


VOICE MAIL Shortcuts & Helpful Hints

To answer a yes/no question in the voice mail system:
1=yes 2=no.

When leaving a message in someone’s voice mail, you may skip their personal
greeting by pressing * (star).

While listening to a message, press:

4 — slower 7 - backward
5 - softer/louder 8 - pause
6 — faster 9 - forward

While recording a message in someone’s voice mail, press:
8 - pause recording
* - stop recording
# - re-record

To activate your alternate greeting:
Access your mailbox and enter your secuity code.
Dial 745
The voice mail says “I'm switching to your alternate greeting which currently is......"
Listen to your current alternate greeting.
Would you like to change it? Enter 1 for yes, 2 for no.
Begin speaking after the tone.
Press * to stop recording. After listening to your greeting, you can rerecord
the greeting or hangup.

Follow the above steps to switch your greeting back to your standard
greeting.

TO CHECK YOUR VOICEMAIL FROM OFF CAMPUS
Dial a campus telephone number (336) 334-4822 — Greensboro
(336) 454-1126 — High Point
As soon as you hear the greeting begin:

Dial your Personal I.D. 9 + (your four digit extension number)
Dial your Security Code (if applicable)

TO CHECK YOUR VOICEMAIL FROM ANOTHER PHONE ON CAMPUS
Dial 86, If the message says ‘Please enter your password”
press * # (Star — Pound)
As soon as you hear the main greeting begin:

Dial your Personal I.D. 9 + (your four digit extension number)
Dial your Security Code (if applicable)
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APPENDIX 5

CAMPUS MAPS





