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NAME,

Enclosed are the details of how everything is currently configured for your Virtual Office.  We have also included instructions on how to use and setup your voicemails and virtual faxes.
If you have any questions feel free to call us at 763-222-1000, Option 3, Option 3.  Have a wonderful day, and thank you for your business!

You can administer your phones online at https://secure.usfamily.net/pbx/login.jsp  
Group Name: GROUPNAME

	VTree Number:
	7635551230

	Resource Recording Number:
Resource Recording Pin:
Assigned Unified Messaging Number:
Assigned Unified Messaging Pin:
Unified Messaging Email:
Assigned Virtual Fax Number:
Assigned Virtual Fax Pin:
Virtual Fax Email:

	7635551239
1234
7635551234
1234
voicemail@example.com
7635551236
1234
fax@example.com


	VTree Configuration:
	(English Explanation of the Vtree)
If in Night Mode, goto the Main Menu.  If not, call blast Ann, Bob, Charlie, and Dave for 4 rings.  On no answer, goto Main Menu.  

Main Menu (Resource ID 100):
Dial by Extension enabled.

Option 0) Call Ann and Bob with Distinctive Ring for 3 rings.  On failure, roll into voicemail 7635551234

Option 1) Goto Sub Menu 1

Sub Menu 1 (Resource ID 101):
Dial by Extension enabled.




	Phone Number:
	7635551231

	Assigned Unified Messaging Number:
	7635551232

	Assigned Unified Messaging Pin:
	1234

	Assigned Virtual Fax Number:
	7635551233

	Assigned Virtual Fax Pin: 
	1234

	Customer Email:
	ann@example.com

	Web Login Username:
	Ann.example

	Web Login Password:
Extension:
	Example
231



	Conference Bridge Number:
	7635551235

	
	

	Assigned Conference Bridge Pin:
	1234

	
	

	
	

	
	

	
	

	
	



	Unified Messaging Number:
	7635551237

	
	

	Assigned Unified Messaging Pin:
Unified Messaging Email:
	1234
bob@example.com

	
	

	
	

	
	

	
	

	
	



	Virtual Fax Number:
	7635551238

	
	

	Assigned Virtual Fax Pin:
Virtual Fax Email:
	1234
bob@example.com

	
	

	
	

	
	

	
	

	
	




Notes:
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Velocity Telephone Unified Messaging Voice Mail / Virtual Fax Set-up Instructions:

STEP 1: Set-up your Voice Mail Personal Greeting
1. Dial the unified messaging number assigned to you.
1. Interrupt the greeting by pressing 7.  If you are dialing from your home telephone number, you will automatically be asked to enter your PIN without pressing 7. 
1. Enter your PIN 
1. From the main menu:
 - Select 4 for personal options
 - Select 3 for greetings & recorded names
 - Select 1 to change your greeting
  
3. Select 1 for a standard greeting with your home telephone number 
3. Select 2 for a standard greeting with your name 
3. Select 3 for a personal greeting 
A complete map of our voice mail system is available at http://www.velocitytelephone.com/vmail_structure.html 
STEP 2: Install and configure the Unified Messaging Call Manager software
1. Download the software installer at http://icw.usfamily.net/CallManagerSetup.msi  
1. Save the installer to a known location on your hard drive (such as your Desktop). 
1. Double click on the installer.  (Note: If a window is displayed stating your operating system does not know how to open ".msi" files, you will need to install a Windows Installer Engine before proceeding).

1. Proceed through the installation wizard. Before the installer completes the installation process, a Networking Configuration window will be displayed.  Enter your unified messaging phone number and PIN provided to you, and press OK.
STEP 3: Outbound Fax –

This is our new Outbound Fax from your desktop enhancement.  If you have purchased this enhancement, please download and follow this two part installation process. 

Install Ghostscript to the default location (DO NOT CHANGE THIS):
http://fax.usfamily.net/gs815w32.exe
 Download the print to fax software:
http://fax.usfamily.net/PrintToFaxSetup.msi
 You will also need your Virtual Fax Number and you PIN. 
 This is currently ONLY supported on Windows Vista, Windows XP and Windows 2000.
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