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WELCOME TO VOICE MESSAGING

The first time you call the Voice Messaging Center you will be prompted to enter the password you were assigned. If at anytime you change your password there will not be a record of the new one. Should you forget your password, the process of resetting it deletes any messages you may have.

The following instructions are for use from your office phone. If you are using another phone or calling from outside, you will be prompted to enter your mailbox (extension) number before entering your password.

TIPS

The * Key: Press * to cancel or backup to the previous menu. If you make a mistake entering a mailbox number or recording, press *. Pressing * several times will disconnect you.

The # Key: Press # to complete, skip or send. You can skip personal greetings and introductory prompts by pressing #. An Extended Absence Greeting, however, cannot be skipped.

Fast Delete: While reviewing your messages, you may quickly fast forward and delete an unwanted message by pressing 3 3 7.
CREATE/CHANGE YOUR

PERSONAL GREETING

1. Dial the Voice Messaging Center

2. (18866).

3. Enter your password.

4. Press 4.

5. Press 3.

6. Press 1.

7. Press 2 to record your personal greeting.

8. After the tone record your greeting.

9. Press #.

10. Press 1 to replay your greeting. If necessary, press star (*) to re-record your greeting.

11. Press # if you are satisfied.

12. Press ** to disconnect.

ACTIVATE MESSAGE SERVICE

*(NEC Phones Only)
1. Press Speaker or lift the handset; receive dial tone.

2. Press FWD-NA (Forward-No Answer)

3. and FWD-BY (Forward Busy) buttons. Broken dial tone is heard.

4. Dial the Voice Messaging Center (18866).

5. Service-set tone is heard; display indicates FWD SET.

6. Press Speaker or return handset to cradle.

CANCEL MESSAGE SERVICE

*(NEC Phones Only)
1. Press Speaker or lift the handset; receive dial tone.

2. Press FWD-ALL (Forward-All) , FWDNA (No Answer), or FWD-BY (Busy).

3. Display indicates FWD CNCL.

4. Press Speaker or return handset to cradle.

REVIEW MESSAGES

(VMM on Phone Display)

1. Dial the Voice Messaging Center (18866).

2. Enter your password.

3. Press 1 to review new messages.

4. Listen to message.*
5. Select next instruction:

4 - Replay Message

5 - Envelope Information

6 - Send a Copy

7 - Erase Message

8 - Reply (to Internal callers only)

9 - Save Message

6. Repeat steps 4 and 5 for each

7. message.

8. Press ** to disconnect.

*While listening press the following

numbers to:

1 - Rewind (1-1 rewind to

beginning)

2 - Pause (2 again restarts)

3 - Fast forward (3-3 forward to

end)

4 - Slower speed (depress 2

seconds)

5 - Envelope information

6 - Faster speed (depress 2

seconds)

8 - Normal volume

9 - Louder volume

# - Skip to next message

* - Cancel message review

CREATE EXTENDED ABSENCE

GREETING

1. Dial the Voice Messaging Center

2. (18866).

3. Enter your password.

4. Press 4.

5. Press 3.

6. Press 2.

7. After the tone record your greeting indicating you will be gone and not checking your messages.

8. Press #.

9. Press 1 to replay. If necessary, press * to re-record greeting.

10. Press # if satisfied.

11. Press ** to disconnect.

Note: When you return and call the Voice Messaging Center to receive your messages, you will be prompted to delete the extended absence greeting. It will then be replaced by your personal greeting.
CREATE AND SEND A MESSAGE

1. Dial the Voice Messaging Center (18866).

2. Enter your password.

3. Press 2.

4. After the tone record your message.

5. Press #.

6. Enter the mailbox (extension) number of the person to receive the message.

Delivery Options:

1 - Private

2 - Urgent

3 - Message Confirmation

4 - Future Delivery

7. Press # to send the message.

8. (When sending to multiple mailboxes repeat steps 6 and 7.)

9. Press ** to disconnect
CREATE A DISTRIBUTION LIST

1. Dial the Voice Messaging Center (18866).

2. Enter your password.

3. Press 4.

4. Press 2.

5. Press 2.

6. Press 1.

7. Assign the list a number between 11-20.

8. Assign the list a name.

9. Press #.

10. Enter the mailbox numbers.

11. Press ** to disconnect.

CREATE AND SEND A MESSAGE TO A

DISTRIBUTION LIST

1. Dial the Voice Messaging Center (18866).

2. Enter your password.

3. Press 2.

4. After the tone record your message.

5. Press #.

6. Enter the list number.

7. Press # to send.

8. Press ** to disconnect.
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Quick

Look-Up

Guide
To access the Voice Messaging Center:

On Campus:: Dial 18866*

Off Campus:: Dial (480)731-8866#

* Enter your 5 digit extension number

* Enter your 7 digit voicemail password

The Center provides these services:

* Mail Creation

* Mail Retrieval

* Mail Transfer

* Personal Greetings

* Voice Bulletin Messages

For assistance with your telephone, please contact the CGCC Helpdesk at ext. 27025


