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Mitel’s voicemail system is a vital component of modern communication tools, offering businesses a
reliable way to manage messages and enhance collaboration. This comprehensive guide aims to
provide administrators with the essential knowledge and step-by-step instructions for managing the
Mitel voicemail system effectively. Whether you are setting up voicemail for the first time or need to
troubleshoot issues, this guide will cover everything you need to know.

Understanding Mitel Voicemail

Mitel’s voicemail solutions are designed to streamline communication within organizations. They
typically offer features such as:

- Message storage: Store and retrieve voice messages easily.

- Remote access: Access messages from any device, anywhere.

- Integration: Seamlessly integrates with Mitel phones and other communication tools.
- Custom greetings: Users can personalize their voicemail greetings.

- Voicemail-to-email: Send voice messages directly to email for easy access.

Getting Started with Mitel Voicemail

Before diving into the administration aspects, it’s important to understand the basic setup and
configuration of Mitel voicemail.

Initial Setup

1. Install the Voicemail Software: Ensure that you have installed the appropriate Mitel voicemail
software on your server or cloud environment.

2. License Activation: Verify that you have the necessary licenses for the number of voicemail boxes
you intend to use.

3. Configure System Settings: Access the voicemail settings through the Mitel administration
interface to configure system-wide settings such as time zone, language, and default greetings.

Creating User Mailboxes

Creating user mailboxes is one of the fundamental tasks for a Mitel voicemail administrator. Follow
these steps:

1. Access the Voicemail Administration Interface: Log in to the administration portal.



2. Navigate to User Management: Locate the section labeled ‘User Management’ or ‘Mailboxes’.
3. Add a New Mailbox:

- Click on ‘Add Mailbox’.

- Enter the user’s details (name, extension number, etc.).

- Set a temporary password for the user to change later.

4. Assign Features: Choose features available for the user, like voicemail-to-email, fax, or remote
access.

Configuring Voicemail Options

After setting up user mailboxes, you may need to configure various voicemail options to ensure
optimal performance.

Customizing Greetings

Users can personalize their voicemail greetings to provide a more professional touch. Here’s how:
1. Access the Mailbox Settings: Users should access their mailbox settings by dialing into their
voicemail or through the web interface.

2. Select Greeting Options: Choose from options such as ‘Personal Greeting’, ‘Temporary Greeting’,

and ‘Default Greeting’.
3. Record Greeting: Follow the prompts to record a new greeting, or upload a pre-recorded message.

Voicemail Notification Settings

Setting up notification preferences helps users stay informed about new messages. Options include:

- Voicemail-to-email: Users can receive an email notification with audio attachments of their
messages.

- Text notifications: Configure SMS alerts for new voicemail messages.

- Missed call alerts: Set up notifications for calls that were not answered.

Managing Voicemail Features

Mitel voicemail systems come with various features that can improve usability and enhance
communication. Administrators can manage these features as follows:

Enabling Voicemail-to-Email

To enable voicemail-to-email, follow these steps:



1. Navigate to User Settings: Go to the user account settings in the administration interface.
2. Enable Voicemail-to-Email: Check the box for ‘Voicemail-to-Email’ feature.

3. Enter Email Address: Input the email address where notifications should be sent.

4. Test Configuration: Send a test voicemail and ensure the email is received.

Setting Up Call Forwarding

Call forwarding can ensure that calls are directed to voicemail when users are unavailable. To set it
up:

1. Access Call Forwarding Settings: Go to the call forwarding section in the user settings.

2. Choose Forwarding Options: Select the conditions under which calls should be forwarded (e.g.,
always, when busy, when unanswered).

3. Enter Voicemail Extension: Input the voicemail extension number to which calls should be
forwarded.

Troubleshooting Common Issues

Despite its reliability, users may occasionally encounter issues with the Mitel voicemail system. Here
are some common problems and their solutions:

Voicemail Not Receiving Messages

- Check User Mailbox Status: Ensure the mailbox is active and not full.
- Verify Call Forwarding Settings: Confirm that calls are correctly set to forward to voicemail.
- Network Connectivity: Ensure the server is connected to the network and functioning properly.

Users Cannot Access Voicemail

- Password Issues: Verify that users have the correct passwords and that they have not been locked
out.

- Dial-In Number: Ensure users are dialing the correct number to access voicemail.

- System Configuration: Check the system settings to ensure voicemail access is enabled for the
user.

Best Practices for Voicemail Management

To ensure effective management of the Mitel voicemail system, consider the following best
practices:

1. Regularly Update User Information: Keep user details current to avoid miscommunication.



2. Conduct Training Sessions: Offer training for users on how to utilize voicemail features
effectively.

3. Monitor Usage: Regularly review mailbox usage to optimize storage and performance.

4. Backup Voicemail Data: Implement a backup strategy for critical voicemail messages and settings.

Conclusion

The Mitel voicemail system is an essential tool for facilitating communication within any
organization. By following the steps and best practices outlined in this guide, administrators can
effectively manage voicemail settings, troubleshoot issues, and ensure that users have the resources
they need to communicate efficiently. With the right setup and management, Mitel voicemail can
significantly enhance organizational communication, leading to improved collaboration and
productivity.

Frequently Asked Questions

What is the purpose of the Mitel Voicemail Administrator
Guide?

The Mitel Voicemail Administrator Guide provides instructions for configuring and managing the
voicemail system, including user settings, system preferences, and troubleshooting.

How can I access the Mitel Voicemail Administrator interface?

You can access the Mitel Voicemail Administrator interface through a web browser by entering the
IP address of the voicemail server and logging in with your administrator credentials.

What are the key features of the Mitel voicemail system?

Key features include voicemail-to-email integration, custom greetings, user management, message
storage, and remote access options.

How do I reset a user's voicemail password?

To reset a user's voicemail password, log into the Voicemail Administrator interface, navigate to the
user settings, and select the option to change the password.

Can I customize voicemail greetings for individual users?

Yes, the Mitel voicemail system allows administrators to customize the voicemail greetings for
individual users through the user management section.



What should I do if users are not receiving voicemail
notifications?

Check the notification settings in the Voicemail Administrator interface, ensure that email
integration is configured properly, and verify that users have the correct notification preferences
set.

How can I back up the voicemail system configuration?

You can back up the voicemail system configuration by using the backup feature in the Voicemail
Administrator interface, which allows you to save the system settings to a secure location.

Is there a mobile app for managing Mitel voicemail?

Yes, Mitel offers mobile applications that allow users to manage their voicemail, including listening
to messages and changing settings, directly from their smartphones.

What are common troubleshooting steps for voicemail issues?

Common troubleshooting steps include checking network connections, verifying user settings,
restarting the voicemail server, and consulting the logs for error messages.

How do I update the voicemail system software?

To update the voicemail system software, log into the Voicemail Administrator interface, navigate to
the software update section, and follow the instructions to upload and install the latest firmware.
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