To Access Cisco Unity Voice Messages by phone

- On campus dial 7495; from off campus 203-932-7495 or dial your full phone number (203)
NNN-NNNN.
- When either the Cisco standard greeting “Hello, Cisco Unity Messaging System....” or your
personal greeting plays ... Press the “*” (asterisk key) when you hear the greeting.
- Enter your ID followed by #. (ID is your desk phone extension number.)
- Enter your Password followed by #. (If this is your first time accessing Unity Voice Mail the
default password is “147258”.)

- If this is your first time accessing your mailbox, wait for the greeting and follow the
system prompts to personalize your voice mailbox’s settings.

- Once completed, follow the inserted diagram below to either: retrieve messages from
one of your folders, send a message or to change your account preferences.

e Checking Voice Messages in Your Email Application

You can access voice messages and receipts in your email application. Your email application
will notify you of new voice messages in the same way that it notifies you of new email
messages. Voice messages and receipts typically appear in your “inbox folder” in your email
application. Messages contain a .wav file attachment with the recording. You play a voice
message by opening the attachment. Notice: If you click on the message without opening
the .wav file, the system will mark the message as read, as it will do for any e-mail
message. The “From” field of a message will contain either the name of a Unity Connection
user or "Unity Connection Messaging System"—the latter when a message is left by someone
who is not a Unity Connection user or by a user who did not log on before leaving the message.
The Subject field displays the phone number of the caller, if it is available. Note: Your voice
mailbox contains 3 message folders: New; saved; deleted. You may select from any of the 3
folders to retrieve your messages.

Deleting Voice Messages in Your Email Application

You can delete voice messages from your email application, just as you do email messages.
You may also retrieve deleted voice messages in the email application to listen to them, to
restore them to a folder, or to delete them permanently. Depending on the frequency and
volume of voice mail messages you receive, you may need to periodically purge your deleted
messages folder to completely delete your voice messages. The system will move saved voice
messages to the saved folder and retain them for 20 days. The messages will then be moved
automatically to your deleted folder for 10 additional days prior to being permanently deleted
from your deleted directory folder. Voice messages and Message Wait Indicators are
synchronized with your Exchange inbox.

Check often your Junk E-Mail folder to ensure none of your e-mails with voice mail
attachments are being misdirected. If so, you can add the email address as a safe
sender by creating a rule under the Rules Tab in Outlook.

You may bypass a user’s greeting by pressing “#” to leave your message immediately.
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