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UNMASS. Job Aid: Student Voicemail

1. Dial *5 from your phone.
2. Enter the default password of 1111. A tutorial will automatically begin.
3. Follow the tutorial's directions to create a new password between 4 - 15 digits in length.
It is strongly recommended that you change the password to prevent anyone else from using the default password to access your voicemail.
4. Record the various greetings as prompted by the tutorial.
5. Record your name to be used for message playback notification.

Listen to Messages

1 Move to Deleted Folder 2 Delete Message 3 Review Message 4 Forward Message 5 Reply to Message 6 Time/Date Stamp

Send a Message

Record Menu

1 Record Personal Greeting 2 Record Busy Greeting 3 Record Gone Home Greeting 4 Record Name Prompt

Set Password

Distribution
Lists Menu

1 Listen to Distribution List 2 Add Distribution List 3 Modify Distribution List 4 Delete Distribution List
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Disconnect

TIP: Identify your Extension Number: # * 1 1 3

If you need assistance, contact the Help Desk at x4357
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