HOMEWOOD LOCATIONS - VOICE MAIL REFERENCE GUIDE

IHITIAL VOICE MAIL SET-UP

1. Dial Aceess % £8580 o use voios mail

butten on i2kephong if svailabls

{If disling from a different desk than your own,
prass T star twice] to get i tha main mamy,
then =ntar your Sdigitexizreion %)

2.Yeou will haar: *Flease aenter your Seaurity
Codge™. Enter the Defaul Ssowrily Cods which
is: 12348,

3: Youwill hezr the sizrtup tuisrizk “As a nzw
user, you must fist setup your mailbox.., atc”

4: Youwill b2 promptad to enter a naw Ssowily
Codz, i can be any combinaticn of numbers
from E-15 digits long. You must entsr the naw
cods fellewad by the pound (%) kay, You will b
asked to repast this to confirm.

5: You will be promptad {o racord your names.
Fress 2 to bagin recording and 2 o stop
rzearding. Fress © o ssva the neme.

§: You will bz promptsd te record your gasting,
Press 2 o begin recoxding end 2 o step
szearding. Prass § b save the gresting.

72 You will heg: "Congratulatiors, you have
sucoessfully campizied thesetup. et

1. Disl Avo=s 2 410-018.8580

2. You will hear “You havereschad the Johns
Hepkins University veice mail..." ste. FPrass ©
{star} togst toethe main menu.

3. You will hear “Pleass enter your & digi
sxt=nsion #..° Enisr your Sdigitesaension &
{lzading with either a8 cra 7).

4. Eollow STEPS 2-7 o the isftto compiss
setun.

http://www.it. jhu.edu/telecom/images/HMWD-SETTINGUP3.gif
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ACCESS MESSAGES

1. Dial Access # 68580 or use voice mail butfon
on telephone if available.

(If dialing from a different desk than your own,
press * [star twice] to get to the main menu, then
enter your 5 digit extension #)

2. Y ou will hear: "Please enter your Security
Cade". Enter the Security Code that you have
established for your mailbox.

3. You will hear; "You have new
messages... "eic. and then you will be in your
voice mail main menu

1. Dial Access #: 410-516-8580, Y ou will
hear: "You have reached the Johns Hopkins
University voice mail..."etc. Press * (star) to
get fo the main menu.

2. You will hear: “Please enter your 5 digit
extension #...." Enter your 5 digit extension #
(leading with eithera 6 ora’).

2. You will hear: “Please enter your Security
Code”. Enter the Security Code that you have
estahlished for your mailbox.

4. You will hear: *You have new
messages... "etc. and then you will be in your
voice mail main menu.

hitp://www.it jhu.edu/telecom/images/HMWD-ACCESSING2.gif
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1. Access mailbox main menu by dialing access #: 68580 & entering the secunty code that you
have established.

2. Press 4 for Phone Manager.

3. Press 1 for Personal Oplions.
4. Press 3 far Personal Greeting.

5. Follow the prompts to record your greeting.

http://www.it.jhu.eduw/telecom/ images/THMWD-CHANGESETTINGSGREETING.gif 7/14/2008



T

security cede that you have established.

2. Press 4 for Phone Manager.
3. Press 1 for Personal Options.

4. Press 4 to change Security Code,

5. Follow the prompts to change your code.

1. Access m;i.lbox main menu by dialing access #: 57350 & enfering the
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4. Access mailbox main menu by dialing access # 68580 & entering the security code that you
have established.

2. After listening to the message that you want to forward, press B.

3. Record a message. This will introduce the message you are forwarding when the recipient
receivesit.

4. Enter the destination maitbox number or press #1o send the message using the Dial-By-Name
Directory.

YOU MUST ENTER THE MAIL BOX # AS A TEN DIGIT TELEPHONE NUMBER. Example: 410-
516-5555.

5. After entering the Ten Digit Mailbox #, Y ou will hear confirmation of the recipient.

6. Follow the prompts to add more recipients and to send your message.

hitp://www.it.jhu.edu/telecom/images/ HMWD-CHANGESETTINGSFORWARD. gif 7/14/2008
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SHORTCUTS & QUICK TIPS

>To hear the date, fime and sender of a message, you can press 5 at anytime during message
playback.

>When you call someone and get their voicemail greeting, you can avoid listening to the entire
greeting by pressing any numerical key (Keys 1.9 not including *, #, or Zero) and you will be taken
to the prompt to record a message.

>If you want to leave someone a message without ringing their phone you can pick up your phone
and dial the VM access # 68580 then press * (star) then dial their & digit extension.

»To transfer a call from your line to another voice mail extension, press the Transfer button on
your phone, then press the voice mail button {or dial 68580) then press * (star) butfon, next enter
the extension # of the person to whom you want to transfer the call then, press the Transfer
button again to finalize the transfer.

»We can set up Distribution Lists for your department so you can save time by sending group
messages. Call or e-mail us for more information!
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