Admin Features for Elite Phone System
Voice Mail

Deleting a pass code
1. From any phone with administrator rights (usually ext. 100 or 101) press voice mail button

2. Press MORE

3. Press MGR

4. Press CHKMB

5. Listen to voice prompts

6. Hang up when finished

Reset a mailbox to new

1. From any phone with administrator rights (usually ext. 100 or 101) press voice mail button

2. Press MORE

3. Press MGR

4. Press CHKMB

5. Listen to voice prompts (If there is a pass code the first prompt will ask if you want to delete it, press 2 for no)

6. Hang up when finished

BE CAREFUL NOT TO DELETE A MAILBOX
Change auto attendant script / Switching between holiday or standard greetings
1. From any phone with administrator rights (usually ext. 100 or 101) press voice mail button

2. Press MORE

3. Press MGR

4. Press GREET

5. Listen to voice prompts

6. Hang up when finished

Changing the time on your voice mail system

1. From any phone with administrator rights (usually ext. 100 or 101) press voice mail button

2. Press MORE

3. Press MGR

4. Press SCHED

5. Listen to voice prompts

6. Hang up when finished
Phone System
Time change
From any phone with administrator rights (usually ext. 100 or 101)
1. Press Feature (FNC) key

2. Dial 9 #

3. Enter hour and minute via dial pad

4. Press Recall to change AM / PM settings

5. Press Feature (FNC) to save

Change names on displays
From phone that needs the name changed

1. Press Feature 4 and get the location number 

Example:  101 = Tel 02 

02 = location number

From any phone with administrator rights (usually ext. 100 or 101)

1. Press Feature, Hold, #, 0, * (star)

2. Press the 4th button located on the top of the phone

3. Dial 18

4. Use the Conf. Button until the number on the left side displays the location number you want to change

5. Press Hold to clear the name

6. Type in the new name

7. Press transfer to save

Speed dials
1. Press Feature

2. Press Redial

3. Dial Memory location 00 – 79 (System speed dials - must be done from the attendant station) or 80 – 99 (Station speed dials)

4. Dial 9

5. Dial area code + number

6. Press Hold (if entering name) and dial name of party (Conf = Delete, # = Forward)

7. Press Feature

One touch buttons
1. Press Feature

2. Press Redial

3. Press 1 touch button

4. Dial 1 plus (one of these 3 options) special code, extension number, or 9 + out side number

5. Press Feature to save

Special codes
Do Not Disturb




Feature 60, Feature

Do Not Disturb Cancel



Feature 69, Feature

Call forward all calls




Speaker 41, Ext. #, Speaker

Call forward all call cancel



Speaker 42, Speaker

Call forward busy / no answer


Speaker 43, Ext. #, speaker

Call forward busy / no answer cancel

Speaker 44, Speaker

















































