Voice Mail Information
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The voice mail system essentially provides a personal answering machine/voice mailbox option for every residence hall student. Even if you share a phone with 4 people, each person has a separate voice mailbox associated with your phone number. 

Student Voice-Mail is a call answering service that is integrated into the telephone system. It does not require any additional equipment to use it. The Voice-Mail system is menu driven, self-prompting, and will help guide you through any problems you may encounter with its' extensive on-line help menu. You can access the help menu at anytime by pressing *4 while you are logged onto the Voice-Mail system. 


Your check-in data sheet includes both your individual Voice Mailbox number and initial password. If you cannot find that information, or you forget your password, you must go to the User Services Office, 238 Blackington Hall. 

A. Your VOICE MAILBOX # is your individual, permanent, 4-digit code.

(for example, John Smith may be assigned the Voice mailbox code 7110). 
- NOTE: FOR SINGLE OCCUPANCY ROOMS ONLY - (Rooms that accommodate only one person) This code may be the same as your phone extension. 

- FOR MULTIPLE OCCUPANCY ROOMS ONLY - (Rooms that accommodate more than one person) This code will probably not be the same as your extension and will be different from your roommates. 

B. Your INITIAL PASSWORD is a temporary 4 digit code for account access. 

(for example, John Smith's password may be assigned as 7218) 

THIS IS YOUR INITIAL PASSWORD ONLY, YOU WILL BE REQUIRED TO CREATE A NEW ONE THE FIRST TIME YOU USE VOICE-MAIL. 
Please follow the instructions below to setup your Voice Mailbox for initial use.

SETUP PROCEDURES

1. Dial 7700 or 269-7700 (from off campus).
2. Enter your 4-digit VOICE MAILBOX NUMBER, followed by the # key. 

3. Enter your 4-digit temporary password (as indicated on your check-in sheet), followed by the # key. 

4. In this initial setup, you will be prompted to speak your name for system greetings and announcements. 

-  Please speak your first and last name. 

5. You will be prompted to create a new password. The Password must be a number at least 5 digits long and a maximum of 15 digits long.

- Write down your new password. You will need to remember it to get your messages later or to administer your Voice-Mail setup. 

6 Your initial setup is complete. Proceed to the directions on reverse side. 
BASIC DIRECTIONS

VOICE MAIL NOTIFICATION 

-  If the red "message" light on your phone is flashing, then you have new voice mail. 

-  If you have new voice mail but your phone does not have a message light, you will hear an odd stutter oriented dial tone when you lift up the phone receiver. 

LOG ON TO VOICE MAIL 

-  Dial the Voice-Mail access Number (7700 or 269-7700 when off campus). 

-  Follow the prompts and enter your 4-digit single-room phone number or multiple-room voice mailbox number; then enter your 5 to 15 digit password. You are now at the Activity Menu. 

THE ACTIVITY MENU 

-  The Activity Menu is your starting point for getting messages, customizing greetings, setting up mailing list and other assorted Voice-Mail activities. The Voice-Mail service announcement will give you 3 choices but there are more available. By pressing *4, you will hear all choices that are available to you. 

PRESS 1 TO RECORD MESSAGES (optional, not required for normal voice mail use)

-  This is where you can record a message to send to one or more people on the Voice-Mail System. If you use this in conjunction with a mailing list, you can send the same message to 250 people without having to dial 250 numbers. (You will have to create the mailing list with the 250 members to start.) 

PRESS 2 TO GET YOUR MESSAGES 

-  This is where you listen to any messages you have received. You can also forward messages to other Voice-Mail users, save messages and delete unwanted messages. New messages will be retained for 10 days. Old messages will be retained for 5 days. 

PRESS 3 TO CUSTOMIZE YOUR GREETING 

-  This is where you create the personal greeting that you want people to hear when you have Voice-Mail answering your calls. (Please consider the fact that your parents, instructors and the general public will hear this message when attempting to contact you).

PRESS 5-4 TO CHANGE YOUR PASSWORD 

PRESS 5-5 TO CHANGE YOUR NAME GREETING

NOTES: 

In all of the activities that you will encounter, the Voice-Mail system will prompt you to enter numbers, make choices and speak into the receiver. By listening and following the prompts and instructions carefully, you should have no problems. 

Voice mail answering is automatically activated after 5 rings of your telephone. If you prefer to use your own telephone answering machine, you should set the pick-up on that machine to be 4 rings or less. 

If you are on the phone or on-line with your computer, all callers will automatically be transferred to your voice mail with the option of leaving a message. 
