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Remote Set Up Instructions 

• Dial 541-229-1002 

• Wait for prompt then enter 

assigned access number followed by 

the #. 

• Wait for the prompt then enter you 

temporary passcode of 1234 

followed by the # 

• Select Option 0 to record your 

outbound greetings. 

Set up from your phone 

• Call your telephone number 

• When you hear your greeting press 

the * 

• You will be directed to the main 

menu 

• The first time you log into the system 

you will be required to change some 

settings 

• Record your name 

• Record you busy greeting 

• Record you unavailable 

greeting 

• Change your password 

• Your ComSpan Customer 

Care Representative will 

provide you with set up 

instructions 

 

 

 

 


