 VOICEMAIL FEATURES
1. Dial 57999 
2. You will be prompted to enter extension number (5XXXX) followed by the # sign.  (Enter 3XXXX for prefix 813).
3. When prompted for a password, enter password followed by the # sign. Passwords MUST be at least 5 digits in length or more.  Passwords cannot be sequential or repeating numbers.
4. Follow prompt instructions for recording your name (this is not a greeting; just a name to be used in the system announcements.
5. For Personal Greetings:  After password and # sign-Press the number “3” to record personal greeting.

6. Press “1” to create/change greeting.  
7. Press “1” to record greeting number 1 (your script).  It is suggested a short script be written to avoid blanks/pauses when recording greeting.
8. Press “1” when finished recording.

9. Press “#” to approve or follow prompts to re-record. Hang up or follow prompts to listen to or re-record greeting.
10. To Change Name or Password from previous user: Press the number “5” after entering password and # sign. Listen to prompts or:
11.  Press the number “4” to change to your name/departments name.
12.  Press the number “5” to change password.
Call TELECOMMUNICATIONS @ 675-6505, should you need assistance.
