Quickstart - Register Your Account
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Unified Messaging Quickstart Guide

GTA will be replacing current voice mail systems with the Unified Arts Unified Messaging service.  The implementation to GA Voicemail will be done by region and you will be notified several weeks prior to the conversion.

This guide has everything you need to know in order to continue accessing your phone messages.  

Prior to the conversion, you will need to:

· Register your account (designate a Login ID, Web Password, and PIN) to access your messages by phone and the GA Voicemail online interface.

  

· Record a personal greeting for incoming callers to hear. 

This Quickstart Guide contains instruction for:

· Registering your GA Voicemail Account 

· Set up your Account Profile 

· Set up 3 Unified Messaging Options

· Accessing your GA Voicemail Account 

· Record your Greeting 

· Listen to your Messages 

· Using the Telephone Menu 
For more detailed instruction, please take the Online Training offered at:  https://www.gavoicemail.com 
1.2007
Unified Arts has created a simple account registration to get your Unified Messaging Voicemail service configured quickly.  Once you have been notified by your administrator, you can register your GA Voicemail account.
Follow these steps to register your account:

	1. 
	Go to the website www.gavoicemail.com.

	2. 
	Click [image: image1.png]


.
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	3. 
	Type in your desk phone number. Confirm phone number by typing it in again.

	4. 
	Click [image: image3.png]


.
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REGISTER REGISTER ACCOUNT

& start To start the registration process, enter your desk phone number below

If you have any questions or need help during the process, click the
"Contact Us" link on the home page

Your Desk Phone:

Confirm Desk Phane:

6785554567

6785554567

(numbers only: 4045551234)
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	5. 
	Set up your Profile by filling in the requested information.

	6. 
	Make note of your User ID and Web Password for online access to your account; make note of your Phone PIN for phone access. 

	7. 
	Click [image: image5.png]
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PROFILE SETUP

REGISTER

Greate your account profile

B Profile
Note:
Create User ID:
Create Web Password

Confirm Password

Phone PIN:

First Name:

Last Name
Email

Mabile Phane:

Address 1:

Address 2

city:

state:

zip:

Your Time Zone:

Daylight Savings:

Items in bold are required

demoas67

(minimum 5 characters)

Jane

Demo

janedemo@dch.ga.gov

4045556543

1234 Main Street

Suite 102

Atlanta

Ga

30318

(GMT -05:00) Eastern
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	8. 
	Confirm Profile Set Up is correct.

· Click [image: image7.png]


 to make changes.
· Click [image: image8.png]


if all information is accurate.
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REGISTER CONFIRM PROFILE SETUP

Please verify that the information below is accurate
Click finish at the battom to complete your profile registration.

® Confirm
If there are any carrections that you want to make after the profile registration,
you can make them from your online account in the options' section

PROFILE & ear
jdemo4567
Jane Demo

1234 Main Street
suite 102
Atlanta, GA 30318

Email: janedemo@dch.ga.gov
Mobile: (404) 555-6543
Time Zone: (GMT -05:00) Eastern
Daylight Savings: yes
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	9. 
	Follow the screen instructions to set account options:
· Recognize Me

· Message Forwarding

· Message Notification
For additional information regarding these options, please see [image: image10.png]


 located at gavoicemail.com.

	10. 
	Click [image: image11.png]


.
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REGISTER ‘ OPTIONS

Your account profile is now set up

Listed below are some options that you may find most useful for your account

o options You can change them at anytime after logging in to your account.

Click 'next' at the bottom of the page to continue.

RECOGNIZE ME

If you frequently use another phone to dial in to check your messages,
you can enable recognize me' to by-pass the login process. After dialing
the Vaicemail Access number, the system will automatically recognize
you and request that you enter your phone PIN. Note: When 9
from your desk phone, it is automatically recognized. Do not enter
your desk phone.

Enter the phone number(s) below and check the 'enable’ checkbox to
activate recognize me.'

recagnize phone #1: [(770) 678-4040

recognize phane #2 enable #2i [

recognize phane #3: enable #3: [

MESSAGE FORWARDING

Set your account to automatically forward messages to your personal
email account(s). Your GA Voicemail account wil still receive all of your
messages. Check ‘enable’ to activate message forwarding. The
forwarded email will contain a link to the message. Check the ‘include file'
checkbox if you would prefer to receive the message as an attachment,

email address enable include file

Jjanedemo@dch.ga.gov

Janeygir@yahoo.com

MESSAGE NOTIFICATION

Receive notification on any wireless device with an email address when
new messages arrive in your inbox. Type in the email address for normal
and/or urgent messages. Then, check the 'enable’ checkbox to activate
message notification. Contact your wireless provider if you da not know
the email address to use,

email address

normal notification: |7706784040@cingularme  com

urgent notification: o
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 You will see instructions for recording your greeting. 
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REGISTER ‘ VOICEMAIL GREETING

If your voicemail greeting needs to be recorded, print these instructions

Dial your voicemail Access number: (676) 891-4900,
(This number will always be displayed in the top right
corner of your online account.)

You will be prompted to enter specific infarmation
depending on the number you are calling from. Do one of
the follawing:

a. 1f you are caling from your desk phone or another
recognized number, enter your telephone PIN, then
press #

If you are not calling from a recognized nurmber,
enter your mailbox 1D (desk phone number), then
press #. Your current greeting will begin to play.
Press * followed by your phone PIN, then press #

Select 7 for Administrative Options,

Press 1 to change greeting or recorded name

Press 1 to change your greeting

Select option 1, the Default gresting, to personalize your

voicemail greeting

Follow the prompts to record your gresting, Be sure to

press # when you are finished speaking.

® Greeting
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Your account is now registered.  Your Administrator will notify you when your account has been activated and you can begin using your new voicemail service.
[image: image14.png]O <
il

REGISTER IMPORTANT PHONE INFO

Your GA Voicemail account is now registered.

You will be notified by your administrator when your desk
phone has been reconfigured to use the GA Voicemail
system.

& Phone Click 'next' to log in to your account.





Make Note of your Voicemail Access Number located in the top right hand corner of your online account.  You will need this number to use the rest of the Quickstart guide.
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Instructions for using the online interface, setting additional account features, and using the GA Voicemail enhanced options, can be found at gavoicemail.com under [image: image16.png]


. 

Once your account has been activated, you can begin using your voicemail.  Although there are many advanced features provided with the GA Voicemail system, you will need to know the basics to get started.  The following Quickstart Guide contains instructions for setting up your greeting and retrieving your messages.  
Use the following steps to access your account by phone:

	1. 
	Dial your Voicemail Access Number.  

	2. 
	You will be prompted to enter specific information depending on the number you are calling from.  Do one of the following:

· If you are calling from your desk phone or another recognized number, enter your telephone PIN, then press [image: image17.png]


.
· If you are not calling from a recognized number, enter your mailbox ID (desk phone number), then press [image: image18.png]


. Your current greeting will begin to play.  Press [image: image19.png]


 followed by your phone Pin, then press [image: image20.png]





You are now logged in to your account.
NOTE:  At any time while navigating the phone menu, you can press [image: image21.png]


 to return to the previous menu.
Use the following steps to record your Default greeting:

	1. 
	Log in to your account by phone using your voicemail access number.

	2. 
	Press [image: image22.png]


 for administrative options.

	3. 
	Press [image: image23.png]


 to change your greeting or recorded name.

	4. 
	Press [image: image24.png]


 to change your greeting.

	5. 
	Press [image: image25.png]


 for your default greeting.

	6. 
	Press [image: image26.png]


 to record your greeting.

	7. 
	Press [image: image27.png]


 to end recording.


After you have recorded your Default greeting, do one of the following:

	1. 
	Press [image: image28.png]


 to re-record your greeting.

	2. 
	Press [image: image29.png]


 to listen to your recorded greeting.

	3. 
	Press [image: image30.png]


 to make the greeting active.


Use the following steps to listen to your messages:

	1. 
	Log in to your account by phone using your voicemail access number.

	2. 
	From the main menu, Press [image: image31.png]


 for your voicemail messages.

	3. 
	Press [image: image32.png]


 to listen to your new messages, or [image: image33.png]


 to listen to your saved messages.


After listening to your messages you can:
	Phone Key
	Action

	[image: image37.png]powered by % unifiedarts




	Replay the message

	[image: image38.png]



	Play the time/date of the message

	[image: image39.png]



	Delete the message
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	Return the call
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	Save the message
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	Skip to the next message
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	Return to the previous menu


Remember:

Instructions for using the online interface, setting additional account features, and using the GA Voicemail enhanced options, can be found at gavoicemail.com under [image: image34.png]


. 
Use this Telephone Menu as your guide througth the Unified Messaging Phone System.
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