
Review
Messages

Send
Messages

Locate
Messages

Personal
Options

Exit

Messages
Sent

Messages
Received

LOCATE

On-Campus

Off-Campus

SOURCE

Enter mailbox number

or

Press          to spell
name

QUICK TIPS/HINTS
PERSONAL
OPTIONS

Administrative
Options

Greetings

GREETINGS

Personal
greeting

Extended
absence

Name

Standard

Personal

Away from
phone

On the phone

Create

Edit

Delete

List Names

GROUP LISTS

PROMPT LEVELS

Standard

Extended

Rapid
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*

4 3 121Greeting Away
(heard when
line not answered)

Greeting On The
Phone (heard
instead of busy)

Spoken Name
 (heard when Date
& Time  is played,
shared box selection)

Extended Absence
(Does not allow messages
to be left, ie during
Christmas Break etc)

4 3 1 2 2

334

234

ENTER
VOICE
MAIL BOX

BOX TYPE SINGLE BOX

Single Box

Shared Box

- Dial 6999 or 4VMS
- Listen for password
prompt
- Enter password

SHARED BOX

- Dial 6999 or 4VMS
- Listen for password prompt
- Press *
- Listen for mailbox prompt
- Enter full mailbox number (extn+box)
- Listen for password prompt
- Enter password

To send a voice
message:

- Record message

-When finished

OPTIONAL:

- Replay message

DESTINATION
OPTIONS

DELIVERY
OPTIONS

Enter destination
number or

Press       to spell
name

Private

Urgent

Message
confirmation

Future Delivery

#

1

2
3

4

#

1

CONFIRMATION
OPTIONS

Confirm receipt

Notify of
non-receipt

1
2

- Send
- Enter next destination
or
-Return to main menu

#

*

Telecommunications and Network Services
Voice Mail Quick Reference

REVIEW
MESSAGES

Unheard voice
messages

All voice
messages
including heard/
skipped

Replay

Envelope

Erase

Reply

Reply by calling

Save

Send copy
(with introduction)

Send copy
(remove previous
introductions)

To send a copy of a
message with an
introduction:

- Record introduction

- When finished

- Enter destination

- Send

END OF MESSAGE
OPTIONS
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2

4
5
6

6

7

8
8
9

#

#

6

8

QUICK TIPS/HINTS
Get to the end of the
message and delete

Skip to the end of
message with options

Skip to the end of
message without
options

Pause/Restart

Louder

Normal

Date and Time

7

3

#

2

9

8

33
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GENERAL
OPTIONS

Passwords

Group Lists

Prompt levels

Date and time
playback

1
2

3

4


