QUICK REFERENCE GUIDE

GROUP VOICEMAIL
Create a group voicemail for a broadcast, hunt or rollover group and enable users to
monitor and access messages

1. Log into your VTSL Portal.
Click

Administrative Portal.

3. You will then see a list of call
groups. Select the call group that you
would like to set up group voicemail

2. In the Administrative
Portal, find

Call Groups

for. (e.g. Accounts Overflow)

on

the left-hand menu and click

4. Once in the call group settings, tick

it. Note that this is not My

the box that says "Voice Mail" at the

Call Groups, but rather just

top.

Call Groups.
5. Scroll to the bottom, and in the Call

3. You will then see a list of

Select the call
group that you would like to
set up group voicemail for.
call groups.

Coverage section, select Group
Voicemail. Change the number of rings
before going to voicemail.

Press Save.
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5. Go to

Users & Locations

in the left-hand menu.

9. Select the correct phone in the

on the soft key
6.

Select the user

Phone Name

drop down menu. Then

click

in which you would like to programme group voicemail for.

you would like to be able to

monitor the group voicemail box. Note this user
must be a member of the Call Group.

7. Once in the user's settings, click the link at the
top that says "

Edit User on the User's Behalf ".

10. In the new window that opens,

select Group Voicemail Monitor
from the drop down menu, give the
key a label (such as Sales Team
Voicemail) and then click Save .

8. You will now need to programme a key on the
user's phone that will allow them to access the
group voicemail box. To do this click '

My Phones '

11. Click

Previous Level

at the top, to return to the main menu.

on the menu on the left.

12. To enable other members of the group to be able to monitor the group voicemail
box,

repeat steps 5-10 for each of them.
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Setting up Voicemail to Email & Re-setting the Pin

13. To set up voicemail to email notifications, or to
reset the pin.

You will need to go to

Call Groups

(as done in step 2), and select the call group.

At the top you will see a link to

Voicemail Settings .

Configure

There you can configure

settings, including set up email notifications and
reset the pin.

WWW.VTSL.NET

WWW.VTSL.NET

