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Sunco is your

business telecom

and managed IT systems integrator

At Sunco, our passion is to make business
communication for our clients.

We are your trusted independent business
telecom and managed IT systems integrator,
with more than 20 years of experience
helping companies get more from their
telecommunications and IT services. Our
focus on becoming a long-term strategic
partner to each of our clients is second to
none.

We help clients of all sizes find areas of cost
savings, increased protection and improved
performance. Our experience with both the
fundamental and cutting-edge of business
communications and managed IT services
allow us to work with businesses to
determine the best solutions to support their
ongoing success and provide added peace of
mind.

From everyday business telecom services to
implementing fully managed, customized
cloud, networking and security solutions that
can scale as a business grows, we help our
clients identify, adopt and implement the
secure, flexible, scalable and personalized
services they need to succeed. And we
deliver high-quality, integrated business
communications and managed IT solutions
with the employee-level commitment and
collaborative approach every client
relationship

Service: To enter a service call, please
email service@sunco.ca and a ticket will be

auto-generated in our system.

Client Portal: To receive log-in credentials for
our self-service payment and service portal,
email billing@sunco.ca or please call (780)
809-1786 or 1 (888) 782-9357.

After-hours Emergency Service: To reach
our after-hours on-call technician, please call
(780) 809-1786 or 1 (888) 782-9357 and leave
a message.

Accounting: For questions regarding
accounting, please call (780) 809-1786 or
email billing@sunco.ca.
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Cloud C cted Communication

USER PORTAL REFERENCE GUIDE

Welcome Email

You will receive an Email from Sunco with your User Portal Access and User Name.

Weicome to User Portal, YOUR NAME

Y es108

T0 ¥ our Frraes Asdreas

"
Thes o-mad meiiage COMMMmS 1our Viace B Bunrets Tenice: Cedersal

& User Portal Detas

User Portal USL WRYS IV SRt CANSARAARGA ~.

Unernarse Your Emad Aooress

“ YOour 3anennd Wl e el @ § JepIrem Mt
< Phone Detass
Prime Prome Second Phoce Thurd Phoos
Prone Trpe Hotdess Evtemal Prose Nt Gon Mebie Chant Setphone
Exinenion K
Phone PN
Cwact Numster(n) TR0 T S
Caler 10 Wamtnt TERINITM TR0 T4
Cader Mo
Respomee L ocaton

Enternal Phone Number

W
This o-m= wssage containg your Voice for B Servicos ced

-
< User Portal Details

User Portal URL hIpS IV SUNCo. Cakonosiogin 30 d=sunco
Username

Your Emad Adcress
“ Your password wal be sentin a separate ma
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Cloud Connected Ce jcat

An additional email will contain the password.

Your password for User Portal
1 message

doNotReply@voiceforbusiness.ca <doNotReply@voiceforbusiness.ca=
ToYour Email Address

VOICH

This mail is an auto-generated mail from the User Portal. Please do not reply to this message.
Hi
Please find below your password for your User Portal.You can also use your password to log into other applications

Password :79xR34Fp

Enter the User Portal URL into your Internet Search Bar.

| & hpsiivibaincocskonasAogin daTide sunco o

o M

Userpame

Pasyword

Teems DT Uise | Privacy Policy
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FOR BUSINESS

C/OIIJ Conncded Communicalion

Enter your Username and Password. Press Login. This will bring you to the Home Tab of the
User Portal.

VoK e

Click on the icons for Speed Dial, Forwarding, Voicemail or Phone and a pop-up window will
describe the feature and how it works.

ca Mitel
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g would prefer 1D DINSE B BNgRe DUt 1 Call ot contect

Thes portal stows 1

avadabie Trougn T
% of O waery?

Pades D turster entered by b w ey ermad
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Click Show Help.

Do telpy ©

Ar .

Speec Dl Forwaring Mobde Twirnurg
T o e shown you s contam bens SRR Formuring stves your desk jone ¢ L4

te Owreciory Seanth

VO emad Prone

292

Click on any of the questions to get information on how to make feature changes to your
extension.

Welcome Wes Do you want to:

o Crange my voCemad Dasecooe?

Ths SONN MOes you 15 GUCKly CRIN0R YOLF COTITUACAON BMKAce MENGE Lite e 1308 33 NGt the stiagy

o CRange my e
S0 TVOUON e DOSE On T QN YOu'S 408 COMMON QONS I DIOVIOR SUOORI0NS ¢ Gy 1D ity AChvies

nQ Moncer?
* Search or pRONE NURDers of Cer ey )

o 3950 OCemat rawang 0 my eear?

| Speed Diad | Forwarang Mobde Twirning
. ‘ prore . R L
Dwectory Search

Voxcemad Phone
Cal Heslory

Al l Ay o o

. = ~ A) .
a
-

SUTO oo Mitel

COMMUNICATION & INSTALLATION



RN

FOR BUSINESS

C/oud Connetted Communication

If your extension has been setup for Mobile Twinning, you have the ability to turn it off and on.

o Ml

o Du Foreararg Mobde Twnrng
— - Sayrl " —~
Cwectory Search
VOKemal Fhaore
Cal raiiny
o=y od sl T R . o0
1) - Ar v
-
a1 e
=
-
a .

Termn OfUne | Prncy Potcy

From the Home Tab, type in the name or extension number of the user in the Directory Search.

R

~© FOR BUSINESS

Speed D Fornarong Motde Tamning
= — " " 5
V- -
Deectony Seacch
Voacemad Prasne
| a0 Hstory
Rl - - 'S a-
Al -
~
e
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C/OIIJ Conncded Communication

For a more detailed search, click the User Directory Tab on the main navigation bar to find other
users on your system. You can display 10, 25, 50 or 100 users at a time or do a Search by either

name or an extension number.

Mome > User Dreciory

Display 10 ~

Nama

1, Sean Mouse
53200, Demo 53200
5330e, ODerme 5110¢
5340, Demto 5340
5360, Deemo 5360
ACD, Carne

ACD. Cadrick

ACD, Dach

ACD, JasonM

ACD, Mixe

Showing 1 10 10 of 44 entries

Show Help

C  Emak Addiess

seang@taho.com
5320e200ia ca
$230e@eria ca
SO0
51E0Rees ca

carme douceagBunco
codricu@sunco ca

daoh le@iunco ¢a
Jasengsunco.ca

miba@aunco ca

2 3 4 5 Nett

Last

-

SUTO oo Mitel

COMMUNICATION & INSTALLATION



—

FOR BUSINESS

C/OIIJ Conneded Communication

You can access your Call History on the Home Tab. Click on the drop-down menu and select All,
Incoming, Missed or Outgoing.

O Mt Wy Frote -

Speed Dl Forwarong Mobée Tamning

= oot Sl sty 1o > CaRGEe hey o S| 7 rang sown seut prore v

Voicemad Phone

Click the Call History Tab on the main navigation bar to view details on All, Incoming, Missed or
Outgoing calls. You can search names and numbers in the Search bar as well.

L L o ey ©
Onglay 1)+ Searcn:)

Caber/Caten T iang Duraten

F  omncen Name) - 97808091682 i T Jan 03 1214 s

£ Cory Robtovely - S37773)18% 1 Tue Jm 0300 0 008248

£ fomnewn Name! - 97802295937 1) Tes den0) 04 0003 12

B Tt Schoersecpn - 1843 " T, Jan 03 08 07 00238

£ Disosen Kame! - S780M26417 1) Tus Jst 000808 00 02 46

£ vocenas - $000 " Toe, Jan 00 07 ST ) 00 29

£  Frooasoor Fromedoar - 2201 ) faOec M

5 Sesn Schoerterger - 1784 LU Thw Do 221501 Ws
$8  Loancen Name! - 9700048114 U o Dec22 80 00 06 04
£ Laneen Name) - 918688011878 ' T Dec 22 1548 000N
Shownt 110 39 of 90 entree 2.3 4.5 Newt Last
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Cloud Connected Communication

Click on the Program Keys tab on the main navigation bar. Select your device from the drop-
down menu.

00 Mol Wy Profle -

Momm > Program Keys Show Melp ¥

Program Device Keys

Sekect Device

HINT: The device type is the model number of your telephone.

Once you select your device, the following image will appear with your device keys and the
current programming. If your phone offers multiple pages on the display, they can be accessed
by clicking on the number icons under the Device Keys image.

Wome = Prugn tery

Program Device Keys

Setct Devicn Oevice Kays

(5340 1P v [

Pant

Pk

-

©
£

LilaliE

Carn

o

E
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Cloud Connected Communication

At this point, click on any key you wish to program. The following screen will appear. Click on
the Feature drop-down menu to select one of 30 available features. Label the key with a
description that makes sense to you. A description of each feature is displayed to the right of the
drop-down menu. Click Update to save your changes.

00 Mitel

Program Button 16

Select Feature

Feature
Handol! v
Key Label

Feature Descripbon

Ha » , be aulnmas y srrod Yom nning phone 1o ar " 1¢

Update Claar
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Click on My Profile in the upper right-hand corner of the screen to access the following:
e Details
e Login Details
e Prime Phone
e Second Phone
e Third Phone (if valid)
e Fourth Phone (if valid)
e Voicemail

0o Meel Weicome My Profile v

- FOR BUSINESS

Home » My Profie Show Help ¥

Detaits Login Detalls Prime Phone Second Phone Third Phonea Fourth Phone Voicamall

Click on the Details tab to view basic information such as name, email address and language
preference.

COMMUNICATION & INSTALLATION
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Cloud Connected Communication

Click the Login Details tab to update your Password. Make the changes and press Save to update
the changes.

Details Login Details Prime Phone Second Phone Third Phone Fourth Phone Voicemail
Username *
wes@sunco.ca

Change my password

You can change your Phone PIN under the Prime Phone tab within My Profile as well.

Dolaits Login Detally Prene Phone Second Phone Third Phone Fourth Phone Volcemall

Phane Type: holdesk

Extension *

Phone PIN

..... .-

SI70 oo Mitel
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Cloud Connected Communication

The Second Phone in this instance contains the number that will be twinned with your desk

phone. This is usually a cell number. If you want to activate the twinning ensure the Activate
Twinning is checked on.

ne P Second Phone

Phone Type: External Phone
Extension: 1°65)

Twinning Number
7805551234

¥ Activate Twinning

The Third Phone will only show in your My Profile Tab if you are licensed for a SIP Mobile Client
Softphone. You can then update your SIP Password. Click Save.

Third Phone

Phone Type: Next Gen Modde Cient Sorphone

Extension: 18°8)

SIP Usemame *
nomail fakelca_3

Chanoe SIP Password

SI70 oo Mitel
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Cloud Connected Communication

The Fourth Phone will only show in your My Profile Tab if you are licensed for a SIP PC
Softphone. You can then update your SIP Password. Click Save.

Fourth Phone

e

Phone Type: PC SIP Sofy;
Extengion: 166°

SIP Usemame *

nomail fake.ca_4

Chanog $IP Password

SUTO oo Mitel
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C/OIIJ Conneded Communication

The Voicemail Tab under My Profile allows you to change your voicemail passcode, enable
forwarding to email (if subscribed to), and input the extension a caller is forwarded to when
helshe dials zero.

Desails Login Detals Prme Fhone Second Phooe Third Phone Fourn Phone Voicemail

Volcemal Passcode *

Confirm Passcode

¥ Emabie Forwardmg 1o Eman pekect Tnable Forwars)

Dial 0" User D0 Ext *

Enfter Dial 0" Lat

Frmbadded UM Frabled SoRet IV CATCA S0 10 Sedie Eniediod Lnfied Mey2agng

If you click the down arrow next to My Profile you can click into My Services which shows you a
summary of your phone extensions and phone details.

00 Meel

Welcome My Profile v

Home » My Profie Show Help ¥

Details Login Detalls Prime Phone Second Phone Third Phonea Fourth Phone Voicamall
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. Phone Details

Phone Type

Extension

Phone Model

Phone PIN

Direct Numbers

Caller ID Number

Caller Name

Emergency Response Location
SIP Username

SIP Password

External Phone Number
Phone Service Host name

A2 yoicemail Details

Mailbox
Passcode

& MiCollab Client Details

Link to Download desktop client

MiCollab Service Host Name
MiCollab Username
MiCollab Password

& MiCollab Web Client Details

MiCollab Web Client Portal URL
Username
Password

hilps

™~

FOR BUSINESS

C/oud Connetted' Communication

Prime Phone
Deskphone
3515

5320 IP
7802293515
7802293515
7802293515
18961 - 111 Ave

mbg-1.sunco.ca

vibmicollab sunco ca/ucs/dVUnihedCommunicatorAdvanced ms

vibmicollab sunco.ca
demo@VFB-Demo

hitps //vibmicoliab. sunco ca/ucs/micoliab

demo@VFB-Demo

Second Phone
External Phone

7805551234

Third Phone
Generic SIP
3515

18961 - 111 Ave

demo.nomail.ca_3

AR

mbg-1.sunco.ca

SUTO oo Mitel
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Cloud C cted Communication

MiCollab Web Portal User Reference Guide

Getting Started

You will receive an email with the MiCollab Web Client Details. This email contains your

username.
Sadefin@euncoca
ume v
M Demo Phose
I Thaok you for choosng Voce For Busness Tha o mad message contans your Voue & Busness Servces credendals
' & User Portal Detalls
| Usar Portal URL DS e 30 SARGN08 000 92 D VY & Demg
| Usernarme demo@omalca
* Your pesssced wdl De st 0 3 separate mad
S Phone Detaits
Prime Phone Second Phose Thivd Phone
Phose Type Ceshprone Extermai Phone Generc 59
Extension 18 bt
Phoae Model 509 . i
Phose PN [ral0)
Direct Numbers TE02233515
Caler 10 Number TE02253515
Calier Name TE02253515 . .
Emergency Response Location 0961 . 111 Ave . $E951 . 111 Ave
SIP Username . . demo nomal ca_d
SIP Passywoed . . SLEGIMNF
Exnernal Phone Number . 1805551204 i
Phone Service Host name . . 0! srcats
92 voicemad Details
Maibox 3515
Passcode Qa9
Emall Address r@nocia
& pucollab Client Details
Link 1o Dowrdoad deshiop cliest 1 P At sure s VKR Uit T i i Ach e o rom
WCollad Service Most Name Socoib w2 L
WML olad User name Semo@VFE-Demo
MCollad Passwoed * Yiur passwond wll be sert & 3 separate sl
& wiCollab Web Client Details
MeCollad Web Chant Portal URL s S Rrnc ofied 2o catk e ol
Usevname Somo ¥ B-Demo
Paswword * Yor pasewoed will be sent 0 3 separate mad

Thia e-mad (eciudeg sey st hrnents) o for B sche Use of S rended ecownis) nd Mgy corten Pormston Tt o confidertial andior profecied by Mgsl prdlege Any LrauBionsed sevs. L4 topy. dacionurs o Ssttution of B a-mad i siclly prohbited If you teguee Sy
BOSMONN HIAAACO DMase LOMMT U8 B Phone (BAEMNELD) Fan (TOOESIE533E MM scollarcata

Ragarsy
Aty stor

S0 0 Mitel
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C/OIIJ Conneded Communication

Your password will come in a separate email.

SN

COMMUNICATION AND NSTALLATION LTD

Your password for User Portal
1 message

doNotReply@voiceforbusiness.ca =doNotReply@voiceforbusiness.ca=
ToYour Email Address

" FOR BUSINESS

This mail is an auto-generated mail from the User Portal. Please do not reply to this message.
Hi

Please find below your password for your User Portal.You can also use your password to log into other applications
Password :79xR34Fp

To Login, cut and paste the Portal URL (circled in yellow on page 17) into a search engine or
double-click the link in your email. This will bring up the MiCollab Login screen. Enter the

username you were provided in your Welcome email along with the password you received as per
above. Click Login.

€« C Qomacitiah b

»

Dﬂ Mltel MiCollab

Yo 4

5
<

Tetr Contwction
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Cloud Connected Communication

You are now in the Home Screen of the MiCollab Web Portal. You can search for a contact phone
number or extension number. This screen also displays the Home Screen Main Menu, Your
Current Status and your Inbox.

QW]
== eo0oa e o

D=
|
o

S1*°17Q g Mitel
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Cloud C cted Communication

Adding a URL, Speed Dial or Contact to Home Page

If you click the plus sign (+) on the home screen or click on the 3 dots in the right side of the
home screen, it will give you the option to add a New URL, add a New Speed Dial or add a New
Contact.

To add a URL, click + New URL. Enter shortcut name and URL web address and click Save.

Enter Shortcut Name

Enter URL

Cancel

S =0 oo Mitel
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Cloud Connected Communication

To add a New Speed Dial, click + New Speed Dial. Enter shortcut name and enter the phone
number and click Save. This will be a person who is not in your corporate contacts.

Enter Shortcut Name

Enter Phone Number

Cancel

To add internal contacts to your home page, click + New Contact. Type the name in the search bar
and click on the user. The user will then appear in a bubble above the search bar. Add as many
users as you like following the above procedure and click Done when completed.

X - \ -~ ( ancel
&  Comaces Qi{ J ?
e - —
0 ow
wenny Cocr Cadrick
2 b AD Letiar
% Call Mntory Don Kawchuk
DK
0 Vokemat o
Wes ACD
© Semngs WA

a Wes Schoenberger
(J
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Cloud Connected Ce 7

Contacts

If you click on one of your contacts, six icons pop up.

Co Mitel | micotab
g o ACaenng
s oo 3 @ @_ QP @ -
O o= 2 OB SOLOMEN
e @ @_ Q awn - 2o Yo
’( oy Q 7804481158
e @ D e Q@ e
Miks %0
Vv PR T - e Oyen & -4
L - G Cumvy e e . g

Posrtermes

@ Click to call the contact Click to bring up the contact details

e Click to chat with the contact e
@ Click to email the contact e Click to delete the contact

Click to make the contact a favorite

Calling a Contact

When you click the telephone icon to call the contact, a screen will pop up to ask with what device
you want to use to call.

SUTO oo Mitel
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Cloud Connected Communication

Once you decide, another pop-up window will display and your device will begin ringing to the
contact.

Click on the chat icon to chat with a user. In the window, type your message in the bottom
window and click send. The contact must be available in order for you to chat. If it says user is
unable for a chat, the feature will not function. When you send a message the chat bubbles will
appear in the chat window.

s @ O @
L] L] o Wy Jacn

hoentes e

i @ @ @ @

Wes
hosnberger

e ee

hope you sne having & grest day

Le
®
e At gre

SI70 oo Mitel
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Cloud Connected Communication

Click on the @ icon to bring up Contact details.

Mite MiCollab

Q

"y @@ Q@ j &= . Q'

z 2 N b

- 2@ & @ |= “
e B s nvowe g et ©
® @ @ @ * o
®

Click the Star icon to add that contact to your favorites list. The Star icon in the upper right
corner of the screen will turn yellow.

MiCollab
: x Deta :

@ O @ @ ' & et

PowBege iy

Lammy Kemmer @sunco ¢a

Senouibuger ()

@ @ @ @ .

$I"2:70 g Mitel 24
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Cloud Connected Communication

If you click on the Contact field on the home screen it will open up all your contacts. Your favorite
contacts will display at the top of the screen.

> Mitel | micouab

Q  Search or Dial
Contacts
) Home
&  Contacts
D Chat Favorites (4)
7y CallHistory 9 Cedrick LeBlanc
Y
Settings
o s & Danh Le
®
a Kenny Ho
&
e Tammy Klemmer
g
Groups (2) v

SI70 oo Mitel
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Cloud C cted Communication

Adding a New Group

In the Contact screen, click on the 3 dots. To add a new group, click on the +New Group.

+  New Group

X Delete Groups

A pop-up screen to add the new group will appear. Enter Group Name and click OK.

Enter Group Name

Vendors|

SUTO oo Mitel
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Cloud C cted Communication

Starting a New Chat

Clicking on the Chat button on the home screen will pop open the window of your Chat History.
Click the 3 dots to start a NEW chat with someone.

Adding another contact to a Chat

Once you have added a contact to chat with you, click on the 3 dots in the upper right corner of
the screen to open up the option to ADD an additional contact to the conversation.

$17170 o Mitel
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Cloud Connected Communication
You will see the names of the contacts you are chatting with at the top of the chat window.

oo Mitel | micotiab
Q X ' m—

O s Ll

$I"2:70 g Mitel 28
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Cloud C cted Communication

Deleting Chat History

Delete your chat history by clicking on the 3 dots above the contacts on the right side of the
window. This will pop open the option to add or DELETE the chat. Click DELETE.

When you Click Delete, a screen will appear giving you the option of which conversation you want
to delete. Click on the X. Click Done.

Q e

a ot b w0 00

O ow & rsvbpaiariivnds x*
7 Gt Vawory Wes Schosnberger X
o &
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Cloud Connected Communication

When you click Done you will get a Delete Confirmation pop-up asking if you want to Delete these
chats. Click OK.

Delete Confirmation

Delete these chats?

The next option in the Home Screen is Call History. This stores All Calls, Missed Calls, Incoming
Calls and Outgoing Calls. Click on the appropriate icon to list the call information you need.

ALL MISSED INCOMING OUTGOING

A - 4 Z ]

o0 Mitel | micouab

Q Search or Dial
Call History
¢ Home
&S  Contacts
7 K/ v P
[ chat == X Z=, ]
Wes Schoenberger
/‘{ Call History 2 Today 11:34 2
£}
{3  Settings Kenny Ho
£ 1
®
Ashley Manfrin
En
@

S1*°17Q g Mitel
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Cloud C cted Communication

Calling using Call History

To call someone in your call history, hover over the contact. The phone icon will pop up. Click to

call.
o0 Mitel MiCollab

Call History
@ Mo
& Comacts
e - ¥ 4
Wes Schosrberger .
A Cabiesory ‘ 2 Todey 1134 AN u
©  stong

Kenny Ho
Voscomail

Port 4
. 2 vestersiay 350 14
‘ 9
7802647855
2 Yesbarriny 1040 AN

When you click the icon, it will bring up the option of what device you want to call on. Click on
your selection.

SI"TT0 09 Mitel
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Cloud Connected Communication

To make an external call, type the phone number into the search bar.

> Mitel | Mmicolab

Q 7808028503

| Make call

l]ssl 7808028503
; Calls
97808028503
21 PM
.. o

T———

To make an internal call, type the name of the contact into the search bar.

> Mitel | Micolab

Q  tammy

Contacts

8 0000 |

SUTO oo Mitel
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Cloud Connected Communication

Or you can type in the contact’s extension number.

o) Mitel | micouab

Q 1786

Make call

. UJ 1786

Contacts

e Tammy Klemmer
. ) ]
4 o) -

—

This is an important feature as it allows colleagues to see your availability. The status options are
as follows:

— will show others you are available to take calls. You can add a personal message.

— will show others you are in a meeting. You can add a personal message such as in
meetings until 2:00 pm.

— will show others you are not to be disturbed and any calls will go straight to
voicemail.

— will show others you are on your cell. You can add a personal message such as on
service calls.

— will show others you are gone for the day. You can add a personal message
such as back in the office at 8:00 am.

17770 00 Mitel
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Cloud Connected Ce jcati

There are two ways to manage your Status:

1. Click the Settings option on the Home Screen and click Manage Status. A drop-down menu
appears for you to select your Availability. You can also add a personal message. Click Done
to save.

2. Click your Avatar in the upper right corner of the screen. A drop-down menu appears for you
to select your Availability. You can also add a personal message. Click Done to save.

$17170 o Mitel
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Cloud Connected Communication

You have the option to edit your Status. Select Settings on the Home page, then Manage Status.
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You can configure each Status to direct where to send your calls (select device or voicemail).
Simply click the drop downs and select the option. Click Done when you are finished.
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Accessing Your Mailbox

All of your voice messages will reside in your personal mailbox, which is passcode protected.
Your temporary passcode will be in your welcome email to use the first time you access your
mailbox. How you log into your mailbox will depend on whether you're calling from inside or
outside your company.

From Your Own Extension
e Press*8
e Enter your passcode when prompted.

From Another Extension
e Press*8
e Enter your mailbox number followed by the * key.
e Enter your passcode when prompted.

Note: You may need to use this procedure to access a general mailbox when the lamp is
inactive.

Setting Up Your Mailbox

When you access your mailbox for the first time, a user tutorial automatically activates. This
tutorial guides you through your first mailbox session, explains how to record a greeting and your
name, and prompts you to change your temporary passcode.

Passcode
¢ You will always be prompted for your passcode before accessing your mailbox. The first
time you access your mailbox you will use the temporary passcode that you received in
your welcome email. During the tutorial, you will be prompted to change your passcode to
a number containing 4 to ten digits. Choose a passcode that can easily be remembered,
but do not select an obvious code like "1234".
Greeting
e After opening your mailbox, you will be asked to record a greeting that callers will hear
when they are directed to your mailbox.
¢ e.g. "You have reached the mailbox of Steve Smith, I’'m unable to take your call, so
please leave me a message with your contact details and | will return your call when | am
available."
Name
e You will be prompted to record your name
e The system will use this name to identify you to callers in your own voice.

Playing Messages

When you access your mailbox to retrieve your messages, the system tells you how many
messages you have ("You have two urgent messages and two un-played messages."). After
accessing the Voice Mail menu, press 7 to listen to your messages. Your urgent messages will
automatically be played first. Your un-played messages will follow.
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Voicemail Options

Press the Voicemail Key or Dial 6000 from your phone or *8

Main Menu Options
1) Press 6 to Make a New Message

a)
b)
c)
d)
e)
f)

Enter Mailbox No. of intended recipient. Press 9 for Personnel Directory
Press 7 to Review

Press 3 to Discard Message

Press 2 to Append Message

Press 6 for Message Addressing

Press 9 to Send & Return

2) Press 7 to Listen to a New Message

a)
b)
c)
d)
e)
f)
8)
h)
i)
)
k)

Press 1 to Pause Message

Press 2 to Answer Message

Press 3 to Discard Message

Press 4 to Give or Forward Message
Press 5 to Keep Message

Press 6 to Play Envelope

Press 7 to Play Again

Press 8 to Listen to Next Message
Press # to Fast Forward Message
Press * to Rewind Message

Press # to Skip to end of Message

3) Press 8 for User Options

a)
b)
c)
d)
e)
f)
g)

Press 2 Additional Options
Press 3 Memo

Press 4 Greeting

Press 5 Distribution Lists
Press 6 Name

Press 7 Passcode

Press 8 Temporary Greeting

4) Press 9 to Send & Exit
5) Press 0 to Transfer to the Operator
6) Press # for the Auto Attendant
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You can access Mitel’s series of interactive Feature Teacher videos directly from the Sunco website:
https://www.sunco.ca/support-and-training/mitel-feature-teacher/.

Training guides can also be downloaded from our site:
https://www.sunco.ca/support-and-training/training-guides/
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