 
Adjunct Voice Mail Instructions
Logging into Voice Mail
 
1)  The number you can call off campus to check your voicemail are: 
832-246-0000
 
Remember to press * when voicemail answers for the prompt to enter your extension and then #. 
2)  The Voice Mail system will ask you to enter your ID.  This is the seven digit voice mailbox number that you receive when you account is set up.
3)  Enter your seven digit ID followed by the # key.
4)  Next it will ask for your password.  Enter 258258, followed by the # key. 
5)  You are now logged into your Voice Mail box.  If this is the first time you have accessed voice mail, the system will prompt you to personalize your name and greeting.
Retrieving Messages
1)  Log into your Voice Mail box as described above.
2)  If you have new messages, you will hear "You have new messages".
3)  Press the '1' key to hear your messages.  You can use the following keys to control your voice mail:
	Task
	Key

	Repeat Message
	    1

	Save Message
	    2

	Delete Message
	    3

	Rewind (short)
	    7

	Pause or Continue
	    8

	Fast-forward (short)
	    9


 
4)      When you have heard the last new voice mail, press '*' to end the session.  The Voice Mail system may start to read your emails to you.  At this point, if you prefer not to retrieve emails this way, press '*'.


Students Leaving Messages
Instruct your students that they can leave you messages as follows:
1) Instruct your students to dial 832-246-0000.
2) Press Pound# when the recording starts.
3)    The voice mail system will say "you can dial an extension at any time".
4)      Enter the instructor's seven-digit extension, followed by the # key.
5)      The voice mail system will prompt them to leave a message.
Another way to retrieve messages
Because our voice mail system is integrated with our email, you can retrieve your voice mails from your email inbox.  Voice mails show up in your inbox with the subject "Message from ...".  The sending phone number may show up, or just the digit 9.  If the sending is someone in Fairbanks Center, their name will appear.
 
To listen to your voice mail on your computer, do the following:
1)  Log into your email account.
2)  Open a voice mail message in your email software.  The message itself will be a .WAV file that is sent as an attachment.  
3)  Open the attachment just as you would a normal email attachment.
4)  Your computer's media player program (such as Windows Media Player) should start automatically and begin to play the message.  
 
Note: If you are on a slow connection, such as a dial-up modem, this method of listening to your voice mail is not recommended.

