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INFORMATION SYSTEMS SERVICES 

How to SETUP Voicemail

The ISS Team will advise when your telephone extension has had Voicemail enabled.  Once you have received this notification you may follow the next set of instructions.

It helps to read the document through before attempting to follow the instructions.  Allow for a quiet time of 5 - 10 minutes to do this. 
Useful Tips:
· Don’t start with ‘Hello’ or ‘Hi’. (You need to make your callers aware it is the voicemail system, not a person answering the telephone!)

· Say the instruction, and then say the number to press.  (The caller will forget the number by the time they have listened to the instruction.)
· Record your message in a noise-free environment.
· Don’t move the telephone or cord while speaking.
· Speak in a normal speaking voice.
· Write down what you want to say and practice before you start.
· To begin recording, take a breath, begin speaking after you hear the tone.
· When callers get through to voicemail there must be an option for them to dial 0 (zero) to be forwarded to an alternate extension/person within your School/Team.
· Voicemail messages should be cleared daily unless the voicemail introduction advises that the person called will be away from the office.
Suggested Personal Greetings

You have reached the voicemail of Mary Smith, I’m either out of the office or on the phone, so please leave a message after the tone and I’ll get back to you as soon as I can, or to speak to my  (Program Administrator/Team Leader…)  press ‘0’.

You have reached the voicemail for Mary Smith. I’m on leave from …. to ……. Leave a message for me or if you wish to speak to my (Program Administrator/Team Leader…) press ‘0’.

You have reached the voicemail for extension xxxx, to leave a message for a staff member, please do so after the beep or to speak to our (Program Administrator /Team Leader) press ‘0’. Thank you.

You have reached the voicemail for extension xxxx, to leave a message for Mary Smith press 1. To leave a message for John Jones press 2. Thank you. 
(Use this message for shared mailboxes.)

Setting up Voicemail

	Action
	Number
	Short Explanation

	Lift handset and wait for dial tone
	Dial #13 and listen for tone or stutter tone
	This clears any legacy voicemail stuff

	Hang up and lift handset
	Dial 7777
	Ring voicemail server

	
	To pick up your voicemail from another phone or if your voicemail number is different from your extension, push # when you hear the greeting and you will be asked to dial your voicemail number
	This puts the voicemail into interactive mode for staff with virtual voicemail boxes

	Enter PIN
	This is always 2222 for first time setup
	

	Wait for tutorial and follow ALL steps
	
	Change the PIN or anyone can access your voicemail

	V.IMPORTANT

Lift handset wait for dial tone
	Dial *137777 and wait for confirm tone.


	This activates the Voicemail, if this step is NOT done Voicemail will NOT WORK!


Listening to Voicemail

	From any Extension dial 7777
	7777
	

	To pick up your voicemail from another phone or if your voicemail number is different from your extension, push # when you hear the greeting and you will be asked to dial your voicemail number
	#
	

	PIN – you can set and change this.
	4 –15 digits
	

	Listen to new messages
	1
	Pressing 5 will give date and time message was left

	Save message
	2
	

	Delete message
	3
	

	Pause
	8
	

	Resume
	8
	


Other Features

(xxxx is the target extension)

	
	To enable
	To cancel
	

	Group / call pick up
	*2
	
	Picks up a ringing phone in your pickup group (has to be programmed if you need a group setup)

	Call forward - all calls
	*10xxxx
	#10
	All calls go to xxxx

	Call forward – when busy
	*11xxxx
	#11
	Diverts if your extension is busy 

	Call forward – no answer
	*12xxxx
	#12
	Diverts if your extension is unanswered

	Call forward – busy / no answer
	*13xxxx
	#13
	Diverts if your extension is busy or unanswered, usually used for Voicemail

	Last number redial
	**
	
	


FAQ

When I go into voicemail it says I have new messages but when I listen to them it says I have no new messages.

Press 3, this message was recorded as voicemail.

A team member has left / is on leave and we need to clear their voicemail, what do we do.

Log a job via iGress to the ISS Helpdesk asking for the PIN to be reset.
I ring an extension and get the Polytechnic main greeting.
The extension you called hasn’t set up their voicemail properly and it needs to be redone. Let them know, and if necessary dial #13 at that extension to prevent callers from getting that message.

The nice person who set up my phone, can I ring them to help me set up voicemail?

Programme Administrators are your Voicemail support person.  If there is a major difficulty then they will contact the ISS Helpdesk to log a job.

