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WELCOME

Welcome to AccessLine SmartMessage Enterprise™—your powerful and

easy-to-use messaging service. SmartMessage Enterprise allows you to access

your voicemail, email, and faxes via the phone or the Web. You can also

customize your phone greeting and use Group Delivery of voicemail quickly

from any phone.

GETTING HELP

If you have questions or need help, AccessLine Customer Service is available

24 hours a day, 365 days a year.

•Call Customer Service directly at 1-877-880-0055.

•Call Customer Service through your AccessLine account from the Main

Directory by touching 00.

•Contact Customer Service through your Web account by clicking

the Customer Service button.



Using the Welcome Web

The Welcome Web allows you to set up your AccessLine online. To get to the

Welcome Web, simply click on the link in the email you received from AccessLine.

In addition to logging into your AccessLine and changing your PIN, the Welcome

Web allows you to confirm your basic information and begin customizing your

other AccessLine features.

Once you complete the Welcome Web setup, you need to log into your

AccessLine via the phone to record your name and your introduction. For

details, see the following page.
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GETTING STARTED
AccessLine SmartMessage Enterprise is your powerful solution to managing

messages. After logging in and setting up your account, you will be able to:

•Manage voicemail • Manage faxes

•Check email • Place calls

•Create and send voicemail • View Billing and Call History

to your Group Lists

•Get help

You can log into AccessLine via any phone or the Web. Throughout this guide,

we use the following icons to let you know whether the instructions are for

the phone or the Web.

Web instructions Phone instructions

You can set up your account via the phone or the Web. To get started…

•Log into your AccessLine account.

•Change your temporary PIN

•Record a custom greeting or introduction

•Record your name

Logging Into Your AccessLine Account

Each time you want to use any of your SmartMessage Enterprise features, you

must log into your account.

Step 1 Dial your AccessLine Number.

Step 2 During the greeting, enter your temporary PIN. You are now in the

Main Directory of your AccessLine account, and can use your

SmartMessage Enterprise features.

Setting up your AccessLine over the Phone

If you are unable to log into the Welcome Web, you can setup your AccessLine

over the phone.

!TIP
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LOGGING IN
Logging into your AccessLine account gives you access to all your SmartMessage

Enterprise features. You can log into your account via the phone or the Web.

Step 1 Dial your AccessLine

Number.

Step 2 During the greeting,

enter your PIN. You

are now in the Main

Directory of your

AccessLine account,

and can use your

SmartMessage

Enterprise features.

Step 1 Go to www.accessline.com

Step 2 In the Number field, enter your

AccessLine Number. If desired, click

the Remember My Number checkbox

and your AccessLine Number will be

filled in each time you log in from

your computer.

Step 3 In the PIN field, enter your PIN.

Step 4 Click Enter. You are now in your

AccessLine account, and can use your

SmartMessage Enterprise features.

Logging Out

To keep your Web account secure, AccessLine automatically logs you out after

15 minutes of idle time.

You can also help keep your Web account secure by properly logging out

anytime you step away from your computer or finish working in your account.

From any page within your Web account, click which is located at

the top, right of the AccessLine header bar.

Changing Your PIN

Your PIN (Personal Identification Number) helps keep your AccessLine account

secure. You may want to write down your AccessLine Number and new PIN.

It is recommended that you keep them stored separately in a safe place.

Step 1 From the Main Directory, touch 8 to access the User Options.

Step 2 Touch 7 to change your PIN.

Step 3 Touch in your new PIN, which can be between 4 and 10 digits and

may not start with zero.

Step 4 Touch in your new PIN again to confirm.

Recording a Custom Greeting/Introduction

Until you set up your AccessLine, each caller hears the following greeting, “Your

party is not currently available to take your call, however we will connect you

to your party’s message center where you may leave a detailed message.” You

can choose to leave this greeting active, or record a custom, more personal,

introduction.

Step 1 From the Main Directory, touch 8 to access the User Options.

Step 2 Touch 2 to record an introduction, such as, “Hello, this is Sandy

Richards of ABC Company. I’m unavailable at the moment. Please

remain on the line and leave me a message.”

Recording Your Name

It is important to record your name, because it may be used in certain prompts.

Step 1 From the Main Directory, touch 8 to access the User Options.

Step 2 Touch 4 to record your name.

Step 3 Touch * to end recording.
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Instant Callback

When listening to voicemail, you can instantly call back any person who left

you a message, if the caller attached a return number, or Caller ID (CLI) is

available.

Step 1 From the Main Directory, touch 1 to listen to messages.

Step 2 Wait for AccessLine to say, “Phone number attached.”

Step 3 Touch 9* to call the person back.

Touch 9*1 to hear the callback number without returning the call.

Rebound

After placing a call or returning a call from your AccessLine account, you can

return to Main Directory without hanging up and redialing. At any time during

the call, touch ##, or simply wait for the called party to hang up.

L ISTENING TO VOICEMAIL

Listening To a Voicemail

You can quickly listen to voicemail from any computer. Simply click the  icon

of the desired voicemail.

Forwarding a Message

You can forward a voicemail to a co-worker or client in the form of an email.

Simply click the  icon, address and write your introductory email, then

click Send.

Downloading a Voicemail

Downloading a voicemail to your computer allows you to save it for

off-line listening.

Step 1 From your Web account, click the icon of the desired voicemail,

select a format (AXS, WAV, AU), and select where to save it on your

computer.

Step 2 If you are downloading in AXS format and do not have the free

AccessLine Player, click , then click to download the AXS

Voice Player.

You can download multiple voicemail at the same time by selecting the

voicemail and clicking

!TIP

skip to next
message
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messages
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Touch 1 from the Main

Directory to listen to

messages received by your

AccessLine.

!TIP

!TIP When listening to voicemail, you may touch 8 at any time to return to the

Main Directory and access your other SmartMessage Enterprise features.

help
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SENDING VOICEMAIL

Sending Voicemail

There are 3 ways to send voicemail.

Forward After listening to a voicemail, pass the voicemail on to another

subscriber, along with any introduction you would like to record.

Reply After listening to voicemail, respond back to the subscriber of

the voicemail you received.

Send New Record a new voicemail and send it directly to a subscriber’s

voice mailbox.

Addressing Voicemail

There are 4 things to consider when addressing a voicemail.

•You can address a voicemail to an individual or a group. (Group Delivery)

•You can address a voicemail using a subscriber’s name or Group Name.

(Dial by Name)

•You can address a voicemail using an AccessLine Number or a Group

number. (Dial by Number)

•You can address a voicemail urgent or private. (Special Delivery)

When listening to messages, touch 6 to

forward, reply, or send a new voicemail

from your AccessLine directly to the voice

mailbox of another subscriber. You can

also touch 6 from the Main Directory to

send a new voicemail.

forward message

reply to message

send new message

Group Delivery

Besides addressing messages to individual subscribers, you can also address

messages to groups. Group Delivery is extremely useful when the same voicemail

needs to reach an entire department or a specified group of people. There are

two types of groups:  Administrated and Personal.

Type

Administrated

Groups

Personal Groups

Description

Large groups used by

the entire enterprise. For

example: AllSales.

Groups usually involving

departments or work

teams and are for your

own personal use. For

example: QAProject

Creation/Maintenance

Created and maintained

by a System Administrator

from your enterprise.

Created and maintained

by you. For details on

creating Group Lists, see

the section Modifying

User Options.

skip and continue listening to messages



10 11

Dial By Name

Dial By Name allows you to address individual subscribers and groups by spelling

their names. Simply touch in the first 3-4 letters on the telephone keypad that

correspond to the letters of the subscriber (last name followed by first name)

or Group Name. Although they may not be marked on your keypad, for Q

touch 7 and for Z touch 9.

When addressing subscribers or groups with Dial By Name, your search may

produce more than one match. If this happens, AccessLine plays the recorded

name of each match one at a time, allowing you select the correct name.

Using Dial By Name

Step 1 From the Main Directory, or when listening to voicemail, touch 6 to

send a message.

Step 2 Touch the letters of the subscriber or Group Name receiving the

message. For example, touch 7846 (Quin) or 72537 (Sales)

Step 3 AccessLine will play the recorded name of the match.

Step 4 Touch 1 to select the name as a recipient.

Touch 2 to hear the next match.

Touch # to search again.

Step 5 Once all recipients have been selected, touch * to continue sending

the message.

You do not have to spell the entire name. Entering the first 3-4 letters is

minimum. The system will prompt you for more letters if it finds too many

matches.

In situations where the exact spelling of an individual subscriber name or

Group Name may be in question, you can use the number 1 as a wildcard,

replacing a letter of the name. You can use the wildcard only once

per search.

For example, if you are not sure if Sandy’s last name is Tadd or Todd,

touch in 8133, to find the match.

!TIP

JKL MNO

PQRS TUV WXYZ

ABC DEF

GHI

Wildcard

!TIP
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Dial By Number

Dial By Number allows you to address individual subscribers using their AccessLine

Numbers or to address groups by their designated Group Numbers. For individual

subscribers, simply touch in all ten digits of their AccessLine Number. For Group

Numbers, touch in the Group Number.

Using Dial By Number

Step 1 From the Main Directory, or when listening to voicemail, touch 6 to

send a message.

Step 2 Touch in the AccessLine Number or Group Number to receive the

message. For example, touch in 20 (Sales Group) or 206-123-4567

(Jane Smith’s AccessLine)

Step 3 AccessLine plays the recorded name of the match.

Step 4 Touch 1 to select the name as a recipient.

Touch 2 to hear the next match

Touch # to search again.

Step 5 Once all recipients have been selected, touch * to continue sending

the message.

!TIP

Special Delivery

When sending, replying, or forwarding a voicemail, you have the option to

mark the voicemail for Special Delivery. Special Delivery is a way for you, if

needed, to attach an additional level of importance or security to the message

being sent. You can mark a message urgent, private, or leave the message

unmarked (normal delivery).

Urgent Delivery Your urgent message jumps to the top of the recipient’s

message stack.

Private Delivery Your private message cannot be forwarded or downloaded

by the recipient.

You can mark a message with more than one type of Special Delivery,

allowing it to be urgent and private.
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The following keys are also available during the fax review process:

Touch 2 to delete the fax. Touch 5 to confirm deletion.

Touch 3 to repeat the fax information.

Touch 7 to back up to a previous fax.

Touch * to skip to the next fax.

Touch # to return to the Fax Directory.

You can easily change your default Fax Forwarding Number via the phone

or the Web. For details, see the section Modifying User Options.

Callers send faxes directly to your AccessLine by touching in your AccessLine

Number and immediately touching “send” on the fax machine. Callers

should not wait for any greeting.

Forwarding Individual Faxes To a Fax Machine

You can forward a specific fax to a fax machine individually.

Step 1 From the Main Directory, touch 3 to access your faxes.

Step 2 Touch 3 to review individual faxes.

Step 3 Listen to the fax information, including the phone number that

delivered the fax (if available), the date and time the fax was received,

and the number of pages.

Step 4 Touch 1 to forward the desired fax.

Step 5 Touch in the fax machine number, or touch * to forward the fax to

the default fax forwarding number.

Step 6 Touch in another fax machine number, or touch * to forward the fax.

forward all
new faxes

forward all
previously

delivered faxes

review
individual

faxes

return to
main directory

forward fax
status report

confirm deletion

back up to previous fax

next fax

return to fax directory

repeat fax information

delete fax

forward fax

MANAGING FAXES

!TIP

!TIP

!TIP

Touch 3 from the Main

Directory to manage your

faxes. Faxes are received and

stored in your Web account.
help

Forwarding a Group of Faxes To a Fax Machine

You can forward new or delivered faxes to a fax machine as a group.

Step 1 From the Main Directory, touch 3 to access your faxes.

Step 2 Select the type of faxes you want to forward to the fax machine.

Touch 1 to forward all new faxes.

Touch 2 to forward all previously delivered faxes.
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Viewing a Fax

You can reduce the amount of faxes sent to your fax machine by storing all

faxes and viewing them in your Web account. You can view faxes in JPG or

TIFF format by clicking Faxing Services.

If you are unable to view the fax in a TIFF format, your Web browser may

require a TIFF viewer plug-in. AccessLine provides a free TIFF viewer plug-

in from the Optimize My PC page. If you prefer not to download the

viewer plug-in, please view the faxes in the Web-friendly JPG format.

!TIP

Downloading a Fax

Downloading a fax to your computer allows you to save it off-line for

later viewing.

Step 1 Select fax(es).

Step 2 Click

Step 3  Click the       icon of the desired format (TIFF or JPG).

Forwarding a Fax as an Email

You can send any received faxes to co-workers and clients, even if they

do not have a fax machine handy, by forwarding the fax as an email.

Step 1 From Faxing Services, click the  icon of the desired fax.

Step 2 Address the fax, click TIFF or JPG format, and write an

introductory email.

Step 3 Click Send.
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Changing Your Custom Greeting/Introduction

You can customize the greetings your callers hear at any time.

Step 1 From the Main Directory, touch 8 to access the User Options.

Step 2 Touch 2 to record an introduction.

Step 3 Listen to the existing introduction, or touch * to skip it.

Step 4 At the tone, record the new introduction.

Step 5 Touch * to end recording.

Callers can skip your greeting and immediately leave a message by touching

# at anytime.

MODIFYING USER OPTIONS

home

office

faxrecord an
introduction

change
forwarding
numbers

record
your name

change your
PIN

return to
main directory

cellular

return to user options

Touch 8 from the Main

Directory to change your

recordings, phone numbers

or PIN.

Recording Your Name

AccessLine uses your recorded name in different greetings and prompts. For

example, if you choose to use the default AccessLine greeting, your callers hear

“Hello, you’ve reached the AccessLine Number for….”  Even if you change the

default greeting, it is important you record your name.

Step 1 From the Main Directory, touch 8 to access the User Options.

Step 2 Touch 4 to record your name.

Step 3 Listen to the existing recorded name or touch * to skip it.

Step 4 At the tone, record your name.

Step 5 Touch * to end recording.
help

!TIP

Step 1 From Change Your PIN, enter

the current PIN.

Step 2 Enter the new PIN, which can

be between 4 and 10 digits,

and may not start with 0.

Step 3 Re-enter the new PIN to

confirm.

Step 4 Click OK.

Step 1 From the Main Directory,

touch 8 to access the User

Options.

Step 2 Touch 7 to change your PIN.

Step 3 Touch in your new PIN,

which can be between 4 and

10 digits and may not start

with 0.

Step 4 Touch in your new PIN again

to confirm.

Changing Your PIN

To keep your AccessLine secure, it is recommended that you change your

temporary PIN as soon as possible. In addition, it is a good practice to select

a new PIN at least once a month.



Group Lists

You create and maintain your Personal Groups in your Group Manager via the

Web. You can also view any Administrated Group that you have been granted

permission to use by the System Administrator.

Creating a Personal Group

Step 1 From Group Manager, click

Step 2 Give your group a name and a number.

Step 3 Select Individual or Group from the drop down menu.

Step 4 Enter the individual/group’s name OR number

Step 5 Click Add to Recipients

Step 6 Repeat steps 3-5 until all recipients have been added.

Step 7 Click Save Group.

When naming and numbering your Personal Groups, try to use as few

characters as possible so they are easy to dial. Also, try to keep group

names unique, so you get the fewest possible matches when searching for

a specific group.

21

!TIP
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Changing Forwarding Numbers

Your forwarding numbers serve as the default numbers for other features in

your account. Your home and office numbers are used with your automatic

Speed Dial feature, and your fax number is used to forward faxes to your default

fax machine. Keeping your forwarding numbers current is easy to do.

Step 1 From the Main Directory, touch 8 to

access the User Options.

Step 2 Touch 3 to change your forwarding

numbers.

Step 3 Select the type of forwarding number

you need to change.

Touch 1 to change your home

phone number.

Touch 2 to change your office

phone number.

Touch 3 to change your fax number.

Touch 4 to change your cellular

phone number.

Step 4 Touch in the new 10-digit number.

Step 1 From Your Profile,

enter the new phone

numbers in the

appropriate fields.

Step 2 Click OK.
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Email Notification

AccessLine alerts you via email whenever it receives a new voicemail or a new

fax. The email header includes the message type of the newest message

(voicemail, urgent voicemail, or fax) and the pager display information. The

email body repeats the header information and includes the length of the newest

message and the number of pending messages.

USING NOTIFICATION

Notification helps you catch important calls and eliminates the need to

constantly check for new messages. If you have a pager or an email account,

AccessLine will alert you whenever it receives a new voicemail or a new fax.

Simply contact Customer Service to get your pager or email configured with

this powerful feature.

Pager Notification

AccessLine alerts you via pager whenever

it receives a new voicemail or a new fax.

Your pager will display the message type

of the newest message  (voicemail, urgent

voicemail, or fax), the number of pending

messages, and the Caller ID for the newest

message, if available.

70 - Message

71 - Urgent Message

80 - Fax

Your AccessLine
Number or caller’s

number

Number of
new messages

Setting Up Your Email Configuration

Rather than logging out and going to your external email provider’s page, you

can manage your email right along with your voicemail and faxes through your

AccessLine Web account. If you do not have this information, please contact

your system administrator or email provider.

Step 1 Click Email Services.

Step 2 Select your mailbox type (POP3 or IMAP).

Step 3 Enter your first name.

Step 4 Enter your last name.

Step 5 Enter your email address.

Step 6 Enter the name or address of your email server.

Step 7 Enter your email account name.

Step 8 Enter your email password.

Step 9 Click OK.

You can modify your original email preferences either in Your Profile under

the Email Configuration section, or in Email Services by clicking Preferences.

CHECKING EMAIL

!TIP



PLACING CALLS

Setting Up Speed Dial Numbers

You can set up your Speed Dial numbers for numbers you dial often or numbers

that are hard to remember. Simply click Set Speed Dialing, select a Speed Dial

Code, and enter the appropriate information in the Name field and the Number

To Be Dialed field.

Using Speed Dial Numbers

After setting up your Speed Dial numbers…

Step 1 From the Main Directory, touch 9 to get an outside line.

Step 2 Touch in the 2-digit code (90 through 99) for the desired number.

(For example, 9-91, 9-92, 9-93, etc.)

Your AccessLine is already set up with automatic Speed Dial numbers to

your home and office. Touch 9 to access an outside line, then touch 1 to

Speed Dial your home number, or touch 2 to Speed Dial your office number.

(For example, 9-1, 9-2)

When placing a call through your AccessLine, you can save time by using

Instant Callback and Rebound. For details, see the section Listening to

Voicemail.

rebound  to accessline

dial office

dial home

!TIP

Touch 9 at any time to place a

call. When you hear the dial tone,

touch in the desired number.

!TIP
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