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Voicemail Activation Instructions

· Press the Messages button, or dial 6100.

· After the recording answers, press the * key.  

· Enter your user ID, followed by the # key. 

· If you have your own phone, your user ID is your extension.

-    If you share a phone, your user ID is your phantom extension.  Your school secretary will provide you with your user ID  (phantom extension).
· Enter 12345 for the password, followed by the # key.

· The setup tutorial will begin with “Welcome to Cisco Unity…”

A. Record your Name:

When prompted, say your first and last name.  Then press the # key.

· To keep the name you recorded, press the # key again.  Then proceed to Record your Personal Greeting. (B) 

· If you don’t like your recording, record your name again by saying your first and last name at the tone.  Then press the # key.

B. Record Your Personal Greeting:

The system will say the standard personal greeting, which will include the name you recorded.  

·  If you wish to keep this standard greeting, press the # key.  Then proceed to Change your Password. (C)
· If you wish to change the greeting, press 1.  Then press the # key.

· Record your greeting at the tone. (See the sample personal greetings below.) When you are finished, press the # key.  

· To re-record your greeting, press 1.  To save your personal greeting and continue, press the # key.

Sample Personal Greeting for Teachers:  “Hello, you have reached the voice-mail of (your name).  I am either teaching a class or away from my room right now.  Please leave your name, telephone number and a detailed message after the tone and I will return your call as soon as possible.  If you need immediate assistance, please press ‘O’ for the building secretary.”

       Sample Personal Greeting for Office Staff and Administrators:  “ Hello, you have reached the voice mail of (your name, your title and school/department).  I am away from my phone right now.  Please leave your name, telephone number and a detailed message after the tone and I will return your call as soon as possible.  If you need immediate assistance, please dial extension ______, or ‘0’ for the operator.”

Change your Password:

The system will tell you that you must change your password to a number that is at least 3 digits long.

· Use a password that is easy to remember, but hard for others to guess.  You may not use 12345, or any successive combination of those numbers.  (For instance, you may not use 123, 1234, 234, 345, 2345, etc.)
· Enter a new password, followed by the # key.

· You may be occasionally asked to change your password.  You may select the same password each time you are asked.

Note:  You are not finished with the setup until you hear  “You have finished enrollment.”  If you did not hear this sentence, you must follow the steps above again.

A Tip for those sharing an extension…

If individuals who are sharing and tied into a main extension do not setup their individual phantom mailboxes, when that main extension is dialed, the caller will hear “Extension " " is not available, record your message after the tone.”  The message will not get routed properly until everyone that is sharing that extension sets up their phantom mailbox.

Changing Part of Your Setup at a Later Date

If you wish to change any part of the setup…

· Dial your extension number.  After the recording begins talking, press the  * key.

· Enter your ID number, followed by the # key.

· Enter your password, followed by the # key.

· Press 4 to into the setup options mode.   A Shortcut chart is listed below:
	Task
	Press…
	And then Press

	Change Greeting
	 1 
	1

	Change Password
	3 
	1

	Change Recorded Name
	3 
	2


· For the various Messaging and Setup Options, refer to the complete Voicemail Chart at the back of this handout.
Setting Your Alternate Greeting

· Click the Messages button, (or dial 6100 if you don’t have a Messages button)

· Enter your password, followed by the # key.

· Press 4 for Setup options.

· Press 1 for Greetings.

· Your current greeting will play.  

· If you wish to re-record your current greeting, press 1.

· Turn on alternate greeting, press 2.

· Edit other greetings, press 3.

Accessing Your Voicemail

Cortelco Phone (High School, Leggee, Chesak and Martin classrooms)

	From:

	Do This:

	Your own Classroom Phone…
	· Dial 6100.

· When the recording starts, press the * key.

· Dial your voicemail ID, followed by the # key.

· Dial your password, followed by the # key.


	IF YOU SHARE A PHONE!!
	· Dial 4000

· Press the * key.
· Dial your voicemail ID, followed by the # key.
· Dial your password, followed by the # key.




Cisco IP Phone (All building offices, Heineman, Marlowe, Conley and Mackeben classrooms)

	From:

	Do This:

	Your own Cisco IP phone… 
	· Press the Messages button.

· Enter your password followed by the # key.

	Another Cisco IP phone…
	· Press the Messages button, followed by the * key.
· Enter your voicemail ID, followed by the # key.
· Enter your password, followed by the # key.


Any Other Phone


	From home…

From your cell phone…

From any phone outside of District 158…
	· Call your own phone number.
· When your greeting starts, press the * key.
· Enter your ID, followed by the # key.
· Enter your password, followed by the # key



Voicemail Commands

	Press
	While

Listening
	After the Message
	
	Press
	While

Listening
	After the Message

	0
	Help
	Help
	
	6
	Speed up
	Mark as New

	1
	Repeat
	Repeat
	
	7
	Reverse
	Reverse

	2
	Save
	Save
	
	8
	Pause/Continue 
	Deliver fax/email

	3
	Delete
	Delete
	
	7
	Reverse
	Reverse

	4
	Slow Down
	Reply
	
	8
	Pause/Continue 
	Deliver fax/email

	5
	Change Volume
	Forward message
	
	9
	Fast Forward 
	Message Time/Date

	
	
	
	
	#
	Skips to the next Message
	


Sending Messages

To Send a Message:

· Dial the person’s four-digit extension.
· After you hear the beep, record your message.
· Hang up.
To Bypass the person’s greeting:

· Dial the person’s extension number.

· When the greeting starts, press the # key.

To Send a Message Directly into voicemail:

· Pick up the handset.

· Press the * key, followed by the extension number.

To Pick Up a Call and then Forward it to that Person’s Voicemail:
· Ask the caller to hold.

· Press the Transfer button.  Then dial the extension that you picked up.

· When the greeting plays, dial that extension again.  Then dial # and 2.

· Press the Transfer button again to complete the transfer.

· Hang up.

To Divert an Incoming Call Directly to your Voicemail:

· Press the Idivert soft key.  (Only on the Cisco IP 7912, 7940, or 7960 phones.)

Other Options after You Record your Message:

	To Do this:
	Press This:

	     Send your message
	1

	     Play your message
	3

	     Re-record your message
	4

	     Add to your message
	5

	     Cancel your message
	6


Checking the General Mailbox  

One person in each building/office needs to be responsible for picking up the messages from the general phone number for their building.

· Dial your general mailbox number, as listed below.
· When the recording starts, press the * key.
· Dial your general mailbox number again, followed by the # key.
· Dial your password, followed by the # key.  Your password will be provided by the Technology Department.
General Mailbox Numbers

6158
District

6200
Leggee

5300
Martin

6600
HS

5700
Chesak

4300
Heineman

4700
Marlowe

3400
Mackeben

3700
Conley

Checking the Absentee Lines

  

One person in each building/office needs to be responsible for picking up the messages.  Make sure someone else in your building is able to access messages in case that person is not present.

· Dial your absentee mailbox number, as listed below.
· When the recording starts, press the * key.
· Dial your absentee mailbox number again, followed by the # key.
· Dial your password, followed by the # key.  Your password will be provided by the Technology Department.
Absentee Mailbox Numbers:
5311
Martin
6211
Leggee

6611
HS

5711
Chesak

4311
Heineman
4711
Marlowe
3411
Mackeben
3711
Conley

Please Note:


If you were employed by the District last year, and have changed rooms or schools, more than likely your mailbox has been moved to your new extension.  In that case, you will not need to activate your voicemail.  To check:





Press the Messages button on your phone, (or dial 6100 if you don’t have a Messages button).  When the recording asks for your password, press the password that you used last year.  If you are brought into your Voicemail, you need do nothing further, unless you would like to change your announcement. 


If you are not brought into your voicemail, key in 12345# for the password. This should bring you to the tutorial, through which you can activate your voicemail.
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