Phones and Voicemail Service at Micro Office

Telephone features may be personalized via https://bizcenter.microoffice.us
Attached, is a comprehensive Voice Portal Reference Guide. 

Below, are brief instructions to set up and access your voicemail: This system will lead you through the steps to record your greeting, update your pass code, and so forth.

Be sure to follow ALL the prompts and do not hang up prematurely.
· Dial your new Micro Office telephone number.

· Pay close attention to what the system asks for next, as there are numerous options.

· The system will request your Mailbox ID Number; this is the last four digits of your new telephone number.
· It will ask you to enter your pass code, which is set to the last four digits of your new telephone number. (It is a default code. To maintain security, please be sure to change your pass code immediately). 

· In order to check your voicemail and retrieve your messages, call 646-839-9481, then follow the prompts…









Note: You can subsequently reset your voicemail pass code (if you ever forget it) by visiting https://bizcenter.microoffice.us. Log in, then click on “Phone Numbers” and click on the “VP” (Voicemail PIN) link to reset your voicemail PIN.
Reset Your Voicemail PIN 

· To Reset Your Voicemail PIN: Log In, as usual, and click on the “Phone Numbers” link located under the “Telephone and Internet” options. Click on the telephone number you would like to edit, then click on the “reset voicemail PIN” link and go from there.

