Your Virtual Voice Mailbox: (Part time Faculty)
Exchange Unified Messaging System 

· You will receive an email message from Microsoft Exchange with a subject heading of: Welcome to Exchange Unified Messaging

In the contents of this email you will find the following: 
1. Your phone extension
1. Your access code
1. Your pin 

· To set up your virtual voicemail and listen to your messages:

· Off campus, dial (928) 527-1222, AFTER you hear “if you know your parties extension prompt,” choose option 8, and put in your extension number, then follow the voice prompts to personal options. Here you can set your name, voice mail message, and check your phone and email messages.

· On campus, you can dial the access code 7300 from any undesignated phones including all part time faculty phones in the workroom. When, prompted put in your personal pin, and follow the voice prompts to personal options. There you can set your name and voicemail message, as well as retrieve your phone and email messages.

· Unified messaging may be set to respond to voice prompts. If you wish to use the phone key pad instead, that option can be found under personal options. 

· Unified Messaging now also allows you to access your phone messages through your email OR your emails through the phone system! 

· An automatic email message in the form of a sound file will appear in your email inbox when a caller calls your extension and/or leaves a message. You can listen to your message at your computer. Please keep in mind that student correspondence is private and use headphones as necessary.

· Tips to keep in mind

· If you are going access your email from your phone, the voice prompt will read through ALL of the text of your emails, so be cautious using this function as it can be time consuming.
· If you delete a phone message from your email it is deleted in ALL systems.
· On a Macintosh? Make sure you have the media player: http://www.videolan.org/vlc/



If you have any questions or problems, please call ITS at 226-4328

Your Personal Office Phone Voice: (Full time Faculty and Staff)
Exchange Unified Messaging System 
If you have a physical phone, your extension can be found on the two bottom right buttons of your phone. 
· You will receive an email message from Microsoft Exchange with a subject heading of: Welcome to Exchange Unified Messaging

In the contents of this email you will find the following: 
1. Your phone extension
1. Your access code
1. Your pin

· To set up your personal office phone voicemail and listen to your messages:

· From your own campus phone:
 Dial the access code 7300 and provide your personal pin. Then follow the voice prompts to set up your voicemail and retrieve your messages. 

· From an off campus phone: 
Dial your phone number. When your voice message comes on the line, press the * key and enter your pin. Then follow the voice prompts to access your voicemail.

· Unified messaging may be set to respond to voice prompts. If you wish to use the phone key pad instead, that option can be found under personal options. 

· Unified Messaging now also allows you to access your phone messages through your email OR your emails through the phone system! 

· An automatic email message in the form of a sound file will appear in your email inbox when a caller calls your extension and/or leaves a message. You can listen to your message at your computer. Please keep in mind that student correspondence is private and use headphones as necessary.

· Tips to keep in mind

· If you are going access your email from your phone, the voice prompt will read through ALL of the text of your emails, so be cautious using this function as it can be time consuming.
· If you delete a phone message from your email it is deleted in ALL systems.
· On a Macintosh? Make sure you have the media player: http://www.videolan.org/vlc/


If you have any questions or problems, please call ITS at 226-4328

