Voicemail Training

LOGGING IN  Used with all voice mail transactions
· Dial 314-953-5200 OR Press MESSAGE key on the classroom phone  Or Dial 35200 internally
· Enter your 5 digit extension number followed by # sign
· Enter default password of 724665 (SCHOOL) followed by # sign
· At this point the system will prompt you to change your password.

CHANGING YOUR PASSWORD  As a first time user to this mailbox you will be forced to change your password. Your new password will remain until you choose to change it.  You cannot use consecutive numbers (ex: 12345), repeat numbers
(ex: 55555) or use your telephone extension.
· Enter old password (724665)followed by # sign
· Enter new Password (6 to 16 digits) follow by # sign

· Enter new Password again, followed by # sign
Note: If you login incorrectly 3 times per session, your mailbox will be locked until a system administrator resets your mailbox! 
RECORDING YOUR GREETING- What callers will hear
· Log into the voicemail system (see above)
· Dial 4

· The system will tell you that you have no greeting and will use the standard greeting

· To record a personal greeting, press 6 and follow the prompts
*EXPRESS MESSAGE -leave voice mail message for co-worker without disturbing them or transfer customer to a voice mail box.
· Dial 35203 internally or 314-953-5203 externally. You will hear “Express message to mailbox ?”

· Enter the mailbox/ext number of the individual you wish to leave a message.

· Press # sign - hear “Mailbox-?”,(verifies by announcing name or ext).
· Leave message after the tone--message light comes on, phone doesn’t ring.
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