
NETVANTA UNIFIED COMMUNICATIONS SERVER - TELEPHONE USER INTERFACE

The menu options listed in this document allow you to manage your messages, send messages, manage your personal options, and use the directory for assistance by using any 
telephone through the NetVanta Unified Communications Server. The first two Main menu options, Listen to Messages and Send Message, are explained below. The second two 
options, Mailbox Options and Directory Assistance, are explained on page 2. Specific instructions for commonly used features are described on page 3 and page 4.

Listen to Messages and Send Messages

End of Message Options

Press

Forward message 3

Replay message 4

Play message envelope 5

Delete message 7

Reply or call back 8

Save message 9

Help 0

Return to Main menu *

Skip to next message #

Message Playback Options

The following can only be performed during 
message playback.

Press

Rewind 3 seconds 1

Pause or resume playback 2

Fast forward 3 seconds 3

Slow down playback† 4

Play message envelope 5

Speed up playback† 6

Decrease volume 7

Reset to normal volume 8

Increase volume 9

Help 0

Cancel and return to Main menu *

Skip to next message #

Rewind to start of message 1 1

Fast forward to end of message 3 3

Delete message 7 7

Reply or call back 8 8

Save message 9 9

Listen to Messages
Press

Listen to all messages 1

Listen to all new messages 1 1

Listen to new voice messages 1 2

Listen to new email messages† 1 3

There is a limit to the number, size, and age 
of voice messages retained in your mailbox. 
If the maximum limit is reached, a 
notification alerts you upon entering your 
mailbox to delete messages before you can 
continue with your mailbox options. If your 
mailbox becomes full, you will not receive 
any new voice messages.

Send Message
1. Record voice message Press

• Stop recording #

• Keep the recording 1

• Record again 2

• Listen to recording 3

• Cancel *

2. Enter recipients 

• Enter mailbox number

• Dial by name 1

3. Complete entry #

4. Confirm selection 1

5. Add more recipients (optional) 1

6. Set message importance level

• Send as normal message 2

• Send as urgent message 3

• Cancel *

Urgent messages are delivered before 
normal messages.

Forwarding Options

Press

Include voice message 1

(See Send Message dialog, Step 1)

Skip message 2

(See Send Message dialog, Step 2)

To forward any message type to a contact 
email address, contact integration and email 
sending must be enabled.

Reply or Call Back Options

Voice message from subscriber:

Record voice message Press

Call back 1

Call back to:

• Number in message 1

• Alternate contact number 2

• Search personal contacts 3

Voice message from nonsubscriber:

Call back to:

• Number in message 1

• Alternate contact number 2

• Search personal contacts 3

Email Message†

Record voice message

Enter recipients:

• Enter mailbox number 

• Dial by name 1

(See Page 2)

Some features may not be available depending on your 
system configuration. These features are identified by †. 

Bulletin messages are special voice messages that play 
upon entering your mailbox. These messages can be 
skipped but cannot be deleted until you have listened to 
the entire message. After the bulletin is played completely, 
press 7 to delete. 

Phone Keypad

1 2 3
Rewind Pause/

Resume
Forward

4 5 6
Message

Info

7 8 9
Volume 
Down

Normal 
Volume

Volume 
Up

0 #
Top Level Skip

*

Main Menu
Press

Listen to messages 1

Send message 2

Mailbox options 4

Directory assistance 5

Additional message options 0

Exit *

Keypad functions available 
during message playback.
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Mailbox Options and Directory Assistance

Personal Options

Press

Mailbox greetings 1

Mailbox PIN 2

Status options (envelope) 3

Notification options 4

Message playback options 5

Manage distribution lists 6

Cancel *

Dial by Name

Press

1. Enter DTMF digits of 
contact’s last name.

2. If multiple contacts match, 
choose from the list. 

3. Confirm contact. 1

4. If multiple phone numbers, 
choose from the list.

Your call is connected to the phone 
number selected.

Listen to Contact Information

Press

1. Enter DTMF digits of 
contact’s last name.

2. If multiple contacts match, 
choose from the list.

3. Confirm contact. 1

4. Choose information type to play:

• Phone numbers 1

• Address information 2

• Email information 3

Return to previous menu *

Main Menu
Press

Listen to messages 1

Send message 2

Mailbox options 4

Directory assistance 5

Additional message options 0

Exit *

Contact Search

Press

Connect to another party, 
enter their phone number

Dial by name 1

Listen to contact information 2

The dual tone multi-frequency (DTMF) digits make it possible to dial 
by name using the number pad on the phone. DTMF digits are tones 
that represent the numbers 0 through 9 and the symbols * and #.

(See Page 1)

Greeting Options

Press

External greeting 1

Internal greeting 2

Mailbox identifier (name) 3

Out-of-office greeting 4

Return to previous menu *

Message Information Options

Press

Enable or disable 1

Message summary options 2

Return to previous menu *

Notification Options

Press

Turn message waiting light on. 1

Turn message waiting light off. 2

Configure active message 
delivery. 

3

Return to previous menu. *

Message Playback Options

Press

Listen to voice messages only. 1

Listen to voice first, then email. 2

Listen to all in order received. 3

Distribution Lists

Press

Create distribution list 1

Edit distribution list 2

Delete distribution list 3

Review existing lists 4

Manage Greetings

Press

Record greeting 1

Listen to current greeting 2

Enable or disable 3

Return to previous menu *

Message Summary Options

Press

Disable 1

Quick mode 2

Verbose mode 3

Cancel *

Active Message Delivery 
Options

Press

Enable/disable 1

Change notification numbers 2

Time and day filters 3

Delivery options 4

Return to previous menu *

Create Distribution Lists (DLs)

Press

1. Enter identifying number 
for the DL, followed by #.

2. Confirm adding DL number. 1

3. Record audio identifier, 
followed by #.

4. Manage recipients:

• Add recipient 1

• Remove recipient 2

• List existing recipients 3

Delete Distribution Lists

Press

1. Enter an identifying number

2. Confirm deletion of DL 1

Review Existing Lists

Press

1. Listen to the number of lists.

2. Listen to each audio 
identifier and DL number. 

Skip to next DL #

Cancel *
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Access Your Messages

To Log in from Your Own Phone:

1. Dial the NetVanta UC Server access 
number, or press the Messages button 
on your phone (not all phones have this 
option).

2. Enter your PIN, followed by #.

To Log in Remotely or from Another 
Extension:

1. Dial the NetVanta UC Server access 
number.

2. If the extension has a mailbox, press *.

3. Enter your mailbox number.

4. Enter your PIN, followed by #.

If the maximum number of failed attempts to 
log into the system is reached, you could be 
locked out of the system. If this occurs, 
contact your system administrator.

Listen to Messages

Once you have successfully accessed your 
mailbox, you can listen to your messages 
from the Main menu. The following menu 
options are presented (the two-digit options 
require entering the numbers in 
succession).

• Press 1 to listen to all messages.
• Press 1 - 1 to listen to all new 

messages.
• Press 1 - 2 to listen to new voice 

messages. 
• Press 1 - 3 to listen to new email 

messages.

Not all features are available on all systems. 
The available features will depend on the 
system configuration. 

Send Bulletin Messages

Bulletin messages are special messages 
that can be sent to recipients exactly like 
regular messages except they must be 
played before they can be removed from 
your mailbox. Upon entering your mailbox, 
bulletin messages will play first.

In order to send a bulletin message, this 
option must be enabled for your account by 
the NetVanta UC Server administrator. 
Once enabled, you are prompted from the 
Send Message menu with the following 
options:

• Press 1 to send a regular message.
• Press 2 to send a bulletin message.

Select the appropriate option and continue 
creating the message beginning with 
Step 2 of Send a Message.

Send a Message
1. From the Main menu, select 2 to send a 

message. 

2. Record your message.

3. Press # to stop recording.
• Press 1 to keep the recording.
• Press 2 to record again.
• Press 3 to listen to your recording.
• Press * to cancel and return to the 

previous menu.

4. Enter recipients by mailbox number or 
select 1 to dial by name using directory 
assistance. To use directory 
assistance, refer to Using Directory 
Assistance for contact search 
instructions.
• Press # to complete each entry.
• Press 1 to confirm selection.

5. Add more recipients (optional) by 
pressing 1 then repeating Step 4.

6. Set message importance level.
• Press 2 to send as normal.
• Press 3 to send as urgent.
• Press * to cancel.

Urgent messages are delivered before 
normal messages.

Using Directory Assistance

Directory assistance allows you to dial by 
contact name when making a call. You may 
also listen to the contact information. To 
use the directory, press 5 from the Main 
menu. Select one of these options:

• To connect to another party, dial the 
number.

• Press 1 to dial by name.
• Press 2 to listen to contact 

information.

Transfer to Contact (Dial by Name):

1. Enter the DTMF digits of the contact’s 
last name (or first name, depending on 
the system configuration). Continue 
entering until the system matches a 
name. 

• For an exact match or to process 
immediately, press #.

• If multiple contacts match, choose 
from the list.

2. Press 1 to confirm the contact selected.

3. If the contact has multiple phone 
numbers, choose from the list.

Your call is transferred to the contact 
selected. 

To Listen to Contact Information:

1. Enter the DTMF digits of the contact’s 
last name. Continue entering until the 
system matches a name. 

• For an exact match or to process 
immediately, press #.

• If multiple contacts match, choose 
from the list.

2. Press 1 to confirm the contact selected.

3. Choose the information type to listen 
to:
• Press 1 for phone numbers.
• Press 2 for address.
• Press 3 for email.

Press * to cancel and return to the previous 
menu. 

Change Your PIN
1. From the Main menu, press 4. 

2. Press 2 to change your mailbox PIN.

3. Enter your new four-digit PIN and 
press #.

4. Press 1 to keep the new PIN.
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Manage or Record Greetings
1. From the Main menu, press 4 for 

mailbox options.

2. Press 1 to record mailbox greetings.

3. Select greeting to manage:
• Press 1 for external greeting.
• Press 2 for internal greeting.
• Press 3 to record mailbox name.
• Press 4 for out-of-office greeting.
• Press * to cancel or return to the 

previous menu.

When a greeting is selected, the system 
informs you of its status; either on or off.

4. Select greeting option:
• Press 1 to record greeting.
• Press 2 to listen to current greeting.
• Press 3 to enable or disable 

greeting.
• Press * to cancel and return to 

previous menu.

5. Record greeting and press # to stop 
recording.

6. End of recording options:
• Press 1 to keep recording.
• Press 2 to record new greeting.
• Press 3 to listen to greeting.
• Press * to cancel.

Active Message Delivery 
(AMD)

The AMD feature allows you to set one or 
more phone numbers to notify when a new 
message is delivered to your mailbox. It 
also allows you to define a schedule by 
setting a time and day of the week to 
enable message delivery. Additional 
delivery options are available and 
described below.

To manage your AMD settings, press 4 for 
mailbox options from the Main menu. 
Press 4 for notification options and press 3 
for AMD options. The following AMD menu 
options are presented:

• Press 1 to enable or disable AMD.
• Press 2 to change notification 

numbers.
• Press 3 to change time and day filters.
• Press 4 to change delivery options.

Add a Single Notification Number:

1. From the AMD menu, press 2 to 
change your notification numbers.

2. Press 1 to set a single notification 
number.

3. Enter the phone number and press #.

Enter Additional Notification Numbers:

1. From the AMD menu, press 2 to 
change your notification numbers. 

2. Press 2 to add more numbers. You can 
add up to nine entries.
• Press 1 to add the number before 

the current notification number.
• Press 2 to add the number after the 

current notification number. 
• Press * to return to the previous 

menu.

3. Enter the phone number to add.

4. Press 1 to confirm, press 2 to enter the 
number again, or press * to cancel 
changes.

List, Replace, or Remove Notification 
Numbers:

Follow the system prompts after selecting 
one of the options.

• Press 3 to replace an existing number 
with a new phone number. 

• Press 4 to remove an existing number.
• Press 5 to list the current notification 

numbers.

If all phone numbers are removed, the AMD 
feature is disabled.

Create or Change Time and Day Filters:

The time and day filters allow creation of a 
notification schedule for when a new 
message is received in your mailbox.

1. From the AMD menu, press 3 to access 
the time and day filters.

2. Press 1 to enable the time and day 
filter. If this option was previously 
enabled, skip this step.

3. Press 2 to enter the notification time 
period.
• Enter the start time hour or hour 

and minute, followed by #. 
• Press 1 for a.m. or 2 for p.m.
• Enter the end time hour or hour and 

minute, followed by #.
• Press 1 for a.m. or 2 for p.m.
• Review the start and end time. Press 

1 if it is correct or press 2 to change.

4. Press 3 to enable the time period for 
each applicable day of the week. You 
can enter multiple numbers to enable 
more than one day.
• Press 1 for Monday.
• Press 2 for Tuesday.
• Press 3 for Wednesday.
• Press 4 for Thursday.
• Press 5 for Friday.
• Press 6 for Saturday.
• Press 7 for Sunday. 

5. Press 4 to hear the current schedule.

Set Delivery Options:

Once the AMD schedule has been created 
and enabled, additional delivery options 
are available.

1. From the AMD menu, press 4 to 
change delivery options.

2. Press 1 to allow full mailbox 
management upon notification.

3. Press 2 to deliver only new messages.
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