
Yealink Phone Instructions 
Voicemail Setup 

1. Press the button that looks like an envelope (located on your Yealink phone). 

2. Enter your 4-digit personal ID number, then press  #  (the pound key).  

3. Follow the voicemail menu prompts to listen to messages or change your greeting. 

 

Record or Change Voicemail Greeting 

1. Go to your voicemail menu. 

2. Press 9 for options. 

3. Press 8 for Greeting Message. 

4. Speak your greeting after the tone. 
     SAMPLE:  "Hello. This is Sarah Jones. I am not able to take your call right now,  
      but please leave me a message, and I'll get back to you as soon as possible". 

5. Press # when done speaking. 

6. Press 0 to save. 

 

Record Your Name – Self-Identification Message 

1. Go to your voicemail menu.  

2. Press 9 for options. 

3. Press 5 to record the self ID message.  

4. Speak just your name after the tone; example: “Sarah Jones” 

5. Press # when done speaking. 

6. Press 0 to save. 

 

Edit other voicemail options online 

1. Use the web interface by going to:  https://stmarysl.mi.3cx.us:5001  

2. Use your extension number and the online password given to you (“Going to church..”). 

3. Change “Busy Lamp Fields”, Date-Time notification, additional greetings, etc. as needed. 

 

Transferring Phone Calls 

 

Unattended: Press the Transfer key, dial the extension, press the Transfer key again. 

 

Unattended directly to voicemail: Press the Transfer key, dial *4  and the extension, 

           then press the Transfer key again. 

 

Attended:  

 Press the Transfer key, dial the extension, wait for the person to answer, then 

announce the caller.  

 If the person accepts, press Transfer again…if the person rejects, press End Call. 

 Press the Resume call button to talk to the person on the line again. 

 If they want voicemail, press Transfer, then dial *4  and the extension, then press 

Transfer key again . 

 OR Choose other options 

 

 

https://stmarysl.mi.3cx.us:5001/


TIPS: 

 You do not need to dial 1-616 for ANY call to a 616 number 

 If you dial a number without picking up the handset, picking it up will immediately dial 

the number 

 If the red light on the top of the phone is flashing, you have a voicemail 

 If there is a little arrow flashing in the upper right hand corner of your screen, then you 

missed a call. Use the History soft button to see a list of calls that were missed (it also 

turns off the icon). Scroll up/down and use the Back button as needed. 

 All voicemails should get emailed to your email account. If this is not happening, let Fr. 

Dave or Jeanne know. 

 All parish phone calls are now billed per minute, so please make as many personal phone 

calls on your cell phone as possible. 

 There is an app available for smartphones as well that will make your cell phone function 

as though it is your desk phone. This works through the Wi-Fi. Contact Fr. Dave or 

Jeanne for more information and setup.  

 
 

 

 To access your voicemail box from home, dial the school or office phone number and 

when you hear Father’s voice, press 999. It then prompts you for an extension number, 

and then your password. 

 To just leave a message without calling the extension:  

          Dial *4, the extension, and press the Send key.  

          Listen to their greeting and leave your message. 

 User guides, current telephone listings and other documentation can be found on the K: 

driver under Telephones-Yealink folder. 

 

 

NOTE: ALL PHONE CALLS TO BOTH THE PARISH AND THE 

SCHOOL ARE RECORDED AND STORED FOR 20 DAYS!!! 

They can be accessed by either you, Jeanne, or Fr. Dave, and they 

can be downloaded or forwarded as an email attachment. 

 



  

ACCESS  YOUR  VOICEMAIL 

FROM  ANY YEALINK PHONE 

 

 

1. Press the Envelope button on any 

Yealink telephone, or dial ext 999. 

 

2. If asked for “Personal Identification 

Number”, just press  #  to skip that part. 

 

3. When asked for extension, enter your 

extension number. 

 

4. When asked for “Personal Identification 

Number” again, enter your PIN# 

followed by  #  (the pound key) 

 

5. Listen, and manage your messages. 

     Press * (star) to play messages,  
     then use some of the following  
     for each message as needed: 

0  Next message 

1  Previous message 

2  Repeat current message 

3  Delete current message, then  
        press * (star) when prompted. 
4  Call back 

5  Forward to another voicemail 
9  Options 
 
# (pound) to exit 
*  (star) to play messages 

  



How can I get the date & time a voicemail was left; along with their 
phone number? 
There are a couple ways to get this information. 
 
FIRST METHOD 
Look at the email that was sent to you after the voicemail was left. It contains the date and time, plus the calling 
phone number. Additionally, the voicemail .WAV file is also attached and is very easy to listen to on a smart 
phone or computer. 
 
 
SECOND METHOD 
Another method is to look in your history.  

 Press the  History  button on your Yealink phone. 
 Scroll up and down using the up arrow and the down arrow near the OK button. 
 With the missed call highlighted, press the OK button. This displays the phone number, plus the date 

and time the call was missed. 
 Press the  Back  button to backup. 

 
THIRD METHOD 
One last method is to change some settings so that you can hear the date, time and phone number while 
listening to messages on your Yealink phone. Use the following to change these settings: 
 

 Go to the web interface using this link:  https://stmarysl.mi.3cx.us:5001 
 Enter your extension number for the User Name. For the password, remember 

that phrase from training?  “Going 2 church is fun all the time” 
 Double-click on the single row containing your name. 
 Click the "Voice Mail" tab. 
 Check-mark the "Play Caller ID". 
 Change "Read out date/time of message" and choose "Read in AM/PM format". 
 Click  Apply. 
 Click  Manage  and choose  Logout. 

 

https://stmarysl.mi.3cx.us:5001/

