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 Gough Voicemail User Guide
INITIALIZING YOUR VOICEMAIL MAILBOX
To begin using the Voicemail system, you need the following information:

· Your mailbox number

· Your temporary password (same as your 4 digit mailbox number)
To enter your mailbox and change your temporary password:

· Press the “Check V-Mail” to call the internal Voicemail system or dial x2424 (415-487-2424 when calling from outside the school)
If you are calling from a phone that has a different extension number than your mailbox number, or is not located at the school then:

· Press * at any time during the greeting, to indicate that you have a mailbox on the system
· Enter your mailbox number
· Enter your password (same as your 4 digit mailbox number)
Follow the spoken instructions to set up your mailbox:

· Enter your temporary password

· Enter a new password
Note: Passwords can be up to 15 digits, but must be at least 4 digits in length.  In addition, your password cannot be the same as your mailbox number (forward or reversed).  The password cannot consist of all one number, or consecutive numbers. For example 1234, 4321 and 5555 are not valid passwords.
· State your name as you want it to be announced to people who address messages to your mailbox

· Press # to accept the name as recorded, or press * to record your name again

· Press 1 to choose a standard greeting or press 2 to record a personal greeting, which would give your callers more information

· Record your greeting

· Press # to accept the greeting as recorded, or press * to record your greeting again

· You can listen to recorded tips about using your mailbox, or hang up
You may now send and receive messages via your mailbox
CHANGING YOUR MAILBOX SETTINGS (after initialization):
           Changing your greeting:
Types of greetings

· Standard – Uses a stock voicemail greeting narrated by the system, all you need to do is record your name.

· Personal – This is a greeting recorded entirely in your own voice, and can be customized by you.

Selecting the Standard Greeting:

· Enter your mail box (see directions in section I.)
· Press 4,3,1,1,1 to tell the system you want to use the standard greeting

Recording a new name:

· Enter your mail box (see directions in section I.)
· Press 4, 3,3 to rerecord your name

· Record your name and press # when done

· Then press # to save or * to rerecord the name again
Recording a new Personal Greeting:

· Enter your mail box (see directions in section I.)
· Press 4,3,1,2 to record a personal greeting
· Record the message press # when done
· Press # to save your greeting, 1 to listen to it or * to rerecord the message

Changing your password:
· Enter your mail box (see directions in section I.)
· Press 4,2,1,1 to edit your personal password
· Enter your new password, and press # when you are done
Note: Passwords can be up to 15 digits, but must be at least 4 digits in length.  In addition, your password cannot be the same as your mailbox number (forward or reversed).  The password cannot consist of all one number, or consecutive numbers. For example 1234, 4321 and 5555 are not valid passwords.
LISTENING TO VOICEMAIL MESSAGES

Determining if you have Voicemail messages:

If the green light, near the display, on your phone is blinking, then you have unheard voicemail messages.  When there is a red light on the envelope button, but the green light is not on, you have messages that have been saved.  You can push the envelope button at any time to see how many unheard messages you have in your voicemail box. 
Listening to the messages in your Voicemail mailbox:

· Enter your mail box (see directions in section I.)
Note:  Press * at any time to exit message review.
Reviewing unheard voice messages:

Unheard messages are those received since the last time you listened to messages or messages you skipped after hearing just a few words.  These messages are played in the order received, urgent messages first.
· Press 1 to select Review Messages

· Press 1 to select Unheard Voice Messages
Reviewing all voice messages:

Archived messages are played in the order archived.
· Press 1 to select Review Messages

· Press 2 to select All Voice Messages Including Heard and Skipped
Using playback controls

The following commands are helpful when reviewing voicemail messages in your mailbox, and work while a message is being played:
	Command
	Action Description

	1
	Rewinds the message 10 seconds

	11
	Rewinds to the beginning of the message

	2
	Pauses for 20 seconds, and resumes when pressed again

	3
	Fast forwards 10 seconds

	33
	Fast forwards to the end of the message

	4
	Slows the playback speed

	44
	Slows the playback speed to its slowest setting

	5
	Allows you to hear the envelope information:

· Sender (subscriber name or “outside caller”)

· Date and time sent or archived

· Length
· Status:  urgent or private

	6
	Accelerates the playback speed

	66
	Accelerates the playback speed to its fastest setting

	8
	Plays the message at normal volume


End-Of-Message commands:
The following actions are possible after a message has been heard, and are discussed in more detail later in this section:
	Command
	Action Description

	#
	Skips the message

	##
	Skips to archived, or saved, messages

	4
	Replays the message

	5
	Replays the envelope information

	6
	Sends a copy

	7
	Erases the message

	8
	Replies to the message 

	9
	To save, or archive, a message


Skip messages:

Press the # key at any time to skip to the next message.  Press ## to skip to archived messages, or saved messages.
Replay messages:

Replay a message by pressing 4 after the message has played

Reply to messages: (Only for calls received from Gough, JAD, Chtn, Ale)
Voice mail is most effective if you respond to all messages immediately after hearing them. You can reply to a subscriber’s message immediately after you review without leaving the voicemail system by using the following steps:

· Press 8 after the message has played to select Reply

· Record your reply (see section III.)

· Press # when finished recording

· Press # again to send the message
Send a copy: (Must use 7-digit mailbox except for Gough, JAD, Chtn, Ale)
You can send a copy of a voice message to other voicemail users.   An introduction can be added so the person receiving the copy knows you forwarded it.  
Note: Messages marked private cannot be forwarded.
· Press 6 to select Send Copy

· Record your introduction
· When finished recording, press #
· Press 1 if you want to review the message before sending

· Refer to section III. on Sending Messages for instructions on how to address the message
Erase a message:

· Press 7 to select Erase
Note:  Erased messages cannot be retrieved

Save a message:

· Press 9 to select Save
Note: Messages that you save are stored separately from new messages and played after new messages.  Saved messages remain archived until you erase them by pressing 7 or they have been in your mailbox longer than 14 days.  If you want to save a message longer than 14 days, then you will need to send a copy of the message to yourself before the 14 days are over.
SENDING VOICEMAIL MESSAGES

Message basics:

The following instructions are done from within your mailbox.

Sending a message:
The following outline shows the steps you will take to send a message to another person on the City College Voicemail system (each step will be discussed in more detail later in this section):

· Record the message

· Enter the mailbox number or press # to spell the recipient’s name
· 4-digits for Gou, JAD, Chtn, Ale; 7-digits for all others 

· Select message delivery options (optional)
· Send the message, by pressing #
· Enter another recipient by repeating the previous three steps, until all the desired recipients have been added

· Return to the main menu, and send the message by pressing *

Note:  Just as an envelope placed in a post office mail slot cannot be retrieved, a message cannot be retrieved once it is sent.
Recording controls:
Before you begin to record messages it may be helpful to familiarize yourself with the following controls:

	Command
	Action Description

	*2
	Deletes the entire message and restarts rerecording

	1
	Rewinds the message 10 seconds

	11
	Rewinds to the beginning of the message

	2
	Pauses for 20 seconds, and resumes when pressed again

	3
	Fast forwards 10 seconds

	33
	Fast forwards to the end of the message

	5
	Records over what you had recorded previously


Recording a voicemail messages:
· Press 2 from the main menu to select Send Messages
· Record the message, the message beeps twice if only 10 seconds of recording time remain
· When finished recording, press #
· To replay the message before sending, press 1

To rerecord the entire message:

· Erase the message and rerecord by pressing * - 2
· Record the message
· When finished recording, press #
To rerecord a portion of the message:

· Rewind or fast forward (using the controls mentioned earlier) to the portion you wish to record over
· Indicate you are ready to record by pressing 5
· Record over the remaining portion of the message
· When finished recording, press #

Addressing the message:

You will be able to send messages to any combination of the following destinations:
      One-system subscriber
· Group distribution list(s)

· System distribution list(s), maintained by your system manager
· Guest or home mailboxes

Entering a mailbox number or list number:
· Enter a single mailbox number or list number. The system tells you the name of the person or list. Since we have 3 separate voicemail systems, you must enter all 7-digits of the mailbox number (same as telephone number) for people at campuses other than Gough, JAD, Chinatown and Alemany.  
If you don’t know a subscriber’s mailbox number, press #, and then spell the person’s name using the numerical keypad, last name first, as follows:


2 = A,B,C 

3 = D,E,F


4 = G,H,I


5 = J,K,L


6 = M,N,O


7 = P,Q,R,S

8 = T,U,V


9 = W,X,Y,Z

For example, to address a message to Smith, Ann (Ann Smith) enter

 76484266.  You must spell the name exactly as the system manager entered it
 on the system.  When you have entered enough characters to uniquely
 identify a subscriber’s name, the system states the name.  If more than one
 name matches the characters you have entered, the system presents those
 names and asks you to select one.

· After entering the number, select delivery options or press # to send.
The following delivery options are available:



1 = Private



2 = Urgent



3 = Message confirmation



4 = Future delivery
Note: Delivery options can be set separately for each recipient.  If you are

 adding another recipient, but do not assign a delivery option, the option 

assigned to the previous recipient is used.  You can type the number of the

 delivery option again, or select a different option, to change the setting for the

 current recipient, without affecting the option for the previous recipient.
· After you press # to send, the system prompts you to enter additional destinations for the same message or press * to send the message and return to the main menu

Note: When you try to send a message, you may be informed that a mailbox is full
 because it contains the maximum allowed number of messages or future delivery

 messages, in this case, you must try later.
V.  
DISTRIBUTION LISTS
Creating and managing group distribution lists
If you send messages to set groups of people regularly, you can create group distribution lists containing up to 25 mailbox numbers.  Group distribution lists save time by enabling you to send messages to all of the group members at once.  You can create up to 15 group distribution lists.

Creating group distribution lists:
· Enter your mail box (see directions in section I.)
· Press 4,2,2,1 to create a list

· Enter a two-digit number for the list:  11-25
· Record the list name (for example, “Regional Sales Managers”)

· Enter the mailbox number or spell the name of each person on the list
· Press * when finished, to exit and save the list 

Editing a group distribution list:

· Enter your mail box (see directions in section I.)

· Press 4,2,2,2 to edit distribution lists

· Enter the list number
· Enter the mailbox number or spell the name you want to add or delete
· (optional) Press 1 at any time to review all names on the list

· Press * to exit and save the list
Deleting a group distribution list:
· Enter your mail box (see directions in section I.)

· Press 4,2,2,3 to delete a distribution list
· Enter the distribution list number
· Press 2 to delete the list or press 1 to cancel
Reviewing a distribution list:

· Enter your mail box (see directions in section I.)

· Press 4,2,2,4,1 to listen to the numbers in a distribution list

· Enter the distribution list number
Renaming a distribution list:

· Enter your mail box (see directions in section I.)

· Press 4,2,2,4,2 to rename a distribution list

· Enter the distribution list number
· Rerecord the list name
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