
NEC Elitemail FMS/VMS 
Voicemail System Manager Guide 

 
It is recommended that you read through the following document before making any changes to 
familiarize yourself with the options you will be asked to choose from. 
  
This will allow you to add, delete, and reset mailboxes, change company greetings and system time 
and schedule.  
 
Please note once you enter System Manager Mode you will want to use 1 for YES and 2 for NO using 
the keypad.  
 Softkeys: The four oval shaped buttons that are directly under the display.  
 
To enter System Manager mode: 

• From extension 100, press the round message button located on the right hand side of 
the phone below the directory button or the button labeled VM or VMail on your phone. 

• You then will be prompted to enter your security code, enter appropriate security code.  
• After the correct security code is entered your display will now show how many new 

messages you have or if you have no messages. You will now have the following 
options on your display. 

 
NEW  OLD  LVMSG MORE 

 
• Choose the softkey that corresponds to the word MORE. Your display will now show 

the following. 
 

SETUP MGR    MORE 
 
• Choose the MGR softkey. You are now logged on as System Manager your display will 

be as follows. 
 

CHBX  GREET SCHED MORE 
 
CHBX will allow you to add, delete, and or reset a mailbox. 
 

• Press the CHBX softkey.   
• You will now hear “Enter the extension number”  
• Enter the extension number of the phone you want to change or add. If the extension 

does not have a mailbox you will hear “extension ___ does not have a mailbox would 
you like to add one?” answer yes to add. 

• If the extension has a mailbox you will hear “ Extension ___ would you like to delete 
the security code?” if you want to delete the security code answer accordingly. Note: If 
you delete the security code it will revert back to the default password of 0327. 

• You will now hear “would you like to reset the mailbox to new” This will reset the 
mailbox to default also note that resetting the mailbox will delete any messages that 
were left in the box.  

• You will now hear “would you like to delete the mailbox?” This will completely delete 
the mailbox from the system. 



GREET this will allow you to change or re-record you company greetings. 
 

• Press the GREET softkey. 
• You will hear “The system is day/night mode would you like to switch to holiday 

mode?” If you want to change your day or night greeting answer NO to this question.  
• NOTE: Holiday mode allows you to record a greeting that will play 24 hours a day 

until you revert back to the day/night greeting. You would answer yes to the above 
question you will then hear “Would you like to change the greeting for opening box?” 
answer yes you will hear the current holiday greeting if one has been recorded, then be 
prompted to record your greeting, you may press the pound key to start the recording 
process over or press the star key when you are done recording. You will have to repeat 
the above steps if you would like to hear your recording after pressing the star key.  

• If you answer no to the above question you will hear “Would you like to      change the 
greeting for opening box” answer yes to change the main day/night greetings. 

• Now you will hear “ The current day greeting is …… would you like to change it?” if 
you answer yes you will be prompted to record the greeting press the star key when 
done recording or you can press the pound key to start over. After the day greeting is 
recorded you will hear “the current night greeting is …..”  “Would you like to change 
it?”  NOTE: that if you do not want to change the greetings just answer NO when asked 
if you would like to change it. 

 
 
SCHED This option will allow you to change the voicemail system clock, date and the schedule range 
for day and night modes. 
 

• Press the SCHED softkey. 
• You will hear “The system clock is set to……” “Would you like to change it?” 
• If you enter yes you will hear “enter the new clock time to the minute. Press star when 

you are finished” You will do this by using the keypad. 
• After entering the new time you will then hear “press 1 for AM or 2 for PM” you will 

then hear the correct time and you will be asked again if you want to change it. Answer 
NO  

• Now you will hear “the date is set to …. Would you like to change it?” if you answer 
yes you will hear “Enter the month of the year as number from 1 to 12; where January is 
1 and so on” 

 “enter the day of the month as number from 1 to 31.” 
 “Enter the year as a four-digit number” 
 “the date is set to …..” Confirm this and the answer NO when asked if 

you would like to change it.” 
• Now you will hear “ would you like to change the schedule range”  

 
NOTE: please contact Batts Communications at 816-353-4884 before attempting to change 
the schedule. 

  
  

 
 

 
 




