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MITEL BUSINESS PHONE SYSTEM WITH NUPOINT VOICEMAIL  
Please note, these are generalized instructions and may differ based on your unique set up. For detailed 

instructions specific to your system, please refer to the Administrative folder that was provided to you at 

the time of system installation. 

How to Set Call Forwarding for Your Extension 
The Call Forwarding feature will only activate the call forwarding for calls that are directed to your 

extension specifically. To set call forwarding for all incoming calls to your main number to an outside 

line, you will need to use your line provider’s Call Forwarding feature. Contact your line provider for the 

appropriate Call Forwarding code. 

Set call forward to an external phone number 

Using the Call Forward feature on your phone system will take two phone lines for each forwarded call, 

for the duration of the call. 

1. From your Mitel desk phone, press the gear/settings button on the bottom left side of the phone, 

just above the volume button. 

2. Scroll to the left until you are on the Call Forward icon. 

3. Press Select or press the center button on the navigator pad. 

4. In the Always field enter the number you wish to forward to, 9 + area code + phone number. 

5. Scroll to the box on the right using the navigator key and press the Center Button to make sure 

the box is selected. 

6. Press the Save soft key. 

Note: If it is a long-distance number, be sure to enter 9+1+area code + phone number + 

#. 

Cancel call forward 

1. From your Mitel desk phone, use the instructions above to access the call forward section in your 

settings area. 

2. Uncheck the box for the Always field. 

3. Press the Save soft key. 

How to Record an Alternate Greeting for Your Extension’s Voicemail Box 
Change/Rerecord your default greeting or record a temporary/alternate greeting. 

1. Dial the Voicemail Pilot number (this is likely 6000). 

2. Enter your voicemail security code when prompted. 

3. From the main menu, press 8 for User Options. 

4. Press 4 to change your greeting. 

5. Press 4 for extended absence greeting. 

6. Press 7 to record. 

7. Press 3 to enable or disable. 

Note: When you are ready to return to your standard greeting, you will simply disable the 

extended absence greeting. This will return to playing the default greeting. 
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Change the Override Greeting  
Change/Rerecord an Override greeting. 

Applies to most Mitel Business systems. Your system may have a setup that differs from the generalized 

instructions below. You will need to know your unique set u, and the greeting IDs associated with your 

Override greeting.  

Enable/Disable Override mode from within the office 

1. Dial the Voicemail Pilot number (this is likely 6000). 

2. When you hear the voicemail system pick up, press the * key. 

3. Dial the system admin mailbox number. 

4. Enter the admin mailbox security code when prompted. 

5. From the main menu, press * to access Admin Options. 

6. To enable or disable Override mode, press E or 3. The system will announce if override is on or 

off. 

7. Press 1 to turn on/off. Once you select the option, the system will send you back to main menu. 

8. If the greeting does not need to be re-recorded, you may hang up at this point. 

9. If you need to rerecord the override greeting as well, once you are back to main administrator 

menu, press M or 6 to make new recording. 

10. Enter the ID for the greeting you wish to record. 

11. Press 7 to record the greeting. 

Enable/Disable the Override mode from outside of the office 

1. Dial the Voicemail Pilot number (this is likely 6000). 

2. When you hear the voicemail system pick up, press the * key. 

3. Dial the system admin mailbox number. 

4. Enter the admin mailbox security code when prompted. 

5. From the main menu, press * to access Admin Options. 

6. To enable or disable Override mode, press E or 3. The system will announce if override is on or 

off. 

7. Press 1 to turn on/off. Once you select the option, the system will send you back to main menu. 

8. If the greeting does not need to be re-recorded, you may hang up at this point. 

9. If you need to rerecord the override greeting as well, once you are back to main administrator 

menu, press M or 6 to make new recording. 

10. Enter the ID for the greeting you wish to record. 

11. Press 7 to record the greeting. 

Note: When you are ready to return to your standard greeting, you will simply disable the 

Override greeting. This will return to playing the default greeting. 

How to Check Voicemails Outside of the Office 
Applies to most Mitel Business systems. Your system may have a setup that differs from the generalized 

instructions below. You will need to know the mailbox number as well as the mailbox password. 

1. Call the main office number, or backdoor voicemail line. 

2. When you hear the main greeting begin to play, enter the ** key. 

3. Dial your mailbox number. 

4. Enter your voicemail security code when prompted. 


