Example Personal Greeting: * He | | o | t hi s

Concordia College

mQrCO Voice Mail Instruction Sheet

Microsoft Unified Messaging

From your phone, dial 4553 or press Access Vmail
Enter your PIN

Your pin is sent to you in an email from the messaging
server.

Follow the prompts to replace your PIN, record name
and greetings.

with Concordia College. | am unable to answer your call
at this time. Please leave a message and | will get back to

you. Thank you for calling.

Example Out of Office Greeting: * He | | o, t h

with Concordia College. | am currently out

of the office. Please leave a message and | will get back to
you when | return. Tha

Dial extension 4553 or press Access Vmail
When voice mail answers, enter your pin and then
press #

Dial (218) 299-4553
When voice mail answers, enter your extension number
When prompted, enter your password and press #

Access your mailbox as previously described

{ | Biredory¢ Pexsbndl contacts¢

Say the name of the person or spell their name

{ I 8endt message¢

wSO2NR @22dzNJ YSasadd@S | yR

Access your voice mailbox as previously described
{ | Bersa@nal Options¢

Press 2 to record your Greeting

Press 1 to record your Personal greeting and 2 to
record your Out of Office greeting

Press 2 to Rerecord your greeting

Record your new greeting and press #

Press 1 to accept

When you access your mailbox to hear messages, you will

be using the Voice User Interface (VUI) by default. To

switch to Touchtone User Interface (TUI) press any key

and then press 0.

* Access your mailbox as previously described

* From the Main Menu, say Woice mail€ or ¢E-mailé

* You will hear the time the message was left and then
0KS YSaal 3S o0 2NexéMessageidga (
on to the next

* Some options you may use while the message is playing
I NBewiéd> Pause> ¢  Fayt Porwérds

* Some options you may use after the message is finished
I NBallZGForward> Delete> ¢  ReplyE  «

* In your Outlook Inbox, double click on the message to
openit
* Use the toolbar at the top of the email message to
control message playback and volume
TS | T

(P OO ONDme

* You can choose to listen to your message either on your
LIK2yS 2NJ 2y @&2dzNJ O2 Y Lldzi ¢

the ribbon options: \

(n) = 4 ¥ | ¥ Voice Mail from 7013

Qaeconds) - Voice Mail (... - = X

avd
= | Message | Developer

& i J Fm- X & |[ 8 | | B categorize - A4 & Play
== =) ¥ Follow Up ~ %9 Play on Phone
Reply Reply Forward R Call ~ Delete Junk * Find
to All 21~ |E-mail - % Mark as Unread -

Respond Actions Options Voice Mail

* Use the box labeled Audio Notes to type in private
notes about the message content. Anything entered in
this box is private to you and will not follow the
message if you should forward it to another user.

* While on the call, press the Transfer ~»|%2 key
* Dial 4556

* Wait for an answer, then press #

* Wait for an answer again, then press #

* Enter the mailbox number, then press #

* Hangup
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Out of Office

=

* In Outlook, click on Tools
* Click on Out of Office Assistant

* Click on Send Out of Office auto-replies
* You have the option of setting a timeframe for your Out
of Office replies by clicking on Only send during this

time range

| Uit ot Ofice Assistant
) Do not send Out of Office auto-replies
(&) Send Out of Office autoreplies
[#] only send during this time range:
Start ime: | Tue 10/14/2008

End time: | Wed 10/15/2008

Auto-reply once

8:00 AM
8:00 AM

for each sender with the following messages:

HE3)

@4’_ Inside My Organization
Auto-reply to people outside my organization
)My Contacts only  (2) Anyone ou

Times Mew Roman 12 B 7

Leah Johnson is currently Out of Office.

* You can also change what email auto-reply is sent to
internal contacts versus external contacts by clicking on

the two tabs in the window

* Access your mailbox as previously described

« { I Bersanal Options¢

€2 outsice My Organization (On)

tside my organization

* Press 1 to turn on your telephone out of office greeting

* Press 1to accept

» After you have turned on your telephone out of office greeting, you can press 1 to turn on your email out

of office reply

Calendar Options

T ——=—

* Access your mailbox as previously described
* From the Main Menu,saya / | £ SY Rl NE

* You can also be more specificbysayingd / I £ SY Rl Nor& 2 NI 8§ ¥ R

G/ FfSYRFNJI 2N hOG206SNI mMH

* When the Meeting Summary has been played some optionsared b S E {i

AwSLE®RE2NB I NRE

* If you are going to be late for the meetingyoucansaya L Qf f

attendees notifyingthem. ( Y o u

~ 7

T ——=—

* Access your mailbox as previously described

* From the Main Menu,sayd t SNE 2 y I f

{F®& (KS ylIYS 27

» Some optionsyou mayuseared / | £ f

*Youcansayat f | &
*Youcansayd { SY R |

aSSi
. A nfessagelwill 15
can say “1 11 be fi
Contacts Options
I 2yalF OGac
0KS hdzit 221 O2yidl O

Changing Your PIN

T ——=

* In Outlook, click on Tools

* Click on Options

* Click on the tab marked Voice Mail
* Click the Reset PIN button

GLEE 2F T HOAEAYRE 8§20 KSNJ
 Bedir bllXhk i&fé you have saved for the contact
iffy& &vant-tak&nd the contact a voice recording

F BE&F2 NI ¢

AYy3IET al
% éent to all

fteen min

82 dzQR f A
Ozy

* Access your mailbox as previously described

* From the Main Menu, say @ t
* Press 3 to change your PIN

SNE2Y Ll h

* Follow instructions for entering new PIN
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