SOUTHWESTERN UNIVERSITY
Faculty/Staff Voicemail User Guide

TO INITIALIZE YOUR MAILBOX

From your telephone: Dial 2222
Voice Mail will play a Tutorial. The initial password for your voice mail box is ‘12345.” Follow ALL
instructions carefully.

From Off Campus: Dial 863-1234

When the Voice Mail System answers, Press *, Dial your mailbox number, Press #

Voice Mail will play a Tutorial. The initial password for your voice mail box is ‘12345.” Follow ALL
instructions carefully.

TO RETRIEVE MESSAGES FROM YOUR TELEPHONE

1. Dial 2222.
2. When prompted, Enter you password.
3. Press 1 to hear new messages.

TO RETRIEVE MESSAGES FROM ANOTHER EXT.
1. Dial 2222.
2. Dial “*”, You will be prompted to enter your 1D, followed by the # sign. (Your ID is your
mailbox number).
3. When prompted, Enter your password.
4. Press 1to play new messages.

TO RETRIEVE MESSAGES FROM OFF CAMPUS:

1. Call the Voicemail Direct Number 863-1234.
2. When you hear the Main Greeting, Press* followed by your mailbox number.
3. When prompted enter your password.

FROM THE MAIN MENU
Press 1 for YES, Press 2 for NO

To Check New Messages Press 1
To Send a message Press 2
To Review Old Messages Press 3
To Change Setup Options Press 4

WHILE LISTENING TO MESSAGES

To Repeat the message Press 1
To Save a Message Press 2
To Delete a Message Press 3
To Reply to a Message Press 4
To Forward a message Press 5
To Save a Message as New Press 6
To back up 3 seconds Press 7
To Pause/Resume Press 8
To change your greetings Press 411
To change security code Press 431
To change your recorded name Press 432
To set message notification Press 421

For assistance call X. 7333



Hear nasn mossages
Sand a masesge

Roview old mamagas

Satup options

0 Comersation Help

*  Exit or cancel

#  skip or meve shoad

I Asailiable only {fpow are wsing the
Savapion.

For assistance call X. 7333

SOUTHWESTERN UNIVERSITY
Faculty/Staff Voicemail User Guide

. NEAXMail AD-120 conversation menus

Repaat messags 1 Mark as new &
S a mﬂpﬂ_;f:lmrdh F)

3 Dilivar an @-mail or fax B
Dalts massags to a fax phone numbert
mFllj't'D'""_’Eﬂ 4 Hear summany ¥
Forsand messssge 5

Addrassfrecord Sand message #

Mazzage options 1 —

Ravieer old messages

Rapaat messace 1 Fark &z e &
Save mesags @ Iborwe backevand in 7
message
3 Diclivar an o -mail o fa B
Dislts massags 0 a fax phons number®
Reply to massans 4 Hear summany ¥
Forwand messags 5

Grestings & transfer 1 Personal settings 3

Mazmage settings 2

——  Message options

Change acddressing
Change recording
Sat spacial delivery

Revizw message

Grastings & transfer
Change crestings
Change call transar

Massags settings

Change massans

Change fax ckelivary
Change full or brisf

s

Edit pricats liss

Parsonal ssttings
Change passwon

Change recordad nams

Change cirectarny
listire status

W R =

—

B W k2

—— Changs addressing

Ackd name

Haar current names

Ramova nama

Change recording
Haar recording
Sarve recoreling

Rarecaond

Audd o reconding

Sat spacial dalivary
Lrgent

Raturn racsipt
Private

Futura debeany

oW N =

B oW N =



