
VoiceMail QUICK REFERENCE GUIDE 

Press T [ 8 ] to move to Top of next message 

 

 

To sign on to VoiceMail from your 
campus telephone: 
• Dial  56245. 
• When prompted, enter your passcode. 
• You will hear the number of unplayed and 

saved messages (if any) in your mailbox, 
then you will hear the Main Menu options. 

 
 
 

Play Messages 

Press P [7] to Play message again 
Press A [2] to Answer message 
Press G [4] to Give message to another user with 

forwarding comments 
Press K [5] to Keep current message 
Press D [3] to Discard current message 
 If you accidentally discard a message, press * to retrieve the most 

recently discarded message. 

Press M [6] to Make a new message 
 
 
 
 

Helpful Hints 
When Playing a Message 
Press * to move backwards 5 seconds 
Press # to move forward 5 seconds 
Press 1 to pause 30 seconds - any other key to resume 

When Recording a Message 
Press 1 to pause 30 seconds - any other key to resume 
 

 

MAIN MENU 
Press P [ 7 ] to Play first message 
Press M [ 6 ] to Make a new message 
Press U [ 8 ] to change User options 
Press X [ 9 ] to eXit the system 

 

Make a Message 
Address your message. 
 You may address your message to: 
 a. Mailbox numbers (5XXXX or 7XXXX) 
 b. “Alias” numbers (1XXXX) 
 c. Distribution lists*: 
         Personal list ( 0 + 1 - 9 ) 
         Master list ( 00 + 1 - 99 ) 
 d. Dial out of the VoiceMail system to*: 
         On-campus   9* + 5 digits 
         Off-campus  9* + 9 + 7 digits 
  (This will ring the specified telephone number and deliver the message) 
Press # to begin recording. 
Record your message. 
Press # (or wait) to end your recording. 
 

Press R [ 7 ] to Review recording 
Press D [ 3 ] to Discard message and re-record 
Press A [ 2 ] to Append to the message 
Press M [ 6 ] for Message addressing options 
Press X [ 9 ] to send message and eXit to Main Menu 
 

Message Addressing Options 

Press C [ 2 ] to mark Confidential 
Press R [ 7 ] to request a Receipt 
Press U [ 8 ] to mark Urgent 
Press F [ 3 ] for Future delivery (within 60 days) 
Press X [ 9 ] to eXit and return to Make Message menu 

 
To sign on to VoiceMail from an 
off-campus touch-tone telephone: 
• Dial (662) 325-6245. 
• When prompted, enter your 5-digit 

mailbox number (5XXXX or 
7XXXX), followed by * 

• When prompted, enter your passcode. 
• You will hear the number of unplayed and 

saved messages (if any) in your mailbox, 
then you will hear the Main Menu 
options. 

 
User Options 

Press G [ 4 ] to change your Greeting 
Press N [ 6 ] to change your Name 
Press P [ 7 ] to change your Passcode 
Press L [ 5 ] to change a distribution List* 
Press C [ 2 ] for Call scheduling options 
Press T [ 8 ] to activate Tutorial 
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Press X [ 9 ] to eXit to Main Menu 

 
Call Scheduling Options 

Press M [ 6 ] for Message delivery options (if active) 
Press P [ 7 ] for Paging options (if active) 
Press F [ 3 ] for Future delivery 
Press X [ 9 ] to eXit to Main Menu 

 
VoiceMail 

Help ...................................325-2214 
Directory Assistance ............ 325-2323 
Automated Directory............ 325-4357 

* Administrative service only 


