ECBOR Direct VM Setup

Hello ECBOR Member,

Welcome to Segway Communications. Please follow the below instructions to setup your new mailbox. If you have
any questions, please don't hesitate to contact us by Email or Phone.

e Email: ECBOR@segwaycommunications.com
» (please include your Voice Mail # in the subject line)
e Phone: 877-734-9292

Thank you,

From the entire staff at Segway Communications

Setup your Mailbox:

1. Call your new Voice Mail Number
When you hear a generic greeting, press * 1000 (star 1000)
3. Follow the prompts to:
1. Set New Pass Code
2. Record Name
3. Record Main Greeting
4. Press # when you’re finished recording your greeting, then follow the prompts to (1) review, (2)
re-record, or (3) accept your greeting.
5. Once you press 3 to 'Accept' your greeting, the system will tell you setup is complete.
6. Hang up when finished.
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Voice Mail & Fax Notification Options:

Your mailbox is already set up to notify you via email of new Voice Mails & Faxes. If you would like to add more
notification options, please email the relevant information (see below) to ECBOR@segwaycommunications.com.
Make sure to include your Voice Mail # in the subject heading so we can locate your mailbox.

e Toreceive an SMS Text Message (send us your cell phone # and the name of cellular carrier)
e Toreceive a live automated call (send us your cell phone number)
e To receive a numeric page to a Pager Device (send us your pager number)
o We will display:
= 111 for a Voice Message
= 222 for a Group Message
= 333 foraFax

Additional Instructions:

Once your mailbox setup is complete, please consult the additional Quick Guides attached to this document (Click
on the Paperclip Image or 'Attachment' tab to the left to view the documents). The guides cover Group
Messaging & Voice Mail options. A convenient Pocket Guide is also attached. Print the Pocket Guide and follow the
folding instructions to make a simple reference booklet, which you can store in your wallet, purse or pocket.




SEGWAY COMMUNICATIONS QUICK START GUIDE

-Group Messaging-

Group Messaging

&
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Group Messaging is a valuable tool that can enhance both the speed and efficiency with which
your company communicates. This user guide will help you navigate the full range of Group
Messaging options including: Creating Groups, Adding and Removing yourself from a Group,
Sending Messages and Voice Mail Forwarding. Please contact Customer Service if you have any
questions.
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SEGWAY COMMUNICATIONS QUICK START GUIDE

-Group Messaging-

Create a Group List

A Group List allows you to link other Board Members together into one Distribution List.
Members of the Group can broadcast messages and forward voicemails to all members of the
Group at once, rather than one at a time.

1. Login to your mailbox.

2. Press 6 for Group Setup.

3. Press 5 to Create a Group.

e The system will automatically create a Group and assign a Group Number [Make sure to

write down the Group Number for your records]. The system will now tell you: “No
Group Description (Name) has been recorded.”

4. Press 4 to Record Group Description (Name). Follow prompts, then press 9 to stop recording.

Press 3 to Accept the Group Description (Name).

6. Press 9 to exit Group Setup.

b

IMPORTANT: Once you have created a Group List, notify all individuals who need to join. Give
them the Group Number and the following instructions to Add themselves to your Group List.

LET US BUILD YOUR GROUP LISTS FOR YOU... AT NO CHARGE

Send us a list of the different groups you want and which mailboxes belong in
each group. We'll build them for you!

Add or Remove Yourself from a Group List

1. Login to your mailbox.
Press 6 for Group Setup.
Press 1 to Select a Group by Group Number
Enter the Group Number followed by the # (pound) sign.
Press:
e 6 to add yourself to the Group.
e 7 to remove yourself from the Group
6. Press 9 to exit Group Setup.
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-Group Messaging-

Record and Send a Message to a Group List
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Login to your mailbox.

Press 2 to record & send a message.

Press 3 to build your recipient list by Group Number.

Enter the Group List Number you wish to send your message to. After confirming your selection,
press 8 to proceed to message recording.

Follow system prompts to record your message, then press # when you’re finished speaking.
Select additional options as needed [see table below]

Press 8 to Send your message.

Record and Send a Message to Other Mailbox Users

You should always send messages to other Mailbox Users from your own mailbox. This will

allow recipients to easily answer you from their mailbox.

1.
2.
3.

o

Login to your mailbox.
Press 2 to record & send a message.
Choose how you want to build your recipient list:
e Press 1to send by Mailbox Number (/ast 7-digits of VM Number) or
e Press 2 to send by Name Directory.
After selecting a recipient, you will have the option to select additional recipients. Once your
recipient list is complete, press 8 to proceed to message recording.
Follow system prompts to record your message, then press # when you're finished speaking.
Select additional options as needed [see table below]
Press 8 to send your message.

Options when Sending a Message

After you record the message you are going to send, the following options are available.

Key

Description

Review Message

Re-Record Message

Mark as Urgent

Mark as Confidential

Mark for Future Delivery (allows you to specify a future date & time for delivery of message)

Mark as Non-Notifying (recipient will only hear message when logging into their mailbox.
Email, Voice & Pager Notification will not apply)

Mark for Return Receipt (sends you a confirmation when the recipient listens to the message)

Copy Message to Recipients

OO N| OO VN WINIF

Cancel & Return to Previous Menu
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SEGWAY COMMUNICATIONS QUICK START GUIDE

-Group Messaging-

Options when Receiving a Message

When listening to a message received from a Group List or another Mailbox User, the following

options are available.

Key

Description

Replay Message

Reply (allows you to record and send a response to the original sender)

Delete Message

Copy Message to Another Mailbox (see next section below)

Save Message

Mark as New Message

Skip Message

O INOUNIHWN|F

Other Options (routes to sub-menu with additional options listed below)

Press 1 - Hear Date & Time Message was left

Press 2 - Hear Caller ID

Press 3 - Raise Message Playback Volume

Press 4 - Lower Message Playback Volume

Press 9 - Return to Message Playback

Cancel & Return to Previous Menu

Forward Existing Message to Group List or Mailbox User

When listening to your voicemail, you can forward any message in your inbox to a Group List or

another Mailbox User.

During or After Message Playback, press 4 to Copy Message to Other Mailbox.
Choose how you want to build your recipient list:

e Press 1to send by Mailbox Number (last 7-digits of VM Number)

e Press 2 to send by Name Directory

e Press 3 to send by Group List Number
After selecting a recipient, you will have the option to select additional recipients. Once your
recipient list is complete, press 8 to proceed.
Select additional options, such as: Add Comment, Mark Urgent, Mark Confidential... etc.
When finished, press 8 to forward the message.
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