VOICEMAIL INSTRUCTIONS

From Your Own Extension:  To access your voicemail from your desk, dial 6312.  Dial your passcode.  The default is 1234.  

The first time you access your mailbox, you will hear a tutorial.  It will guide you through your first mailbox session, explain how to record a greeting and your name, and prompt you to change your default passcode.

Follow the instructions and then press “X” or the “9 key” to exit the tutorial or it will repeat the next time you log into your mailbox.

From Another Extension:  Dial 6312.  When voicemail answers press *; then enter your mailbox number (which is your extension); press * again; and dial your passcode. 

From Off Campus: Dial 232-6312.  When voicemail answers dial your mailbox number; press *; and dial your passcode.

NOTE:  NEW TRANSFER INSTRUCTIONS:

To Transfer a caller directly into a voicemail box: With the caller on the line, press the transfer key; dial 6312; when voicemail answers, dial the mailbox number you want to transfer the caller to and hang up quickly.

Message Indicator:  When you have a message, the message waiting light will be a steady red at the top right corner of your phone.

Skip a Greeting:  Press 1, if you would like to go directly to the beep without listening to a person’s greeting.

Discarding Messages:  You may press the 3 or D key at any time during a message to discard the message.

Playing Messages:  At any time during message playback you can press:

· ( 1 )  – To pause for 30 seconds

· ( * ) - To move back within the message

· ( # ) – To move forward within the message

· ( 8 ) – To skip to your next message

· ( 8* ) – To go back to the beginning of your previous message

Making Messages:  You can make a message and send it to one person or several people.  To make a message, press 6 or M to make the message, dial the extension of the person you want to send the message to, dial another extension or press # to begin your message.  When finished you can press 9 to send the message or listen to other options to discard, review or append.  If you are making messages for the same group of people continuously, you may wish to create a distribution list.

Distribution Lists:  To create a distribution list, press 5 or L from the user options menu.  Enter the number of the distribution list.  Note:  All personal distribution lists must begin with the number 0.  

· Press 6 to record a name for the distribution list (such as “Christmas Party Committee”).  The system will play this name each time you address messages to this list.  

· Press 2 to add members to the list and press 3 to remove members.

· Press 7 if you would like the system to play back the list of members.

· Press 9 to exit the main menu.

Create a One Touch Key to Automatically Dial into Voicemail:  You can program a blank key on your phone to automatically dial voicemail and enter your passcode.  Simply press the feature key; press the one touch key you want to program, dial 6312 and your passcode.  When you have a message, simply press the one touch key and it will bring you directly to your first message.

