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Madison Local Schools Basic Voice Mail Operation Guide

Voice Mail

Voice mail navigation notes
Menu options generally correspond with the name of their function.

For example: Record Name is 76 because R is found on button 7 and N is button 6.
A list of mailbox menu options is provided on the last page of this guide.

Pressing [0] during a menu will repeat the menu options.

Pressing [#] during a menu will exit the current menu and move “up” to the parent menu.

Prompted mailbox setup
1. If your mailbox has not been accessed before it will guide you through a short setup tutorial.

(a) If the tutorial is not active you may either contact TDS support to have the tutorial enabled for
the next time you access your mailbox or you may continue to the “Changing your mailbox
greetings and password manually” section.

2. Press [Call Back] or the flexible button marked [Voice Mail] or dial [*620]
3. The system will ask you for your password, it is [0] [0] [0] [0] by default.

4. Follow the prompts in order to record your greeting, directory name, and change your password.

Accessing your voice mailbox

1. If you have a voice mail message [Call Back] and [Voice Mail] (if applicable) will blink.
2. Press [Call Back] or [Voice Mail] or dial [*620].

3. When prompted, enter your mailbox password.

4. The mailbox will announce your number of new messages.

5. Following the prompts, press [5] to listen to new messages.

6. If no new messages are present the mailbox will only offer to record/send a message and continue to
the main menu.

Accessing your voice mailbox remotely

1. Dial into the automated attendant of any school.

2. Once the auto-attendant announcement begins playing press [#].

3. When prompted, enter your mailbox number. This is your extension number.
4. When prompted, enter your mailbox password.

5. The mailbox will announce your number of new messages.
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6. Following the prompts, press [5] to listen to new messages.

7. If no new messages are present the mailbox will only offer to record/send a message and continue to
the main menu.

Changing your mailbox greetings and password manually
1. Access your mailbox.
2. From the main menu choose one of the following tasks
(a) Record a new greeting
1. Press [4] to enter the greeting management menu.
ii. Press [7] to record over the active greeting.
iii. Press [#] when finished.
iv. Press [#] to return to the previous menu.
(b) Record a mailbox directory name.
i. Press [7] [6] to enter the mailbox name management menu.
i1. Press [7] to record over the mailbox name.
iii. Press [#] when completed recording.
iv. Press [#] to return to the previous menu.
(c) Change your mailbox password.
1. Press [6] [7] to access the mailbox options menu.
ii. Press [7] to change your security code.
iii. Press [#] when completed.

iv. Press [#] to return to the previous menu.

Programming a button for another mailbox
It is possible to monitor and directly access another mailbox for messages.
If a group of users needs an additional mailbox or ring group created, please contact support.

Mailbox buttons will blink when there is a message and pressing it prompts you for the mailbox
password.

1. Press [Trans/PGM]
2. Press the flexible button you wish to program.
(a) A tone will sound and the programming of the selected button will be displayed on the screen.

3. Enter [*620] followed by the mailbox number.
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(a) The mailbox number will not display on the screen while you type it, continue anyway.
4. Press [Hold/Save]

5. Press [Speaker] to exit programming.
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While listening you can:

=3 Backup a Few Seconds
E Backup to the Beginning

(<l Go Ah=ad a Few Ssconds
B Pausz/Resume Lislening
Turn Wolume Up
Turh Volume Down
Restore Volume to Normal
Exil Listzn Mods

Revarse Listening Order
Listen to Next Message

T While listening you can use the options
above as well as:

:13 Record a Reply (Email) 73
'8 Record a Reply {Woice Mail) 73
['X% Modify Voice 52 P T The Text-to-Spesch Options are as follows:

Retumn to Previgus Pitch

BN Return to Default Settings

Save your changess and exit this
menu

Exit this menu without saving
your changss

\'B Change the Speaker’s Voice

Change the Pitch of the Speaker's
Woics

While recarding you can;

-] Backup a Few Seconds 2
=1:8 Backup to Beginning 22
L3 Pause/Resume Recording sk
=l Erase Racording 3
LIl Hear Tims/Date of Regording BT
L8 End Recording G ‘When done recording you can:

Enter mailbox numbers to receive
message, up lo 10.

Spesify malloox reciplents by After entering a mailbax number ar name you can:

SR nams. After you prass #N, follaw
the voice prompts.

sk Erass message and return to

Entzr anather mailbox number,
Or, prass N to snter anothsr
mailbox name,

Wain Menu. Request a retum receipt. As soon
as the recipient istens to your msg,
VoizeSupport lsts you know by
placing a “receipt” in your mailbox.
The raceipt consists of two parts:
the voice prompt “The following
Tha mailbox options ars 2s follows: return reseipt amved on (date/time)
- from {name or number),” followed by
il Security Code the msg that was listened to. After
Ll Message Notification you press =R, you £an go to the
(10 Auto Help top of this menu.
AF T F_Drward Tag a message as “urgent” so the
Auto Time-Stamp message gets priority handling in
(0 Call Waiting the rzcipient's mailbax. Upon
[y Call Announcing logging on 1o their mailbox, the
'l Exit M=nu recipisnt hears “This is an urgant
message” followed by the message.
To call your mailbox and access the Main Menu: ;ag 8 massage as "confidential.
ecipisnts of confidential messages
1. Dial VoiceSupport extension number, cannot use the MF command or
or VpiceSupport outside number, Auto Forward fzature to send the
o message to another mailbox,
2. |f you h=ar the company greeting, dial # {or other log-on cods ).

Otherwise, go to stap 3. Send msg and ratum to Main Manu.

Specify next recipient by the
opposite method, then go to top of
this mahu.

3. Ifrequssted, dial your mailbox numbsr,

4, Ifrequested, dial your security code

Cangzl previous mailbox. If no
mailbox recipishts remain, go to
previous menu. Otherwise, go to top
of this menu.

5. Select the desirad feature from the Main Menu. To access a faature, dial the lettars
shown to the left of the featurs name. For your convenience, their corrssponding numbers
are shown to the right of the feature name. You'll notice that the letters you dial 1o access

a featurs match some of the Ietters in the featurs name. To get a recorded help message
at anytime, press 0. For detailad information on the featurss, see the User's Guide.

Note: The first time you call your mailbox you may hear a tutorial on how to use 3 of the
basic mailbox features: Record 2 Mailbox Greeting, Record a Mailbox Name, Select a
Mailbiox Security Cade. The tutorial, if allowed in programming, plays before the Main
Menu, You can sither use the tutorial or press = to skip ovar each fzature until you get
to the Main Mznu,

T Available on a VoicaSupport Server with Taxt-ta-Spasch and UnifiedSuppart installad.
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