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Voice Mail Access Number:  	x6000

Login:	dial access number 
(from your own phone)	enter your password
				(1st time password is last 4 digits of your extension)

Login:				dial access number
(from another phone		Interrupt greeting by pressing star (*)
that has voice mail)		enter your mailbox number (your ext.)
				press (*)
				enter your password

Login:				dial access number (6000 or 1-630-840-6000)
(from outside the lab		enter your mailbox number (your ext.)
OR from a phone that		press (*)
does not have voice mail)	enter your password

Change Password:		login
				press 8 for user options
				press 7 for password
				enter your new password (4-10 digits)
				system confirms new password

Record Name:			login
				press 8 for user options
				press 6 for name
				press 7 to record
				press 7 to review	
				press 3 to discard and re-record OR press 9 to save

Record Greeting:	 	login
				press 8 for user options
				press 4 for greeting
				press 7 to record
				press 7 to review
				press 3 to discard and re-record OR press 9 to save





Checking Messages:		login
				press 7 to play
	* rewinds 5 seconds
	# forwards 5 seconds
	1 pauses for 30 seconds
	* resumes playback
	8# plays the next message
	8* plays the previous message

				press 3 to discard message
				press (*) to undelete
				press 7 to play next message

				press 5 to keep message
				press 7 to play next message
	
				press 4 to give message to another user
				enter mailbox to give message to
				enter another mailbox if necessary
				press (#) when done entering mailboxe numbers
				record message
				press 7 to review
				press 3 to discard and re-record OR press 9 to send
				**Note:  this will result in a copy of the message being left in 				your mailbox which you may then delete if you wish.
				
Sending a Message:		login
				(includes group messages)
				press 6 to make a message
				enter mailbox number to send message to
				enter another mailbox if necessary
				press (#) when done entering mailbox numbers
				record message
				press 7 to review
				press 3 to discard and re-record OR press 9 to send
				
				**If you do not press 9 (i.e. just hang up), your message is still
				sent
				**Refer to p. 7 of User Guide regarding message delivery
				options

To bypass a greeting:		press 1 OR (#) at anytime during the greeting

To end voice mail session:	press 9 before hanging up



Your voice mail passcode can be reset by:
· Emailing telecom@fnal.gov
· Dialing x5411 
· Completing a voice mail request form and faxing it to x3405

You will need to provide the following:
· Your extension number
· Your name
· Your Fermi ID badge number
· Division & Department
· Location
· The telset tag number off your desk phone.  This is a small silver metal tag usually located on the bottom of the phone and often under the removable base/stand. 

Please dial the Operator (dial zero) for all repairs.
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