Genesis Voice Mail Quick Reference Guide

Main Checkin Menu

Enter your Mailbox ID and
passcode when prompted for
access to the Main Checkin
Menu or wait for an operator
to assist you.

(0) — Assistance*

(3) - Contact Checkin*

(7) - Play First Message*
(8) - User Options

(9) - Disconnect

(7) - Play First Message

If you selected 7, Play First
Message, depending on the
order set by your supervisor,
the oldest or newest message
will play, followed by:

(0) - Assistance

(3) - Delete Current Message
(5) - Keep Current Message
(7) - Replay Current

After Playing Message
Once your message

has been played and

an option has been
selected, another
message will play.

OR
If there is not another
message available, you
will be taken back to
the Main Checkin

Menu.

(8) - User Options

If you selected 8, User
Options, the following
user options are presented:
(0) - Assistance

(4) - Change Greeting
(7) - Change Passcode*
(9) - Cancel & Exit

(4) - Change Greeting

If you selected 4, Change
Greeting, you are given the
following options:

(0) - Assistance

(2) - Record Greeting

(3) - Delete

(7) - Play Recorded Greeting
(9) - Cancel & Exit

(2) - Record a Greeting
If you selected 2, Record
a Greeting, wait for the
tone to start recording.
Press any button to pause
recording or to confirm
you have finished.

(7) - Change Passcode

If you selected 7, Change
Passcode, enter your new
passcode followed by #, or
wait until new passcode is
repeated back to you and
then select:

(0) - Assistance

(3) - Start Over

(5) - Confirm Entry

(9) - Cancel Entry

(Any Key) - Paused or Finished Recording

options:

When you have paused or finished
recording, select one of the following

(2) - Append More Recording

(3) - Erase Recording

(5) - Keep and Exit

(4) - Save as Default Behavior Greeting
(7) - Review Recorded Message

messages are read.

if needed.

Supervisor Adjustable Settings

*Supervisor can filter what messages are available to agents: secretarial, voice, or both.
- Supervisor can change the order of received messages from the default “Newest to Oldest” to “Oldest to Newest.”
- Supervisor can enable for Automatic Number identification (ANI) to be provided or not be provided when

*The Assistance option in any menu must be toggled on by a supervisor and enables you to transfer to an operator

*The Contact Check-in option must be toggled on by a supervisor and enables you to change your contact status.

*The Change Passcode option must be toggled on by a supervisor and enables you to change your passcode.
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