be
active. 

3. Either enter the number (1–5)
representing the single greeting you
want to be active; or press 8 to activate
the Status Greeting feature, which plays
Greeting #4 when your line is busy and
Greeting #5 when no one answers.

Preventing/Permitting
Skipping the Greeting
You can prevent or permit callers to skip
your greeting. The default setting is to
permit callers to skip your greeting by
pressing the # key, enabling them to leave
a message more quickly.

1. From the main Voice Mail menu, press 3
to access the Greetings menu.

2. From the Greetings menu, press 5 to
prevent callers from skipping your greeting.
Or, if already in prevention mode, press
5 to permit callers to skip your greeting.

NOTE: When you access Voice Mail away from the
office while your mailbox is in prevention mode, 
the system requires you to listen to the entire
greeting just like any other caller.

4. Press 2 to record the greeting. When
prompted, speak your greeting; then 
press #. The greeting must be 4-seconds
to 90-seconds long. 

5. If you want this greeting to be active 
within a certain time range, press 9. 

•  When prompted, indicate the time
interval’s start day and end day by
pressing the numbers that correspond 
to those days of the week (1 = Sunday, 
7 = Saturday). For example, to create a
Monday–Friday time interval, press 2 for
the start day and 6 for the end day.

•  When prompted, indicate the interval’s 
start time and end time, entering them in
military (24-hour) format. For example, enter
0800 for 8:00 am and 1700 for 5:00 pm.

NOTE: If a call is received during a timeframe not
specified in the schedule, Greeting #1 plays by default;
therefore, Greeting #1 should be kept generic, with no
reference to specific times.

Enabling/Disabling the Greeting Schedule
The system will not use the greeting schedule
you’ve created unless you enable the schedule.

1. From the main Voice Mail menu, press 3
to access the Greetings menu.

2. Press 9 to enable or disable the schedule. 

Modifying Greetings
1. From the main Voice Mail menu, press 3

to access the Greetings menu.

2. Press 4 to modify a greeting. 

3. Enter the number (1–5) representing the
greeting you want to modify.
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P e r s o n a l  O p e r a t o r
If you set up a personal operator number, when callers
get your Voice Mail, they have the option of pressing
0 to reach an operator.

1. From the main Voice Mail menu, press 4 to access
the Personal Options menu.

2. Press 4 to modify your personal preferences.

3. Press 4 to modify your personal operator options.

4. Press 2 to modify your personal operator number.

5. When prompted, enter the operator’s 10-digit
phone number, followed by the # key.

NOTE: Remember, at any time, you can press * to return to
the previous menu; ** to return to the main Voice Mail
menu; or 0 for help.

10



Changing Your Recorded Name
1. From the main Voice Mail menu, press 4

to access the Personal Options menu.

2. Press 4 to modify your personal
preferences.

3. From the Personal Preferences menu, 
press 3 to access your recorded name. 

4. If you’d like to hear your current
recorded name before recording a new
one, from the Name menu, press 1 to
play your recorded name.

5. From the Name menu, press 2 to record 
your name. When prompted, speak your
name; then press #. Repeat this step as
needed until you are satisfied with the
recording.

NOTE: If you prefer not to identify your name,
either record your phone number, or prompt the
system to play your phone number by deleting your
recorded name. (Press 3 from the Name Menu to
delete your recorded name.)

Changing Your Password
1. From the main Voice Mail menu, press 4

to access the Personal Options menu.

2. Press 4 to modify your personal
preferences.

3. From the Personal Preferences menu, 
press 1 to modify your password. 

4. When prompted, enter your new password.
Remember your password should be 
4-digits to 7-digits long and easy for you 
to remember without writing it down. 

11
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Changing Your Greeting
To change one or more of your
greetings, please refer to the
instructions in the “Greeting
Options” section.



S e n d i n g  M e s s a g e s
There are several ways to send messages using D&E
Enhanced Business Voice Mail.

Recording and Sending Messages
You can record a message and send it to other D&E
Voice Mail users.

1. From the main Voice Mail menu, press 2 to record
a message. When prompted, speak your message;
then press #. Repeat this step as needed until 
you are satisfied with the recording.

2. Press 9 to send your message.

3. When prompted for an address, dial the 10-digit
mailbox number of the D&E Voice Mail user to
whom you’d like to send this message; Or the 
1-digit or 2-digit identification number of a valid 
group list. (See “Using Group Lists” for more
information on group lists.)

If you business has a Centrex system and you want
to send a message to a fellow employee, simply dial
the employee’s 4-digit extension number. If no
Centrex system is in place, dial the full 10-digit
mailbox number.

4. Press # to save the address and complete the 
send process.

Forwarding Messages
When you receive a message, you can forward 
it to another D&E Voice Mail user, along with 
your comments.

1. From the main Voice Mail menu, press 1
to access the Play menu.

12



2. Press 6 to copy the message to another
mailbox.

3. The system invites you to record a comment 
to send along with the message.

•  If you’d like to add comments, record
your comments, and press #.

•  If you don’t want to add comments, 
just press #.

4. Press 9 to send the message.

5. When prompted, enter the addresses to
which you’d like to send this message.

6. Press # to send your message.

Replying to Messages
When you receive a message, you can reply
with a message back to the sender, if he or 
she is a D&E Voice Mail user. The system
attaches the original message for reference.

1. From the main Voice Mail menu, press 1
to listen to your messages.

2. After listening to a message to which you
want to reply, press 8. When prompted,
speak your message; then press #.

3. Press 9 to send your message. The system
confirms the address of the user to whom
you’re replying.

4. When prompted, enter any other addresses
to which you’d like to send this message.

5. Press # to send your message.

Sending Special Delivery Messages
You can flag a message for special delivery
when sending messages to other D&E Voice
Mail users.

1. After recording a message, press 5 for
special delivery options.

•  To mark a message urgent, press 1.

•  To mark a message private, press 2.

•  To request notification if this message
is not listened to by a specified date
and time, press 3.

NOTE: Enter the date in MMDD format. 
For example, enter 1005 for October 5th.

Enter the time in military format. For example,
enter 0105 for 1:05 am; enter 1305 for 1:05 pm.

•  To delay message delivery until a
specified date and time, press 4.

NOTE: Enter the date in MMDD format. 
For example, enter 1005 for October 5th.

Enter the time in military format. For example,
enter 0105 for 1:05 am; enter 1305 for 1:05 pm.

•  To send the message now, press 9.

•  To cancel special delivery, press *.

2. If you wish to cancel special delivery
options, you can do so only before the
message is sent. To cancel an option,
press the same key you used to select it.
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If you need to send the same message to a number 
of D&E Voice Mail users, consider establishing a group
distribution list. Rather than calling each person and
repeating your message, create a group list and then
use the send function (see “Sending Messages”). 
The system saves the list, so you can use it — and
update it — anytime. 

This feature is particularly useful for communicating
meeting times or cancellations quickly, easily, and
efficiently. You can save up to 15 group distribution
lists, each identified by a different number and
containing up to 60 addresses.

Creating a Group List
1. From the main Voice Mail menu, press 4

to access the Personal Options menu.

2. Press 2 to access list options.

3. Press 2 to create a list.

4. When prompted, dial a 1-digit or 2-digit number 
to identify your new list; then press #.

5. When prompted, dial an address — a 10-digit
mailbox number or another group list identification
number — you’d like to add to the group list; then
press #.

6. Repeat Step 5 until all desired addresses have 
been added.

7. Press # to save the group list.

U s i n g  G r o u p  L i s t s  
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Reviewing a Group List
1. From the main Voice Mail menu, press 4

to access the Personal Options menu.

2. Press 2 to access list options.

3. Press 4 to review or modify a list.

4. When prompted, dial the number of the 
list you want to review.

5. Press 2. The system plays the first address
on the list.

•  Press 1 to play the next address.

•  Press 2 to delete the current address.

•  Press 8 to replay the current address.

6. Repeat Step 5 until all desired addresses
have been reviewed.

7. If prompted, press # to save changes.

Adding an Address to a Group List
1. From the main Voice Mail menu, press 4

to access the Personal Options menu.

2. Press 2 to access list options.

3. Press 4 to review or modify a list.

4. When prompted, dial the number of the
list to which you want to add addresses.

5. Press 1 to add to the list.

6. Dial an address you’d like to add 
to the group list; then press #.

7. Repeat Step 6 until all desired addresses
have been added.

Deleting a Group List
1. From the main Voice Mail menu, press 4

to access the Personal Options menu.

2. Press 2 to access list options.

3. Press 3 to delete a list.

4. When prompted, dial the number of the
list you want to delete.

5. Press # to delete the list.
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The message notification feature notifies you at
another location when you’ve received a new Voice
Mail message on your office phone. The system sends 
a signal to the device of your choice (mobile phone,
pager, remote office phone, etc.), alerting you of a
new message. 

Before the message notification feature can work, you
need to define a message notification number and
enable message notification.

Defining Your Message Notification Number
The message notification number is the phone number
to which the system sends an alert when you have a
new message waiting.

1. From the main Voice Mail menu, press 4 to access
the Personal Options menu.

2. Press 3 to modify message notification.

3. Press 2 to modify your notification number.

4. Dial the 10-digit phone number, followed by 
the # key.

Enabling/Disabling Message Notification
1. From the main Voice Mail menu, press 4 to access

the Personal Options menu.

2. Press 3 to modify message notification.

3. Press 3 to enable or disable notification.
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Responding to 
a Notification Alert
When the system sends its
notification signal, the phone(s)
you’ve specified will ring. When
you receive an alert, you have 
two options:

•  Answer the alert, and
automatically enter your
office mailbox, where you
can listen to the new
message.

• Don’t answer, and your office
Voice Mail leaves you a
message (if your notification
number has Voice Mail or an
answering machine), saying it
has new messages for you. To
listen to these new messages,
unless your notification
number is within your office
Voice Mail system, you’ll 
need to hang up and then 
dial into your office Voice 
Mail (XXX-8900).



Using Multiple Notification Numbers
& a Notification Schedule
You can define a schedule specifying when
and at what phone numbers the system
should notify you. 

You can specify up to five different time
intervals, each defined by a start day, end
day, start time, and end time. Make sure the
time intervals you create do not overlap; the
system uses only one interval at a time. You
can program up to 10 different phone
numbers per time interval. 

To set up a notification schedule, proceed to
“Defining Schedules for Message Notification
& Constant TouchTM.” Once the schedule is
created, you must activate it for the system
to use it.

NOTE: Once active, the schedule’s time intervals and
numbers override the original notification number
and time window you defined.

Activating/Deactivating the Schedule
1. From the main Voice Mail menu, press 4

to access the Personal Options menu.

2. Press 3 to modify message notification.

3. Press 7 to activate or deactivate your
message notification schedule.

Enabling/Disabling Notification of
Urgent Messages Only
When this option is enabled, the system
notifies you only when you receive new
messages that are marked urgent.

1. From the main Voice Mail menu, press 4
to access the Personal Options menu.

2. Press 3 to modify message notification.

3. Press 4 to enable or disable urgent
notification.

Defining a Notification Time Window
If you want, you can enable message notification
for only a set period of time — for example,
from 8 am to 5 pm. This time window applies
to every day of the week. If you don’t set a
custom time window, by default, the system
will notify you all day, every day.

1. From the main Voice Mail menu, press 4
to access the Personal Options menu.

2. Press 3 to modify message notification.

3. Press 5 to set the time window during
which notification will be enabled. 

4. When prompted, indicate the interval’s
start time and end time, entering them in
military (24-hour) format. For example, enter
0800 for 8:00 am; enter 1700 for 5:00 pm.
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C o n s t a n t  To u c h™

Constant Touch is a feature that enables you to set up
a single telephone number — your office number — to
automatically call up to 10 other telephone numbers
(for example, cellular phone, satellite office phone,
home phone, and pager) so that you can be reached
anywhere. When you are not available at your office
phone, the system puts the caller on hold while it dials
the other numbers until you are located.

Before Constant Touch can work properly, you need 
to enable it, choose an activation method, record 
an appropriately customized greeting, and define 
a schedule, including time intervals and phone
numbers the system should call.

Enabling/Disabling Constant Touch
1. From the main Voice Mail menu, press 5 to access

the Constant Touch menu.

2. Press 1 to enable/disable Constant Touch.

Choosing an Activation Method
You have two activation options: manual and
automatic.

Manual Activation — When a caller reaches your 
voice mail, he or she is given the option to press 3
to activate Constant Touch.

Automatic Activation — When a caller reaches 
your voice mail, the system automatically begins 
to locate you. 

Responding to a Constant
Touch Call
When someone calls your office
number, accesses your Voice Mail,
and activates your Constant Touch
service, the system calls the phone
numbers you’ve specified until it
locates you. When you answer the
call, the system gives you several
options for how you can respond:

•  Press 1 to connect to 
a caller.

•  Press 2 to direct a caller 
to your mailbox.

•  Press 3 to direct a caller to
your operator. (See “Personal
Operator” on page 10.)

•  Press 4 to direct a caller 
to an alternate telephone
number.

•  Press 5 to direct a caller 
to someone else’s mailbox or
to one of your group lists. 
(See “Creating a Group List”
on page 14.)

•  Press 6 to disconnect 
the caller.

• Press 7 to keep the caller on
hold and/or toggle between
multiple callers on hold.

•  Press 8 to hear a 
caller’s name.



Defining Your Constant 
Touch Schedule
You must set up a schedule specifying when
and at what phone numbers you want
Constant Touch to locate you. 

NOTE: Constant Touch must be enabled for your
schedule to work and for all scheduling
modification options to be available.

You can specify up to five different time
intervals, each defined by a start day, end
day, start time, and end time. Make sure the
time intervals you create do not overlap; the
system uses only one interval at a time. 

You can program up to 10 different phone
numbers per time interval. When Constant
Touch tries to locate you, all numbers you’ve
entered will ring simultaneously until you
answer at one of them.

NOTE: While the system tries to locate you,
notification numbers with Voice Mail may receive
messages. These messages, which list the options for
responding to a Constant Touch call, can be deleted.

To set up a Constant Touch schedule, proceed
to “Defining Schedules for Message
Notification & Constant TouchTM.”

Manual activation is the default setting. 
To change the activation method, follow the
steps below.

1. From the main Voice Mail menu, press 5
to access the Constant Touch menu.

2. Press 3 to choose your activation method.

Customizing Your Greeting
When using Constant Touch, you should create
a personal greeting that gives your callers the
instructions they need. The content of the
message should match the activation method
you’ve chosen. For example, if you’ve selected
automatic activation, your greeting may sound
something like this:

“Hi. This is Jack Smith of XYZ Company. Please
stay on the line while my Constant Touch
service locates me at another number. If at
any time the wait gets too long, feel free to
press 7 to leave me a voice message.”

If you’ve selected manual activation, your
greeting should sound more like this:

“Hi. This is Jack Smith of XYZ Company. Please
leave a message at the tone; or press 3 to
have my Constant Touch service locate me at
another number. If at any time the wait gets
too long, feel free to press 7 to leave me a
voice message.”

To customize your personal greeting 
to accommodate Constant Touch, see
“Greeting Options.”
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D e f i n i n g  S c h e d u l e s  for
Message Notification & Constant Touch™

Both Message Notification and Constant
Touch allow you to set up intricate service
schedules. Please read the scheduling
description within “Message Notification” 
or ”Constant Touch” before proceeding 
with the instructions below.

Defining a New Time Interval
1. Access the feature for which you want to

add an interval:

Message Notification
From the main Voice Mail menu, press 
4 to access the Personal Options menu.
Then press 3 to modify message
notification.

Constant Touch
From the main Voice Mail menu, press 5
to access the Constant Touch menu.

2. Press 8 to modify your schedule.

3. Press 3 to add a time interval.

4. When prompted, indicate the interval’s
start day and end day by pressing the
numbers that correspond to those days of
the week (1 = Sunday, 7 = Saturday). For

example, to create a Monday–Friday time
interval, press 2 for the start day and 6 for
the end day.

5. When prompted, indicate the interval’s start
time and end time, entering them in military
(24-hour) format. For example, enter 0800 for
8:00 am; enter 1700 for 5:00 pm.

6. Next you’ll set up the notification numbers
associated with this time interval. Identify
the kind of number you are about to enter:

•  Press 1 for pager.

•  Press 2 for telephone.

7. Now enter the 10-digit notification
number, followed by the # key.

8. If you’d like to add another notification
number, press 3. Repeat Steps 6–8 until
you’ve defined all notification numbers for
this time interval. You may designate up to
10 numbers per interval.

9. If you’d like to add another time interval,
press *. Repeat Steps 3–8 until you’ve
defined all time intervals. You may
designate up to 5 intervals.

NOTE: Your Message Notification
schedule will not work until you’ve
enabled Message Notification and
activated the Message Notification
scheduling option. Your Constant Touch
schedule will not work until you’ve
enabled Constant Touch.



•  Press 9 to modify the current time
interval. Then complete Steps 4–5
under “Defining a New Time Interval.”
After you use the “modify” option, the
system returns to the Personal Options
menu. To further modify your Constant
Touch schedule, press * and then
return to Step 1 of this procedure.

•  Press 4 to modify a notification
number in the current time interval.

The system reports the quantity of 
notification numbers associated with 
this interval and describes the first 
number. Use the options below to 
navigate through the various 
notification numbers and modify, 
delete, or add the numbers you wish.

Notification Number Navigation Options
•  Press 1 to play the next number.

•  Press 6 to play the previous number.

• Press 8 to replay the current number.

Notification Number Action Options
• Press 2 to delete the current number.

•  Press 3 to add a new number.
Then complete Steps 6–8 under
“Defining a New Time Interval.”

•  Press 7 to modify the current
number. Then complete Steps 6–8
under “Defining a New Time Interval.”

Modifying Time Intervals
1. Access the appropriate feature:

Message Notification
From the main Voice Mail menu, press 4
to access the Personal Options menu. Then
press 3 to modify message notification.

Constant Touch
From the main Voice Mail menu, press 
5 to access the Constant Touch menu.

2. Press 8 to modify your schedule.

3. The system reports the number of time
intervals you’ve established and describes
the first interval — both its time span and
number of notification numbers. Use the
options below to navigate through the
various time intervals and modify or delete
the intervals you wish.

Interval Navigation Options
•  Press 1 to play the next time interval.

• Press 5 to play the previous time interval.

•  Press 8 to play the current time interval.

Interval Action Options
• Press 2 to delete the current time interval.

•  Press 3 to add a new time interval.
Then complete Steps 4–9 under “Defining
a New Time.”
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You can program up to two wake-up calls — one for
during the week and one for weekends — whereby
the system calls you at a specified telephone number at
a scheduled time. When you receive the call, you can
either snooze or acknowledge and turn off the service. 

Scheduling a Wake-Up Call
1. From the main Voice Mail menu, press 71 for

wake-up service.

2. Press 1 to set up a wake-up call for Monday
through Friday; or press 2 to set up a wake-up call
for Saturday and Sunday.

3. Press 1 to modify this wake-up call time; or press
2 to delete this wake-up call time. 

4. Press 3 to change your delivery phone number.

Receiving a Wake-Up Call
1. Pick up the receiver. You’ll hear the following

message: “This is your wake-up call. The time 
is ____.”

2. Either set a 10-minute snooze delay by pressing 2;
or acknowledge the call by pressing 1 or hanging up. 

Wa k e - U p  S e r v i c e
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You can forward messages you’ve received in
your mailbox to other D&E Voice Mail users.
Message Forwarding is useful for extended
vacations or absences when messages are to 
be directed to another D&E Voice Mail user.   

NOTE: Message Forwarding works only with other 
D&E Voice Mail mailboxes.

The system supports three forwarding methods:

•  Immediate Forwarding
The system notifies the caller that the
message will be forwarded. This is the
system’s default method.

•  Silent Forwarding
The caller hears your personal greeting
but is not notified that the message will
be forwarded.

•  Delayed Forwarding
If you don’t retrieve a message within 
a certain amount of time, the system
automatically forwards the message 
to the phone number you’ve assigned.

To use the Message Forwarding feature, 
you need to enable the feature and assign 
a forwarding address (phone number). 

Enabling/Disabling 
Message Forwarding
1. From the main Voice Mail menu, press 4

to access the Personal Options menu.

2. Press 5 to modify forwarding options. 

3. Press 3 to enable/disable message
forwarding.

Assigning a Message 
Forwarding Number
1. From the main Voice Mail menu, press 4

to access the Personal Options menu.

2. Press 5 to modify forwarding options. 

3. Press 2 to modify your message
forwarding number.

4. Enter the desired 10-digit number to
which messages should be forwarded,
followed by the # key.

Changing the Forwarding Method
1. From the main Voice Mail menu, press 4

to access the Personal Options menu.

2. Press 5 to modify forwarding options.  

3. Press 4 to modify your message
forwarding type.
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✔ When callers get your Voice Mail, they can press # to skip your greeting
and go right to the tone to leave a message, as long as you have the system
set up to permit them to skip your greeting. (See “Making Changes.”)

✔ After recording their message, callers can access a menu of options by
pressing # instead of hanging up. By following the prompts, callers can:

•  replay, delete, or add onto the message they just recorded

•  mark the message urgent or private

•  delay message delivery

✔ Messages must be at least 4-seconds long to be recorded successfully. If
someone leaves a message that is less than 4-seconds, the system will not 
be able to record it, and, unless you have Caller ID, you will never know 
the person called. 

✔ A caller who accesses a mailbox in which Constant Touch is enabled will first
be prompted to speak his or her name. Then the system puts the caller on
hold while it locates the subscriber. At any time while on hold, the caller can
employ the following options:

•  Press 7 to leave a voice message.

•  Press 8 to send a fax.

•  Press 0 to reach an operator.

T i p s  f o r  C a l l e r s
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