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voice mail

Those of you going away for the holidays should change your voice mail messages to reflect the dates that you
will be gone from the office. You should record an alternate greeting so that you don't have to re-record your
primary greeting when you get back. Don't forget to "select" your alternate greeting after you record it. You
should also forward your phones to voice mail so that they don't ring 4 times at an empty desk. Call Forward is
"Feature 4" and the extension for voice mail is 500.Please see me if you need help doing this. Thanks.
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