4J SCHOOL DISTRICT - VOICE MAIL SYSTEM

STEP 1

ACTIVATING YOUR VOICE MAILBOX

The first time you call your voice mail system as a new user, a brief tutorial will walk you through setting up your new mailbox. Anything you do during the tutorial can be modified or changed later. 

1.
Dial 4400. This is your access number to voice mail. 

If you are calling from other than your own, or a phone outside of 4J’s system, you will need to dial 541-790-4400, when the system answers, press the # key

2. Depending on the phone you are calling from, you may be asked to enter your mailbox number. Your mailbox number, in most cases, is the same as the last 4 digits of your telephone number. 

3. You will then be asked to enter in your security code. An initial code has been set up for you. This security code is the same as your mailbox number.

The system will now automatically guide you through the process of setting up your new mailbox.

1.   The first step, will ask you to enter a new security code. The security code can be any length from 

      4 to 15 digits. Choose a code that will be easy for you to remember. 

2. The next step, will be to record your name. This will be used for internal addressing, and should be your first and last name only.  Do not include an introduction such as “Hello this is “.  

After recording your name, you can press 5 to save  -or-
Press 6 to listen to the name you just recorded 

Press 4 to delete the recording and start again. 

      When you are satisfied with the recording, press 5 to save it

3. You will now be prompted to record a personal greeting. This is the message your callers will hear        when they reach your mailbox. Voice mail greetings should be professional, brief but informative. 

    Your greeting must consist of the following key ingredients: 
Your name and the name of your school 

What information you’d like the caller to leave you. 

PLUS: A statement informing the caller if they need immediate assistance  that they may press  0 to be transferred to someone in your front office

          After recording your greeting, you can press 5 to save –or-
          

Press 6 to review the greeting you just recorded

        
 
Press 4 to delete the greeting and start again 

         When you are satisfied with the recording, press 5 to save it.
PLEASE TURN TO THE NEXT PAGE – STEP 2 – TO ACTIVATE FORWARDING – SO YOUR CALLERS WILL BE ABLE TO LEAVE YOU A MESSAGE
STEP 2
CALL FORWARDING

After completing your tutorial, you will need to “tell” your phone you are ready to use voice mail.  You do this by activating a call forwarding feature that will send your calls to voice mail.  
IF YOU DO NOT FOLLOW THIS STEP, NO ONE WILL BE ABLE TO REACH YOUR VOICE MAIL BOX.

 If you have more than one line appearing on your phone, make sure you are on the correct line before canceling and /or re-activating your forwarding.  There are 2 steps you must do.
TO ACTIVATE FORWARDING TO THE VOICE MAIL SYSTEM

STEP 1:
1. LIFT THE HANDSET


2. DIAL * 6  4400

3. WAIT FOR A STEADY TONE
4. HANG UP 

Calls will now forward to voice mail if you don’t answer your phone within 3 to 4 rings.
STEP 2:
5. LIFT THE HANDSET AGAIN

6. DIAL *8  4400

7. WAIT FOR A STEADY TONE
8.  HANG UP 

Calls will now forward to voice mail if you are on talking on your line – callers will no longer receive a busy signal.  
In most cases, you should never have to do this forwarding again.  

IMPORTANT INFORMATION FOR TEACHERS!!!
If you are using a classroom phone and want to prevent your phone from ringing during class; you can set up your phone so ALL calls to your main number will go directly to your voice mail box.  This feature is called Call Forward All.  When activated your main number will NOT ring.
TO ACTIVATE this feature:

Lift the handset, press the CFA (call forward all) button then dial 4400 (or press the optional button marked VM), wait for the steady tone, and then hang up. 
A red light under the CFA button will remind you that the feature is on.
TO TURN OFF this feature and begin taking your calls again: 
Lift the handset,  press the CFA button and the * key, wait for the steady tone, then hang up
The red light under the CFA button will turn off.
You do not need to change other forwarding features you previously set up, call forwarding on “no answer” or “busy” will always remain in effect

ACCESSING YOUR MESSAGES
A small red LED lamp will light on your office telephone, to let you know when you have a voice mail message. The telephone display will also indicate that you have a message.

TO CHECK MESSAGES FROM YOUR OWN PHONE LINE:

Dial the access number (4400) or press the optional VM button. When the system answers, enter your security code. 

TO CHECK MESSAGES FROM ANOTHER PHONE IN THE BUILDING OR OUTSIDE 4J:

Dial (9) 541-790-4400, when the system answers, press the # sign, at the prompt enter your mailbox number (the last 4 digits of your office phone number) and your security code.  
Press 1 to listen to new messages 

Press 5 to listen to saved messages 

LISTENING TO YOUR MESSAGES
After listening to each message, you have a several options to choose from. You can: 

Press 4 to DELETE the message. 

If you delete a message in error DO NOT HANG-UP. Press the * key until you hear the main menu options, then press 7 to retrieve the deleted message, follow the commands to locate the message you accidentally deleted, you can then  re-listen to the message or save it.
Press 5 to SAVE the message. This moves the message to a separate area for later review.  WARNING- saved messages will be held for a maximum of 30 days, at which time the message will be automatically deleted. 

Press 7 to SKIP the message.  This message will remain as a “new” message and you can deal with it later, your message waiting light will remain on.

Press 8 to REPLY to the message.  This automatically addresses a response to the mailbox of the person (on 4J’s system only) who sent you the original message.

Press 2 to FORWARD the message to another mailbox.  Follow the system’s instructions to address the message to one or more voice mail boxes, record an introductory remark, and send a copy of the original message.  

TIPS FOR LISTENING TO YOUR MESSAGES
 While listening to a message:

Press 6 to repeat the entire message

Press 3 to back up 5 seconds, to repeat a portion of the message

Press 9 to skip ahead 5 seconds, to advance rapidly through a message

Press 1 to pause the delivery of the message - Press 1 again, to continue listening to the message.

While paused, you can press 6 to increase the volume or press 9 to lower the volume of the message, press 4 to increase or 7 to decrease the speed of the message.
SAMPLE VOICE MAIL GREETINGS

Your voice mail greetings must include your name, your school’s name, a brief statement advising the caller that they may leave a message after the tone, as well as instructions to dial 0 to be transferred to your front office if they require immediate assistance.
Some examples of voice mail greetings are as follows:
STANDARD GREETING FOR TEACHERS:
Hello, you have reached (name) at (school name).  I am teaching a class and am unable to take your call at this time.  If your call is urgent, you may press 0 now and be transferred to our front office. Otherwise, please leave a detailed message, including your name and a telephone number where you can be reached.   If you are calling about a student please provide their name so I will be better prepared to assist you. I will call you back as soon as possible. Thank you.


TIP:  If you have a regular time of day that you are not teaching and will most likely be able to return a call, you may want to include that information in your greeting.  This may allow the caller to provide a call back number for that time frame, reducing “telephone tag”.

OUT OF OFFICE GREETING
LONG absence or Summer Break
Hello, this is (name) with (school).  I am sorry but I will be unavailable until (date).  If you would like me to return your call at that time, please leave a message after the tone.  If you need to speak with someone now, you may press 0 to reach our front office..

TIP: If you will be out of the office for MORE than 30 days, like during summer break, and will not be checking your messages, please tell your callers not to leave a message until (date – use 30 days prior to your return to school).  
Messages left for more than 30 days will be automatically deleted by the voice mail system.
These are just examples of greetings.  Be sure to customize yours so it will be beneficial to you and your callers.  Remember, you can change your greeting from ANY touch tone phone; if your schedule changes unexpectedly, call in and change your greeting
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