et

Banlk,St
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To access your voice mail:
* Press the message key on your phone and enter your password then press #.
(For new users, your password is 159357)

* Dial 4440 from within the school enter your extension, then press #
Enter your password then press #. (For new users, your password is 159357)

* Dial 212 875-4440 from outside the school enter your extension, then press #.
Enter your password then press #

* Dial your phone number and when the voice mail picks up, press the * key.
Enter your Id (same as your extension) then press #. Enter your password then
press #

Voice mail setup;
When logging in the first time, the voice mail setup will be initiated to setup
your recorded name, password and greeting on the system.

Record a greeting for your voice mail: NI
1. Log into your voice mail. Cisco Unity greetings for subscribers cisco
2. To record your greetings press 4 1 Greeting | Played
Press 1. To re-record your standard greeting Standard | During work Hours .
Press 2. To turn on alternate greeting (vacation) Alternate | When you are away from work during work

Press 3. Edit other greeting hours. (Vacation)

Off Hours | Before or after work hours

Internal For calls received from on-campus- Plays
to internal callers Only
Busy When you are on the phone
Note: To activate your Internal greeting Note: To activate your Alternate (Vacation) greeting:
1. Log into your voice mail. 1. Log into your voice mail.
2. Press 41 to go to greetings. 2. Press 41 to go to greetings.
3. Press 3 to edit other greetings 3. Press 3 to edit other greetings
4. Press 5 for Internal greeting 4. Press 3 for alternate greeting
5.  Follow instructions 5. Follow instructions

Changing your password:

For security reasons, you can change your password as often as required. Help keep your
mailbox secure by choosing passwords that are not easily discovered. Cisco voice mail is very
strict with passwords so you can not set your password to be your extension, numbers that are
ascending nor descending.

To change your password:
1. Log into your voice mail.
2. At anytime, press 3 1 and follow the instructions.
(When selecting a password, the password may be from 3 to16 numbers or letters, except
the characters # and *.)



To play your voice mail messages:

1. After logging in, listen to the mailbox summary. The mailbox summary tells you how
many new messages you have. New messages play first, followed by all previously
played messages, in chronological order.

2. Listen to the first message announcement. You hear the message envelope, with the
sender's name, number (if applicable), date and time of the message.

3. To play the message, press 1

To save the message, press 2
To delete a message, press 3 while playing the message or its announcement

Use the following keys to control playback Use the following keys to manage the message
as you listen to a message after you have listened to it.

Key Task Key Task

1 Restart message 1 Replay message

12 Play a saved message by num 2 Save

14 Play previous saved message 3 Delete

16 Play next saved message 42 Reply to all

2 Save 44 Call the subscribgionly to users who are in the
new Cisco voice mail system)

3 Delete

4 Slow playback 5 Forward messag@nly to users who are in the
new Cisco voice mail system)

6 Fast playback

. 6 Save as ne\Whe message waiting indicator on your
7 Rewind message phone may light or remain lit.)
8 Pause/Resume ]
7 Rewind message

9 Fastforward ]
Play message properties

# Fastforward to end

. ) # Save as is
Skip message, save as is

3+
H

For full documentation, please go the internet using this URL:
http://www.cisco.com/univercd/cc/td/doc/product/voice/c_unity/unity40/ug/ug404/ex/ug_ex.pdf
note: email and fax integration not available at this time.

Reference guide:
http://www.cisco.com/en/US/docs/voice ip _comm/unity/42/user/wallet/cards/sw421ue.pdf

Phone Dialing in Bank Street College:
e Dialing within the Tri-state area and toll free: (212, 718, 646347,917,800, 888877
Dial: 91 + area code + number.
Optional dialing br 212 area codeumbers 9 + rumber(no area code necesgar

+ Dialing Outside the Tri-state area: )
Dial: 81 + area code + numberw&t for the beepingO + youong Distance Pin Code
Note:If you havenOt been assigned a Pin Code, please contact the Help Desk x.4642

* Dialing International: . )
8011 + country code + area code + number +Othen wait for the beepingQaengexistance Pin Code

Bank Street College Phone Directory can be found:
¢ On our network: S:\Phone Directory\ for pc users
and Bnkdata1.Share \Phone Directory for mac users.
¢ On our website: http://www.bankstreet.edu/hr/staffdirectory.html




