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Unified Messaging (EM-UM) Quick Start Guide

How Does AT&T Enterprise Messaging-Unified Messaging Work?
AT&T EM-UM combines landline voicemail, wireless from AT&T voicemail, fax and email into a single 
mailbox, making all of your messages easily accessible from a personal computer1, touch-tone 
telephone or wireless handset. Not only can you listen to your voice messages using a telephone, 
you can also listen to your email and fax header information thanks to built-in text-to-speech 
technology. AT&T EM-UM incorporates the latest convergent architecture and technology to save 
you time and money, no matter where you are or how you communicate.

Here are just a few of the features that put you in control:

 • Manage and listen to voice mail messages from a computer with Internet access.

 • Receive fax messages and forward them via email or print them out using your computer.

 • Read email anywhere, anytime over the Internet from a computer.

 • Hear your email and voice messages and fax headers over the telephone.

 • Reset your own password using an authentication code established via the telephone or web.

 
Let’s get started by logging in to your AT&T EM-UM account!

How to Set Up Your Mailbox
STEP 1: Dial your Access Number.

STEP 2: Enter the Temporary PIN and press #.

STEP 3: Enter a new PIN and press #. 
You will be prompted to re-enter the new PIN for confirmation.  
Your new PIN must be six to 10 digits in length. If you make a mistake,   
press * and start again.

STEP 4: Establish your Authentication Code.

  • To use your mother’s date of birth press 1.

  • To use your father’s date of birth press 2.

  • To use your spouse’s date of birth press 3.

  • To use your child’s date of birth press 4.

 Depending on which option you chose, you will be prompted to enter <chosen 
date> as eight digits; for example, July 10, 1950 would be 07101950. Next you 
will be prompted to reenter, and if both eight-digit selections have been typed 
the same, you will be told your Authentication Code has been saved. Any 
eight digits are valid. The system does not edit for a valid date. 

 Note: To use this option later to reset your password you must be calling from 
a line associated with your mailbox.
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STEP 5: Record your Name Announcement.
After the tone, record your first and last name and press #.
 
  For example: “Joe Andrews”
 
Then you may choose from one of the following prompts:

  • Press 1 to keep this recording.

  • Press 2 to re-record.

  • Press 3 to exit without changing the recording.

  • Press 8 if you need more time.

STEP 6: Record your Personal Greeting.

 After the tone, record your personal greeting and press#.

 For example: “Hello, This is Joe Andrews. I am either on the phone or away 
from my desk. Please leave a message after the tone and I will return your 
call as soon as possible.”

 Then you may choose from one of the following prompts:

  • Press 1 to keep this recording.

  • Press 2 to re-record.

  • Press 3  to exit without changing the recording.

  • Press 8 if you need more time.

Adding a Wireless From AT&T Number  

You can have a total of two wireless numbers included in your voice mailbox. Once you have 
initialized your mailbox, you can add a wireless number at any time using your telephone. The 
wireless phone must be in the same area as the mailbox. Only wireless from AT&T phones can be 
connected to your AT&T EM-UM service. 

Instructions

 1.  Dial your Access Number or dial *98 (where available).

 2.  Enter the PIN you created during the setup of your mailbox and press #.

 3.   If you have not set up your PIN, enter your Temporary PIN and press #. (See “Setting Up 
Your Mailbox” in the User Guide for instructions and details.) Your Temporary PIN will be 
provided to you by your Office Administrator. 

 4.  From the Main Menu, press 4 for Mailbox Settings, press 2 for Administrative Options,
  press 6 for Additional Settings, then press 1 for Wireless and follow the prompts to add  
  your wireless number. 
 

1At this time, Macintosh computers are not fully compatible with AT&T Enterprise Messaging-Unified Messaging.



Setting Up Your Attendant Number Option  

(Call Transfer to Attendant)
Attendant Number is a feature that allows your callers to press 0  while your greeting is playing 
and be transferred to a different phone number within your service area.

  Press 4 from the Main Menu to enter the Mailbox Settings menu.

  Press 2 for Administrative Options.

  Press 6 for Additional Settings.

  Press 2 for Attendant Number and follow the instructions.

If you choose to activate your attendant transfer option, be sure to record your greeting to remind 
your caller to press 0 to be transferred to an attendant. Once your call is transferred to the 
attendant number you choose, the caller will not be returned to your EM-UM mailbox.

Logging In to Your Web Account for the First Time
STEP 1:     Open your web browser.

STEP 2:     Enter the EM-UM URL address: http://www.em.att.com.

STEP 3:     Enter your EM-UM email address 10-digit phone 
       number@em.att.com.

STEP 4:     Enter your Password.

STEP 5:     Complete the Setup Wizard process.

When you first log in to your account on the computer, the Setup Wizard will take you through step 
by step setting up your account information. You can access the wizard and its setup feature at any 
time by going to the Help Center and clicking on the Setup Wizard link.

The Setup Wizard covers, in order, the following topics:

 • System Requirements

 • Compatibility Test

 • Main Mailbox Settings

 • Telephone Settings – Login

 • Telephone Settings – Urgent Messages

 • Telephone Settings – Autoplay

 • Telephone Settings – Message Details

 • Make Recordings via the Web or on the Phone

  This is a series of pages that will walk you through recording your name announcement  
  and personal greeting. You will need a microphone attached to your computer to record  
  the greetings. If you do not have a microphone attached to your computer or you would  
  prefer not to record your greetings over the computer at this time, you may select to skip  
  this step. You can record your greetings when you access your mailbox from the telephone  
  for the first time.

 • Establish an Authentication Code. This is a feature that allows you to log in to any  
    computer and use your Authentication Code (eight-digit numeric) to reset your password  
    should you forget it.
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Adding a Wireless From AT&T Number Using Your Computer
You can unify the voicemail from your wireless and landline telephones with your  
AT&T EM-UM mailbox.

	 • Click the Add New Wireless Phone link in the Settings menu.

 • The "Add a wireless from AT&T Telephone Number” page will appear.

 • Enter the area code and seven-digit telephone number of the wireless from AT&T phone  
    that you wish to associate with your AT&T EM-UM mailbox.

 • You need to enter the last four digits of the social security number or the tax ID number  
    that was used when opening the wireless account. This is to validate the account.

 • When you’re finished, you would click Cancel Changes or Save and Close to continue.  
    Clicking Save and Close processes the request.

After verification, you need to record your greetings. It may take up to five minutes before 
messages from your wireless telephone begin appearing in your mailbox. Any new messages left 
on your wireless number will now be in your AT&T EM-UM mailbox.

Note: You must have a microphone on your computer to use this option.

 1.  Go to http://www.em.att.com, enter your Email Address and Password. Select Settings  
  from the navigation bar at the top right-hand of the page, and then select My Greetings  
  (under the Telephone Access Settings). Select the number from the drop-down list for  
  which the greeting is to be set up for and click Go.

 2.  Towards the bottom of the page, click the link under the Recording Action column and  
  next to the type of greeting you want to review or re-record.

 3.  Record your Spoken Name, Personal Greeting, or Extended Absence Greeting.

 4.  On the Message Setting Screen there are three security settings options. Choose the  
  Authentication Code option and the screen will deliver the options available for 
  setting up, changing and deleting your Authentication Code.

 5.  Click Save and Close.

Congratulations and welcome to Unified Messaging!

AT&T Enterprise Messaging-Unified Messaging (EM-UM) users have the ability to manage their 
mailbox via the web. This gives users the ability to listen, receive and review their voicemails, send 
emails and review faxes.

Important Reminder:

Computers must have a sound card, speakers, headset, and a microphone in order to listen to and/
or record messages via the web.

Checking Messages Via the Web 

STEP 1:     Open your web browser.

STEP 2:     Enter the EM-UM URL address: http://www.em.att.com. 

STEP 3:     Enter your EM-UM email address.

STEP 4:     Enter your Password.

You have reached your ”Enterprise Messaging Inbox” which contains all of your messages. From 
here, you can view your email, voice, and fax messages.
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