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STEPS OF HOW TO PUT VM SYSTEM ON LINE PROPERLY

(THIS IS THE MOST IMPORTANT SHEET TO FOLLOW)

-Make sure time of day is correct, (Look at Screen)

If Time & day are correct proceed to next step, (If time & day are wrong go to page 3 & follow the instructions).

_____________________________________________________________

-MAKE MESSAGE
 page 9-Make a Message In House with No Response
or

 page 10-Make a Message in House with a Response
or

 page 11-Make a Message with the Persons Consent

*VERY IMPORTANT:  If you dialed for example:  File “1” last week and you want to dial File “1” this week, you must clean the file first Pg. 8.

Then you go to the following of your Choice: 

-FILE TO DIAL (0-9)

 To manually enter in phone numbers-pg. 4

 To add to existing file                        -pg. 5

 To dial a prefix                                   -pg. 6
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IMPORTANT NOTES

-DO NOT THROW AWAY PACKAGING MATERIAL OR BOX!

-NEVER UN-HOOK VM SYSTEM FROM THE BACK OF THE UNIT!

-NEVER HOOK MICROPHONE UP UNTIL PROMPTED!

-NEVER START A DIAL SESSION WITH THE MICROPHONE STILL

 PLUGGED IN! 

-PLEASE FOLLOW ALL INSTRUCTIONS WITHOUT PUTTING 

 IN ANY EXTRA STEPS!
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SYSTEM HOOK-UP

-Place Voice Message System (VM) by telephone line you are going to use.

-Hook Power Cord into back of VM System.

-Hook other end of Power Cord into electrical outlet.

-Hook telephone cord into back of VM System marked Line.

-Hook other end of telephone cord into jack on wall.

-Put Zip Disk into back of VM System & let it go to MENU.

-At MENU we will set the current time.

-Press * # 1 (Days of Week are 1-Sunday thru 7-Saturday).

-Then Press the Number of the Day you are at, Example:  5-Thursday.

-Then Enter Date will appear, if it is correct just press #.
-Then Enter Time will appear, if it is correct just press #.
-Then press ESCAPE TWICE.

-(If Date or Present Time is wrong change it by directions on Screen).

-Then press 4  #  1  Then Press #.
-Then enter Your Local Area Code and Press #. 

_____________________________________________________________

HOOPER COMMUNICATIONS SOFTWARE

-Please call our Customer Support Group to load software onto your

 Desktop!!
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TO MANUALLY ENTER IN TELEPHONE NUMBERS

TO CREATE A GROUP OF NUMBERS

-Press ESCAPE and wait until VM System powers up to MENU.

-Then Press 4   #  AND SELECT FILE (0-9) and then Press #.
-Then Press ESCAPE TWICE.

TO START ENTERING IN TELEPHONE NUMBERS:

-Press ESCAPE until VM System powers up to MENU.

-Then press 2   #   1   5
-Then enter the First Phone Number EXACTLY AS YOU WOULD

 DIAL IT ON A REGULAR PHONE TO REACH THAT HOME!

-After you enter the phone number then Press #.

-Next enter the next phone number and after you enter it press #.

#  Separates each telephone number (So after each number is entered press the #  button.

-After all numbers are entered and the Last #  is entered then press

 ESCAPE. 

-Then press ESCAPE  0    #    *    4    #  
-Wait till VM System stops saying duplicate delete searching.

-Then press ESCAPE.         

___________________________________________________________

MAKING A MISTAKE:

WHILE ENTERING IN PHONE NUMBERS AND YOU ENTER IN A PARTIAL NUMBER OR ENTER IN THE NUMBER WRONG STAY AT THAT NUMBER AND KEEP ENTERING IN THE NUMBER 9 UNTIL THE VM SYSTEM BEEPS AT YOU AND THAT ENTRY WILL BE ERASED!  IF YOU MAKE A MISTAKE AND DO NOT KNOW HOW TO GET BACK ON TRACK DO NOT DO ANYTHING UNTIL YOU CALL OUR SERVICE CENTER AT (251)  660-7120.
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TO ADD NUMBERS TO AN EXISTING GROUP

-Press ESCAPE until VM System powers up to MENU.

-Then press 4  #  and Select File (0-9) of group you want and then press #.

-Then press ESCAPE TWICE.

-Then press 2   #   3  

-Then enter in each additional phone and press the #  after each number.

-After the last phone number and the last #  is entered in then press

 ESCAPE.
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TO DIAL A PREFIX

-Press ESCAPE until VM System powers up to MENU.

-Then press 4   #   and Select File (0-9)  and then Press  #.

-Then press ESCAPE TWICE.

-Then Press  2    #    1    5
-Then Press   *    8    #
-The VM System will say “Starting Phone Number”.

-Then enter in the Prefix you want followed by 0000

  Example, (3440000). 

-Then press   #

-Then the VM System will say “End Suffix” and will have 9999

 Then press   #.

-The Screen will say making numbers (This takes approx. 30

 seconds.

-When Screen says 10000 Press ESCAPE.
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TO DELETE NUMBERS FROM A FILE/TO PUT NUMBERS IN THE DO NOT DIAL FILE

-Press ESCAPE until VM System powers up to MENU.

-Press 4   #   *   ESCAPE TWICE.

-Press 2   #   3
-Then enter in each phone number to delete or put into the Do Not Dial File

 with the #  in between each separate phone number.

-After entering the last entry followed by the #  sign then press the ESCAPE.

-Then get back to the group you want to dial.

-Press ESCAPE Until VM System powers up to MENU.
-Then Press 4  #  (Then press 0-9) the number of your file then #.

-Then Press ESCAPE TWICE.   
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TO CLEAN A FILE/TO MAKE THE PHONE NUMBERS NEW

This feature is to go to a particular file (0-9) and to make the numbers new so you can dial the group from the start as if they have never been dialed. This feature allows you to call the same group over and over again and Re-fresh the numbers as if it is the first time to call them.

-Press ESCAPE until VM System powers up to MENU.

-Then press 4  #  and Select File (0-9) and then Press #.

-Then press ESCAPE TWICE.

-Then Press 0   #  

-Then Press *   5    #  (The Screen will say making numbers new)

-When you no longer see making numbers new Press ESCAPE.

The file is now CLEANED.
PAGE 8

TO MAKE A MESSAGE IN HOUSE WITHOUT ASKING THE PERSON ANY QUESTIONS

This message is going to play to a Live Person:

-Press ESCAPE and wait until MENU appears.

-Press 8 #
-Press 1
-Insert Microphone into Mic-In in the back of the VM System. 

-Press 1 and began to speak after the tone stops.

-When you are finished with the message Press ESCAPE 9 #.

-Your Message will automatically play back to you.

-If your message is correct proceed to next step (Answering Machine 

 Message.  

-If your message is not correct re-do following the same Steps.

-(If you want to listen to your message again Press ESCAPE 8  #  3  1 and     

 your  message  will play to you again).

___________________________________________________________

This Message is Going to Play to an Answering Machine:

-Microphone is still plugged in.

-Press ESCAPE and wait until MENU appears.

-Press 8  #

-Press 2

-Press 1 and began to speak after the tone stops.

-When you are finished with the message PRESS ESCAPE.

-Your message will automatically play back to you.

-If your message is correct proceed to next step (Days to be Dialed & 

 Times).

-If your message is not correct re-do following the same Steps.

-(If you want to listen to your message again Press   8    #    3    3  and your

 message will play to you again).

*BEFORE GOING TO NEXT STEP UN-PLUG MICROPHONE!
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TO MAKE A MESSAGE IN HOUSE AND TO GET A RESPONSE FROM THE CALLED PARTY

This Message is Going to Play to a Live Person:

-Press ESCAPE and wait until MENU appears.

-Press 8 #
-Press 1

-Insert Microphone into Mic-in in the back of the VM System.

-Press 1 and began to speak after the tone stops.

-When you are finished with the message Press ESCAPE * #.
-Your Message will automatically play back to you.

-If your message is correct proceed to next Step (Answering Machine

 Message.

-If your message is not correct re-do following the same Steps.

-(If you want to listen to your message again Press ESCAPE 8  #  3  1 and 

 your message will play to you again). 

This Message is Going to Play to an Answering Machine:

-Microphone is still plugged in.

-Press ESCAPE and wait until MENU appears.

-Press 8 #

-Press 2
-Press 1 and began to speak after the tone stops.

-When you are finished with the message Press ESCAPE.

-Your message will automatically play back to you.

-If your message is correct proceed to next step (Days to be Dialed &

 Times).

-If your message is not correct re-do following the same Steps.

-(If you want to listen to your message again Press 8  #  3  3 and your

 message will play to you again).
*BEFORE GOING TO NEXT STEP UN-PLUGG MICROPHONE!
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TO MAKE A MESSAGE WITH THE CALLED PARTIES CONSENT

This Message is going to play to a live person:

-Press ESCAPE and wait until MENU appears.

-Press 8  #

-Press 1

-Insert Microphone into Mic-In in the back of the VM System.

Example of First part of Message:  (Hello this is Joe Baldwin, Director of the Local Health department calling with a important message about your local drinking water, if you would like to listen to this message please press 1 after the TONE).  The called party will have to press 1 to listen to the rest of the message or the VM System will disconnect in 4 Seconds.

-To make the First part of the Message Press 1  and began to speak after

 the tone stops.  When you have finished Press ESCAPE.
Example of Second part of Message:  (We have had a raw sewage spillage into the Local Water Supply due to the heavy flood waters that have contaminated the water supply, please boil your drinking water before drinking until further notice.

-To make the Second part of the Message Press 6  #  and began to speak  

 after the tone stops the Second part of the Message and when you have said

 your last word press ESCAPE  9  #  (For No Response) or *  #  for the 

 called party to Leave a Message.  

-Your message will automatically play back to you.

-If your message is correct proceed to next step (Answering Machine

 Message).

-If your message is not correct re-do following the same Steps.

-(If you want to listen to your message again Press Escape 8  #  3  1 and your

 message will play to your again).

This message is going to play to an answering machine:

-Microphone is still plugged in.

-Press Escape and wait until Menu appears.

-Press 8  #

-Press 2

-Press 1 and began to speak after the tone stops.

-When you are finished with the message Press Escape.

-Your message will automatically play back to you.

-If you message is correct proceed to next step (Days to be Dialed & Times).

-If your message is not correct re-do following the same Steps.

-(If you wan to listen to your message again Press 8  #  3  3  and your message will play   

 to you again).

*BEFORE GOING TO NEXT STEP UN-PLUG MICROPHONE!
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TO PLAY RESPONSES FROM QUESTIONS ASKED

-Press ESCAPE and wait until VM System powers up to MENU.

-DO NOT DO ANYTHING ELSE UNTIL YOU GET A PEN &

 PAPER TO WRITE RESPONSES WITH!!!!!!!!!

-Then Press 9    # 

-Then Press 0 and the RESPONSES will began to play.

 (WHILE THE MESSAGE IS PLAYING YOU CAN PRESS 1 and

 it will repeat that response.  The number of the called party will show

 in the screen also).

-After you have listened to all responses you may now delete them.

-To Delete after you have listened and got all the responses Press 

 ESCAPE.

-The Screen will Say “ERASE ALL LEADS”

-Then Press 1
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SET-UP OF PERSONAL MODE

*BEFORE ATTEMPTING TO ENTER THIS MODE PLEASE CALL OUR CUSTOMER SUPPORT GROUP FOR A ONE TIME CORRECT WALK THROUGH!!!!!!!

IT IS CRITICAL THAT YOU CALL BEFORE ATTEMPTING THIS AS YOU COULD CHANGE VM SYSTEM PARAMETERS THAT WOULD AFFECT THE SYSTEM IN A NEGATIVE MANNER!!!!! 

-Set-up to enter PERSONAL MODE (FOLLOW INSTRUCTIONS 

 EXACTLY!!!!!!!)

-Press ESCAPE and wait until VM SYSTEM powers up to MENU.

-Press *
-Press #  (TEN TIMES) YOU WILL BE AT “TOTAL CALLS”
-Press *   (FOUR TIMES) 

-Press  #
-Then Press #  (FOURTEEN TIMES)

-YOU SCREEN WILL SAY “PERSONAL MESSAGE”

-Press One (1) to turn on and then Press #
-Then Press ESCAPE TWICE. 
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HOW TO MAKE A MESSAGE IN PERSONAL MODE

FRONT PART & BACK PART

*PLEASE CONTACT CUSTOMER SUPPORT BEFORE ATTEMPTING THIS MODE & ALLOW US TO WALK YOU THROUGH THIS!!!!!

-Press ESCAPE and wait until VM System powers up to MENU.

-Press 8   #  

-Press  1
-Have front part of message ready to speak

 (Example:  Hello this is Dr. John Smith of XYZ Veterinary Hospital)

-Press 1 and begin to speak the front part of your message.

-Press ESCAPE when you have finished the front part of Message.

-Have back part of message ready to speak

 (Example:  To make any changes to this appointment please contact

                    us as soon as possible at 344-4383, Thank you and have

                    a good day).

-Press 2
-Press #  and begin to speak the back part of your message.

-Press ESCAPE when you have finished the message.

IF YOU ARE MAKING AN ANNOUNCEMENT ONLY & DO NOT  WISH THE CALLED PARTY TO LEAVE A RESPONSE……

-PRESS 9   #    (TO MAKE AN ANNOUNCEMENT ONLY) & THE 

 MESSAGE WILL PLAY BACK TO YOU.

_________________________________________________________

IF YOU WANT THE CALLED PARTY TO BE ABLE TO LEAVE A VOICE RESPONSE…….. 

-PRESS  *    #  (TO RECEIVE A VOICE RESPONSE-A MESSAGE

 FROM THE PERSON YOU ARE CALLING).  THE MESSAGE WILL

 NOW PLAY BACK TO YOU.  
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HOW TO MAKE THE MIDDLE PART OF THE PERSONAL MESSAGE

*The middle part of the personal message calls the called party by name and any particular information that is for that specific person or household.

DO THIS IF YOU ARE REPLACING A PREVIOUS DONE GROUP WITH A NEW GROUP

-Press ESCAPE and wait until VM System powers up to MENU.

-Then press 2   #   

-Then press 1 for an ALL NEW GROUP (IF YOU HAVE ALREADY

 CALLED THE EXISTING GROUP AND YOU WANT TO ERASE   

 THAT GROUP.   THEN PRESS 5  AND THE PREVIOUS GROUP

 WILL BE ERASED.

                                          -OR-

DO THIS IF YOU ARE PICKING UP WHERE YOU LEFT OFF

-Press ESCAPE and wait until VM System powers up to MENU.

-Then press 2  #

-The press 3 (This will be where you will start adding to the existing group).

_____________________________________________________________

NOW YOU ARE READY TO ENTER IN NEW NUMBERS AND MAKE       

THE MIDDLE PART OF THE MESSAGE.

-ENTER IN THE TELEPHONE NUMBER & PRESS #

-Have your middle part of your message ready

(EXAMPLE:  CALLING MR. JOE BALDWIN TO REMIND THAT DUFFYS APPOINTMENT WITH DR. SMITH IS ON DECEMBER 5th AT 4:00 P.M.

-Then press 1 and start speaking the message and press ESCAPE when

 you say your last word.

-Then go to the next phone number and enter it in & PRESS #
-Then make the middle part of the message for that number by..

-Press 1 and start speaking the message and press ESCAPE when you

 say your last word. 

Keep repeating this process until you have entered in your last message and then press ESCAPE.

*TO PUT VM SYSTEM ON LINE GO TO PAGE 18

VERY IMPORTANT…..PLEASE LOOK AT NEXT PAGE ON HOW TO CORRECT MISTAKES……..
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PERSONAL MESSAGE

NOTES:   MAKING MISTAKES:  (GETTING BACK ON TRACK)

If you make a mistake on entering in the phone number (It must be at least Seven (7) digits….Then Press the #  Button and you will see in the Screen
(1=Record Message or 3=Next Number) Then press 3 and then Press *  7  #  and it backs you up to the number entered wrong…Then enter in the correct phone number and Press the # and the Screen will say 1=Record Message…Then Record your message and continue on using the same format.    

If you make a mistake on making the middle part of the message , after you say your last word and Press ESCAPE Then press  *  7  #   and your phone number will be displayed Then press #  and the Screen will say

(1=Record Message of 3=Next Number) Then to re-record over the middle part of the bad message Press 1 and record and then press Escape when finished.   
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REMOTE MESSAGE OPERATION

For File Nine Only

STEP ONE:           CALL THE UNIT

STEP TWO:          AFTER THE 10th or 11th RING THE UNIT GIVES YOU A 2 TONE   

                               BEEP

STEP THREE:      ENTER THE REMOTE ACCESS CODE 0506#

STEP FOUR:        THE UNIT GIVES YOU A 3 TONE BEEP, INDICATING MENU

STEP FIVE:         PRESS 8 ON YOUR PHONE AND SPEAK YOUR MESSAGE, 

                             WHEN YOU FINISH PRESS THE *, THE MESSAGE YOU MADE 

                             WILL PLAY BACK TO YOU 

STEP SIX:          AFTER THE 3 TONE BEEP ENTER 3 AND THE UNIT GIVES YOU 

                            TWO, 3 TONE BEEPS, THEN 3 SINGLE BEEPS AND HANGS UP 

                            AND THE SYSTEM IS ON LINE 

-WHEN YOU DO THESE STEPS THE VM SYSTEM AUTOMATICALLY CLEANS FILE 9 AND STARTS AT WHAT TIME THE DAY HAS BEEN SET FOR. 
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DAYS TO BE DIALED & TIMES

After messages are made (To Live Person & to Answering Machine)

The days you want the message to play and the times on those different

Days must be set.

-Press ESCAPE and wait until VM System goes to MENU.

-Press *  #  #  1  

-Then enter the day you are at, (Example today is Thursday Press 5 # ).

-Then enter the Start Time you wish to start and then Press #.

-Then enter the Stop Time you wish to stop at and then Press #.
-Go through all the days of the week you want the VM System to dial.

-IF YOU DO NOT WANT TO DIAL ON A PARTICULAR DAY
 PRESS (9:00am Start Time and 9:00am End Time).  The times must

 Be exactly the SAME.

-After entering in the days and times to be dialed PRESS ESCAPE 

 TWICE!     

TO MAKE VM SYSTEM START DIALING

-Press ESCAPE and wait until VM System goes to MENU.

-Then Press 3   #  Then Pause for 3 Seconds
-Then Press 1 (You will hear 3 tone sounds)

-Then Press  0   #   and VM System WILL START AT THE TIME

 YOU HAVE SET.
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