Welcome! Performing Common Tasks

Welcome to the University of New Mexico’s CallXpress voice mail Getting Started

system. Follow the instructions below to access your voice
mailbox and perform common tasks. For a more detailed list of

functions please refer to the CallXpress Quick Reference Card or IF you want (o ... Then enter ...
Guide. For all other questions or for assistance please contact Listen to new messages 1
UNM IT Support Center at 277-5757 Listen to saved messages 5
Listen to and recover messages 7
Before You Start you've marked for deletion
. . . I Review, forward, delete, or save 6
To set up voice mail, your system administrator will give you the messages you've selected
following information. y
Record a message for another 2
Voice mail access number: 79997 subscriber
Voice mail off campus access number: 277-9997 .
After Recording a Message
Your subscriber mailbox number: If you want to ... Then enter ...
Leave a number where you can be 08
- . . reached
Your system administrator may also give you a default security
code to use when you log on to voice mail for the first time. Mark the message urgent 02
Request a return receipt 05
. . Request future delive 01
Entering Your Mailbox a i
Restrict forwarding of the message 03
Your mailbox number is your five digit UNM extension number
(2xxxx, 7xxxx, etc.)
From your own UNM extension: While Listening to a Message
* Dial 79997; If you want to ... Then enter ...
¢ Enter your password when prompted.
Increase playback speed t 14
From another UNM extension that has a mailbox:
Decrease playback speed t 17
e Dial 79997, and when prompted to enter a password, enter ** Skip ahead five seconds 9
» The system will ask you to enter your mailbox number; ]
» When prompted, enter your password. Skip back five seconds 3
Skip to the next message 7
From a UNM extension that does not have a mailbox: P g
« Dial 79997 to connect to the message center;
« Dial * followed by your mailbox number; Setting Up Your Mailbox
* When prompted, enter your password.
From off campus If you want to ... Then enter ...
« Dial 277-9997; Change your name recording 315
* When you reach the message center, enter * followed by your Change your out of office greeting 3133
mailbox number; or36
* When prompted, enter your password.
Change your password 314
NOTE: Once you have personalized your Change your standard greeting 3132
mailbox, follow the instructions on page 2 to or34
forward your ph0|.1e to the voice n:'all Set automatic message forwarding 324
system—.orcallers will not hear your greeting.
Set message presentation ordering 325
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Call Forwarding your Extension to the Voice Mail System

It is very important that your extension be call forwarded to the voice mail system (7-9997) in
order for your callers to hear the greeting from your mailbox.

« Clear any call forwarding that may exist on your extension. Hang up between each * function.
e *3=Removes Busy Call Forwarding
e *4=Removes No Answer Call Forwarding

e *2=Removes All Call Forwarding

« Call forward your extension to voice mail. Hang up between each # function. Please note when
setting call forwarding, you will see FORWARD SET 31001 on your digital phone display.

e  Busy Call Forwarding — Dial #379997
¢ No Answer Call Forwarding — Dial #479997

e All Call Forwarding — Dial #279997 — If this function is enabled, your telephone will not ring.

Important: #2 overrides #3 and #4. The #3 and #4 will remain set after you clear the #2

e When setting call forwarding, you will hear a stutter dial tone after depressing the #2, #3, or #4. Dial 79997
over the stutter dial tone.

e If you find that your voice mail is not picking up your calls, then one of the above call forwarding functions is
not set. Follow the above instructions to reset.

e The 4 rings prior to going to a voice mail greeting are pre-set in the system and cannot be changed or
adjusted. It is possible for the caller to hear as few as 2 rings and as many as 6 depending upon where they
enter in the ring cycle.

e At any time during a greeting you may dial * followed by a 5 digit extension to be transferred to and exit the
voice mail system.
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Listening Options E::se Me'nu /
tinue listenin:
Main Subscriber Menu Fues t # ?
Listen to new messages 1 Forward 2 Increase speed 4
(unread, then read)
secon Set bookmark 5
Listen to saved messages 5 BackUp= o8 2
Delet 4 Decrease speed 7
Listen to deleted messages® 7 | o
Save 5 Resume from bookmark 8
Record and send a message 2 |
— )
Set user options [r— chic 2
(PhoneManager™) 3 Skip to next message 7 Reply Menu
Reot 8 Record 2
— Transfer to senders
Advance 5 seconds 9 Sdanzlon q
Info / group Options 0
User Options Menu «
(PhoneManager™) Info / Group Options Menu
Personal options 1 S | Message info 0
Messaging options 2l Select message 1
Record your standard Cancel selection 2
greeting 4
Record your out of office e U
greeting (Quick record Speak your message
it rEoiee 6 S| <i0p recording 2 Cancel all selections 8
Enter a mailbox number,
optionally followed by  #
Messaging Option Menu
Record a name for a : :
. Recording Options Menu
Sponsored mailbox 2 Approve for sending  #
Change a personal
Distribution list 3 Pause or continue 2 e
(Administrator setting) Backup 5seconds 3 Entered ’
Change message : v
Forwarding 4 Discard and start over 4 Cancel message
Change message Blevien : Sndaeeee 5
presentation ordering 5 Advance 5 seconds 9
Set Routing Options Menu
Change message envelope - ﬁ ;
satting 6 Set routing options 0 Future delivery 1
Set urgent status

CallXpress Quick Reference Card

Personal Option Menu
Change message notification

Record personal greeting
Change security code
Record your name

Record an announcement for
A mailbox you sponsor

g B W -

m

Record Personal Greeting
Menu
Standard Greeting 2

Out of office greeting
(can review)

2
Restrict forwarding 3
5

Request a receipt

Leave a callback

number 8
Return to Recording
Options Menu *

* Deleted messages can only be reviewed while still in the current
session. Once you hang up the deleted message can not be
retrieved.
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