
 

ONLINE REGISTRATION / RENEWAL FLOWCHART 

Log onto www.voicemail4all.org.uk

Click on Registration / Renewal /

Client Questionnaire

Input Username and Password

Input first two letters of

Client’s Forename and Surname

Click radial button beside

client’s name and then click on

“Renew Selected Client”

Click on “Register New Client”

Client NOT in Database Client IS in Database

Fill in  “Client Details” page

ensuring all fields marked with an

* are completed

Fill in  “Client Objectives” page

ensuring ALL questions are completed

Terms and Conditions

1) Read through T&C with client

2) Tick boxes confirming client accepts T&C

3) On renewal only, choose between 

“Previous” and “New” voicemail number

Update “Client Details” page

with any new information

Fill in “Client Feedback” page 

ensuring all questions are completed

Confirmation Page

1) Print off TWO copies

2) Give one copy to client

3) Put one copy in file

“Log-in”

“Next”“Next”

“Submit Registration Form”

“Complete Application”

“Submit Renewal Form”

Help Client Try Out Voicemail

1) Explain difference between Landline and 

0808 number

2) Explain Mailbox ID and Password

3) Go through Keypad Options on User Guide

4) Record and pick up Sample Messages

5) Give client Pocket Guide

Update Client List in binder with

client’s name, voicemail number 

and expiry date

Choose if you want to search entire UK database 

or only clients registered in your region

Search Table to see if

Client is already in Database

Click on

“Search All Regions” 

OR “Search Again” 

OR “Back” button”

“Search”
OR

 


