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How-to Handout


How to Use Phone Mail Features
Your phone mailbox will provide you access over the phone not only to your voicemail but also to your e-mail, calendar appointments, personal contacts, and college directory. It is easy to use and will respond to voice commands as well as the phone keypad. Feel free to explore all the possibilities the new system brings. This document will guide you through configuring your voicemail and the major features of your new system.  To familiarize with the numerous commands available, check the phone diagram within TAC Help Topics (http://tac.bellevuecollege.edu/docs/PHONEMAIL_Diagram.pdf).
Record your greeting
1. All users, shared phones included, should record a new greeting. In order to access the personal options (which allow you to record your message) you will need to open your Outlook e-mail first. You will find an e-mail from Microsoft Exchange titled “Welcome to Exchange Unified Messaging”.  Do not delete this message! The message contains the PIN number information to provide you access to your phone mailbox. If you do not find your PIN number notification, please enter a request for assistance (Request Center) and our network administrators will generate a new PIN number from Microsoft Exchange which will be sent to your BC official e-mail account.

WARNING: PIN numbers are individually assigned, unlike our previous phone system there is no single default PIN.  Do not try ‘11111’. PIN numbers cannot be shared; they provide access to your e-mail via phone. Your PIN should be treated with the same care as your network login password.
	SAMPLE NOTIFICATION MESSAGE:

	From: Microsoft Exchange 
Sent: Friday, August 29, 2008 9:13 AM
To: BC User
Subject: Welcome to Exchange Unified Messaging

	Welcome to Exchange Unified Messaging

	To use your telephone to access your e-mail, calendar and contacts, call your access number and enter your PIN at the prompt.

	 

Your access number(s):

3123 or (425) 564-3123 [This is the access number for all users.]
 

Your extension:

1234 [Your extension number will be listed here. This is an example.]
 

Your PIN:

12007 [A five-digit code will be listed here. This is an example.]


	Sent by Microsoft Exchange Server 2007


2. To record your greeting: 

a. From Campus, call the access number Extension 3123.  If you are off campus, dial 425-564-3123.

b. The auto-attendant will say: “You have reached the voicemail system at Bellevue Community College. To access your mailbox enter your extension.  To contact someone press the pound (#) key”. 

c. The auto-attendant will say your name, then, “Please enter your pin, followed by the pound (#) key. If this is not your mailbox, enter the star (*) key”.
d. Auto-attendant: “Welcome to Outlook Voice Access Setup, where first time users setup their voicemail. Now, let’s record your name and personal greeting.  Your name, recorded in your own voice, helps callers identify your mailbox. Say your first name and last name.  If your name is shared by others in your organization, consider adding your title or department. TO CONTINUE PRESS 1. To use the pronunciation of your name by Outlook Voice Access press the star (*) key.” NOTE: The system is configured to read in English; this last option is not recommended if your name is difficult to pronounce in this language.

e. Press ‘1’ to continue and record your name and greeting. The auto-attendant will say: “Please record your name after the tone; when you have finished recording, press the pound (#) key.” [TONE sound follows].

f.  Auto-attendant: “To accept, press ‘1’; to re-record, press ‘2’; to cancel and use the default Outlook Voice Access, press star key; to repeat this menu, press ‘0’.”
g. Auto-attendant: “The personal greeting is played to callers who request to leave a message when your extension is either busy or there is no answer.  If you don’t record a greeting, a standard greeting that includes your name is played. Press ‘1’ to record your personal greeting or press ‘0’ to use the standard greeting.”
h. If you pressed ‘1’, the auto-attendant will provide you the following instructions: “Please record your greeting after the tone; when you have finished recording, press the pound (#) key.” [TONE sound follows].

i.  Auto-attendant: “To accept, press ‘1’; to re-record, press ‘2’; to cancel and use the default Outlook Voice Access greeting, press star key; to repeat this menu, press ‘0’.”
j. Once you choose between “ACCEPT” or “USE DEFAULT GREETING”, you will hear the following confirmation: “Your mailbox has been set.” 

This new phone mail system can be navigated using VOICE COMMANDS or your phone’s DIAL PAD. The following commands are available at ANY time: “Main menu”, “Repeat Menu” (0, if using dial pad), “More Options” (00, if using dial pad), “Cancel” (*, if using dial pad) or “Help”. 
Listening to your voicemail messages

1. To listen to your voice messages, from within campus, call the access number Extension 3123.  If you are off campus, dial 425-564-3123.

2. The auto-attendant will say: “You are connected to Microsoft Exchange. To access your mailbox enter your extension, to contact someone press the pound (#) key”.
3. Once you enter your mailbox extension, you will hear your name as pronounced by the system or as recorded by you. The auto-attendant will say: “Please enter your pin, followed by the pound (#) key. If this is not your mailbox, enter the star (*) key”.
4. Once your mailbox has been setup, the auto-attendant will let you know if you have any phone messages, e-mail messages or any scheduled meetings for the day.  Auto-attendant sample response: “You have 2 new voice mails, 5 new e-mail messages and your next meeting is at 10:30 am. Please say: ‘Voicemail’, ‘E-mail’, ‘Calendar’, ‘Personal Contacts’, ‘Directory’ or ‘Personal Options’.”
5. If you say “Voicemail”, the auto-attendant will tell you the time of the call and play the message for you. You may say: “Next Message”, “Previous”, “Find By Name”, “Call the Sender”, “Forward”, “Flag for Follow-Up”, “Select Language” or “Envelope Information”. 
While the voicemail message is being played, you may say: “Rewind”, “Fast Forward”, “Slow Down”, “Faster” or “Pause”. If you say: “End”, the system will take you to the end of the voicemail or e-mail message.
Listening to your E-mail messages

1. To listen to your e-mail messages, follow Steps 1 thru 4 of the Listening to your voicemail messages section.
2. If you say “E-mail”, the auto-attendant will read e-mails to you over the phone.  It will specify the Name, Subject, Time, Body, and Priority.  You may use the same voice commands listed in the Voicemail section above.  Additionally, you may say:  “Reply”, “Reply All”, “Next Unread”, “Mark Unread”, “Play the Header”, “Delete Conversation” or “Hide Conversation”. 
Listening to your Calendar Appointments

1. If you say “Calendar”, it is quicker to specify the date you are looking information on, by saying “Calendar for today”, “Calendar for tomorrow”, “Friday’s Calendar” or “Calendar for January 24th”.  The system will automatically go to the specific date and read to you any appointments you have for that day, providing you with the Location, Subject and meeting Time. You can say: “Next Meeting”, “Next Day”, “Replay”, “Previous Meeting”, “First Meeting”, “Last Meeting”, “Play the Header”.  You can also request: “Meeting Details” or “Attendance Details”.  
2. You can ask the system to “Reply”, “Reply all” or “Forward” your meeting invitation.

3. If you need to communicate with the meeting organizer, you may say: “Call the Location”, “Call the Organizer”.  If you need to convey a message that you may be late to your meeting you may say:  “I’ll be late”, followed by: “I’ll be 3 minutes late”, “10 to 15 minutes”, or “I don’t know”.  This voice message will be immediately e-mailed to all meeting attendees. 

4. If the system finds you have a new meeting request, you may respond to the organizer by saying: “Accept” or “Decline”, “Tentatively Accept” or “Cancel”.
5. If you need to free time up from your calendar, you can do that while on the phone by saying: “Clear My Calendar”. Starting with the current appointment you can say: A time, i.e. “3:30 P.M.” or a number of days, i.e. “2 days”.  The system will proceed to decline or cancel any appointments within the specified timeframe.
Listening to the College Directory listing
1. If you say “Directory”, the auto-attendant will ask you to say the name of the person you are looking for. Speak the name, the system will provide you with a list of potential names (i.e.  You say “Doe” and the auto-attendant says: “I have a few entries with a similar name: One, John Doe; Two: Jane Doe; which one is the one.” When you hear the correct name say the number associated with that name, i.e. “Two”. The system will then allow you to call their office number, play their contact details or find another contact. If you select play their contact details, the system will tell you all contact information it has about that person: i.e. full name, department, address, phone extension, cell phone and e-mail addresses. 
NOTE: Our BC Directory will not contain any personal information such as cell phones, home addresses or personal e-mail addresses. You may store those in your Outlook personal contacts (see Personal Contacts section below). 

Once the system finds the name of your contact, you may say: “call the office”, “send a message” or “find another contact”. “Call the home” or “call the cell” are possible choices, if the information is available to the system. You may want to say “play details” first to see what numbers are available for that particular contact.

Listening to your Personal Contacts listing
1. If you say “Personal Contacts”, the system will look only to your personal address book, those contacts you have manually added to your Outlook contact list. In your Outlook, when you create a personal contact you may enter a lot more detail than what you will find in our institutional directory. This is where you may store a user’s personal cell phone, home address, birthday, among other information.  It works in the same fashion as Directory (see Directory section above).

Configuring Personal Options
1. If you say “Personal Options”, the system will take you to configuration settings for your particular voicemail.  You will need to use the phone keypad to navigate through these (no voice commands available).  The following options are available: 

Press ‘1’ To turn On/Off Telephone and change your Out of Office Status

Press ‘2’ To record a greeting

Press ‘3’ To change your PIN

Press ‘4’ To switch to Voice User Interface

Press ‘5’ To set Local Time Zone (to set time to 4:30pm, enter ‘1630’)
Press ‘6’ To use 12- or 24- Time format 

More handouts available on the Technical Assistance Center website | http://tac.bellevuecollege.edu 

