Voice Mail

Advanced Instructions
Express messaging: Use express messaging to send a message directly to someone’s mailbox. This procedure can also be used to transfer a call. 

To send a message using express messaging:


1.   Obtain dial tone and enter the digits 2001.

2.   At the prompt, enter 
the mailbox to which you want to send the message and press the #. Pressing the # is similar to pressing a return key. Example: 7551# will send the message to extension 7551. 

 



Note:  The person receiving the message 
must have UAH voice mail.

Transfer: If you know that someone is unavailable to receive calls and want to transfer a call straight 
to his or her mailbox, do the following:

1.   After obtaining the desired extension, 
press the transfer button.

2.   Enter 2001. At the request for 
a mailbox, enter the mailbox number and 
press #.  
Press the transfer button again to move the 
caller to the requested mailbox.

Note:  UAH does not use name addressing.
Skip greeting: 
To skip the greeting when you get someone’s voice mail, press #. Then leave your message. 


Pause: When listening to a message that you have received, to 
pause the message, press #. To have it begin playing again where you paused it, press 2.
Voice speed: Sometimes a caller will talk too slowly in a message. 
If you want the message to play back faster, press 
23. The caller will talk faster but will remain understandable. To slow down the playback, press 21. 

Forwarding a message:  
If you inadvertently receive a message intended for someone else, you can forward the message by doing the following:
1.   After listening to the message, press 73.


                    
2.   Enter the destination mailbox
. You can send it to more than
 one mailbox. Press # after each mailbox number. Press # again after the last #. 

For example, to send a message to three mailboxes, you would type 1234#5678#9012
## .
3.   To record a greeting to go with the message, press 5 to begin recording and # to end recording.


4.   Press 79 to send the message. A copy will appear in your mailbox.
You can delete your copy; it is for verification only.
 
Note:  The system will prompt you through this procedure.


Replying: To reply to a message, both parties must subscribe to the UAH voice mail system. 

To reply to a message, do the following:


1.   Press 71.


2.   When you are ready, press 5 to begin recording


      (Wait for the tone). Press # to end 
recording.


3.   Press 79 to send the reply.
Calling the sender: Both parties must subscribe to the UAH voice mail system for this procedure to work. 
If you listen to a message and need to call back the sender immediately, 
press 9 after listening to the message.
Tagging a message: To initiate tagging after leaving a message, 
press # and 70. You can tag a message as urgent or private. 
If you are calling within UAH, from mailbox to mailbox, 
you may also request an acknowledgement that your message has been received.

· For urgent delivery, press 1.

· For private delivery, press 4.
· For acknowledgement, press 5.
To send the message, press 79. You can enter the above prompts quickly. For example, enter 7 0 1 (for urgent delivery) or 7 0 4 (for private delivery) without pausing or waiting for a prompt. 


Assistance: To get help while using voice messaging, press the following:

*     General help


7*   Message command help


8*   Mail box command help
 

Note:  Some campus voice mail users have complained of callers’ voices fading in and out when listening to messages on their speakerphones. This problem occurs because the microphone on the speakerphone overrides the speaker. To hear the caller’s voice clearly, press the mute button to disable the microphone. 
