
Concordia College
Voice Mail Instruction Sheet
Microsoft Unified Messaging

To Initialize Your Voice Mailbox
• 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. 

Example Personal Greeting:  “Hello, this is __________ 
with Concordia College.   I am unable to answer your call 
at this time.  Please leave a message and I will get back to 
you.   Thank you for calling.”
Example Out of Office Greeting:  “Hello, this is 
__________ with Concordia College.   I am currently out 
of the office. Please leave a message and I will get back to 
you when I return.   Thank you for calling.”

To Access Your Mailbox From Your Extension
• Dial extension 4553 or press Access Vmail
• When voice mail answers, enter your pin and then 

press #

To Access Your Mailbox From Outside The Office
• Dial (218) 299-4553
• When voice mail answers, enter your extension number
• When prompted, enter your password and press #

Using Your Phone To Send a Message
• Access your mailbox as previously described
• {ŀȅ άDirectoryέ ƻǊ άPersonal contactsέ  
• Say the name of the person or spell their name
• {ŀȅ άSend a messageέ 
• wŜŎƻǊŘ ȅƻǳǊ ƳŜǎǎŀƎŜ ŀƴŘ ǘƘŜƴ ǎŀȅ άSend itέ

Using Your Phone To Rerecord Your Greeting
• Access your voice mailbox as previously described
• {ŀȅ άPersonal Optionsέ
• 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

Using a Phone To Listen To Messages
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 άVoice mailέ or άE-mailέ
• You will hear the time the message was left and then 
ǘƘŜ ƳŜǎǎŀƎŜ ōƻŘȅΦ  ¸ƻǳ Ŏŀƴ ǎŀȅ άNext Messageέ to go 
on to the next

• Some options you may use while the message is playing 
ŀǊŜ άRewindΣέ άPauseΣέ ŀƴŘ άFast Forwardέ

• Some options you may use after the message is finished 
ŀǊŜ άCallΣέ άForwardΣέ άDeleteΣέ ŀƴŘ άReplyέ

To Access Voice Messages From Your Computer
• In your Outlook Inbox, double click on the message to 

open it
• Use the toolbar at the top of the email message to 

control message playback and volume

• You can choose to listen to your message either on your 
ǇƘƻƴŜ ƻǊ ƻƴ ȅƻǳǊ ŎƻƳǇǳǘŜǊΩǎ ǎǇŜŀƪŜǊǎ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ 
the ribbon options:

• 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.

To Transfer a Call Directly to a Voice Mailbox
• While on the call, press the Transfer key 
• Dial 4556
• Wait for an answer, then press #
• Wait for an answer again, then press #
• Enter the mailbox number, then press #
• Hang up
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Out of Office

Using Your Computer To Activate 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

• 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

Calendar Options

Using Your Phone To Activate Out of Office
• Access your mailbox as previously described
• {ŀȅ άPersonal Optionsέ
• Press 1 to turn on your telephone out of office greeting
• Press 1 to 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

Using Your Phone To Access Your Outlook Calendar
• Access your mailbox as previously described
• From the Main Menu, say ά/ŀƭŜƴŘŀǊέ

• You can also be more specific by saying ά/ŀƭŜƴŘŀǊ ŦƻǊ ǘƻŘŀȅέor ά/ŀƭŜƴŘŀǊ ŦƻǊ ¢ǳŜǎŘŀȅέor 
ά/ŀƭŜƴŘŀǊ ŦƻǊ hŎǘƻōŜǊ мнthέ

• When the Meeting Summary has been played some options are άbŜȄǘ aŜŜǘƛƴƎέΣ ά/ŀƭƭ hǊƎŀƴƛȊŜǊέ, 
άwŜǇƭȅέ, or άCƻǊǿŀǊŘέ

• If you are going to be late for the meeting you can say άLΩƭƭ .Ŝ [ŀǘŜέ. A message will be sent to all 
attendees notifying them. (You can say “I’ll be fifteen minutes late.”)

Changing Your PIN

To Use Your Computer To Change Your Mailbox PIN
• In Outlook, click on Tools
• Click on Options
• Click on the tab marked Voice Mail
• Click the Reset PIN button

To Use Your Phone To Change Your Mailbox PIN
• Access your mailbox as previously described
• From the Main Menu, say άtŜǊǎƻƴŀƭ hǇǘƛƻƴǎέ
• Press 3 to change your PIN
• Follow instructions for entering new PIN
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Contacts Options

Using Your Phone To Access Outlook Contacts
• Access your mailbox as previously described
• From the Main Menu, say άtŜǊǎƻƴŀƭ /ƻƴǘŀŎǘǎέ
• {ŀȅ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ hǳǘƭƻƻƪ ŎƻƴǘŀŎǘ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ǊŜŀŎƘ
• Some options you may use are ά/ŀƭƭ ǘƘŜ ƻŦŦƛŎŜέ, ά/ŀƭƭ ǘƘŜ ŎŜƭƭέ, or άCƛƴŘ ŀƴƻǘƘŜǊ ŎƻƴǘŀŎǘέ
• You can say άtƭŀȅ 5Ŝǘŀƛƭǎέ to hear all the info you have saved for the contact
• You can say ά{ŜƴŘ ŀ ƳŜǎǎŀƎŜέif you want to send the contact a voice recording
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