
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

VOICEMAIL  FOR  FULL-TIME  STAFFVOICEMAIL FOR FULL-TIME STAFF  
  
Dialing  Into  the  Phone  Mail  System:Dialing Into the Phone Mail System:  
TThheerree  aarree  sseevveerraall  ooppttiioonnss  ffoorr  ddiiaalliinngg  iinnttoo  pphhoonnee  mmaaiill..  IItt  rreeaallllyy  ddeeppeennddss  oonn  yyoouurr  pprreeffeerreennccee  aanndd  
yyoouurr  aarreeaa  ccooddee..  TThhee  ffoolllloowwiinngg  nnuummbbeerrss  aarree  ffoorr  eemmppllooyyeeee  uussee  oonnllyy..  SSeeee  GGuueesstt  AAcccceessss  ffoorr  tthhee  
nnuummbbeerr  ttoo  ggiivvee  oouutt  ttoo  ssttuuddeennttss  oorr  gguueessttss..  
  
DDiiaall  oneone  ooff  tthheessee  nnuummbbeerrss  ttoo  aacccceessss  tthhee  pphhoonnee  mmaaiill  ssyysstteemm::  

EEmmppllooyyeeee  AAcccceessss  NNuummbbeerr  916-660-7788916-660-7788    
oorr    

NNeevvaaddaa  CCoouunnttyy  CCaammppuuss  530-274-5300,  1,  ext  7788530-274-5300, 1, ext 7788    
oorr  

TToollll  ffrreeee  ffrroomm  NN..  CCaalliiffoorrnniiaa  1-800-242-4004,  1,  ext  77881-800-242-4004, 1, ext 7788  
    oorr  
            FFrroomm  aannyy  AAvvaayyaa  pphhoonnee  oonn  ccaammppuuss  ext  7788ext 7788  
  
Setting  up  Your  Voicemail:Setting up Your Voicemail:  
TThhee  ffiirrsstt  ttiimmee  yyoouu  aacccceessss  ““VVooiicceemmaaiill,,””  yyoouu  wwiillll  bbee  pprroommpptteedd  ttoo  sseett  uupp  yyoouurr  vvooiicceemmaaiill  bbyy  eenntteerriinngg  
aa  nneeww  sseeccuurriittyy  ccooddee  aanndd  rreeccoorrddiinngg  yyoouurr  nnaammee  aanndd  yyoouurr  ggrreeeettiinngg..    

  
1.1.  Dial  into  the  phone  mail  system  (see  previous  instructions).    Dial into the phone mail system (see previous instructions).
2.2.  Enter  your  4-digit  mailbox  extension  number.  Enter your 4-digit mailbox extension number.
3.3.  Enter  your  security  code:  Enter your security code: 1  1  1  1.1 1 1 1.  (this  is  the  default  setting.  If  you  have  changed  your  

security  code,  then  use  that  number).    
(this is the default setting. If you have changed your

security code, then use that number).
4.4.  Wait  for  the  prompt  to  record  your  name.    Wait for the prompt to record your name.
5.5.  Press  2  to  record.  Press 2 to record.
6.6.  Press  2  to  stop  recording  Press 2 to stop recording
7.7.  Press  6  to  review  it.  Press 6 to review it.
8.8.  Press  5  to  save  it.  Press 5 to save it.
9.9.  Next  you  will  be  prompted  to  record  a  greeting.  Next you will be prompted to record a greeting.
10.10.  Press  2  to  record.  Press 2 to record.
11.11.  Press  2  to  stop  recording.  Press 2 to stop recording.
12.12.  Press  6  to  review  it.  Press 6 to review it.
13.13.  Press  5  to  save  it.  Press 5 to save it.
14.14.  Done.  Done.
  
To  Listen  to  Your  Voicemail:To Listen to Your Voicemail:  
TThhee  mmaaxxiimmuumm  lleennggtthh  ffoorr  aannyy  vvooiicceemmaaiill  mmeessssaaggee  iiss  33  mmiinnuutteess..  WWhheenn  yyoouu  hhaavvee  aa  vvooiicceemmaaiill  
mmeessssaaggee,,  tthhee  ““MMeessssaaggee  IInnddiiccaattoorr  LLiigghhtt,,””  aatt  tthhee  ttoopp  ooff  yyoouurr  pphhoonnee,,  wwiillll  rreemmaaiinn  lliitt  uunnttiill  yyoouu  
aacccceessss  yyoouurr  mmeessssaaggeess..    
  
1.1.  Dial  into  the  phone  mail  system  (see  previous  instructions).                                      Dial into the phone mail system (see previous instructions).
2.2.  To  “Listen”  to  your  messages,  press  1.  To “Listen” to your messages, press 1.
3.3.  To  “Forward”  a  message,  press  2.  To “Forward” a message, press 2.
4.4.  To  “Delete”  a  message,  press  4.  To “Delete” a message, press 4.
5.5.  To  “Save”  a  message,  press  5.  To “Save” a message, press 5.
6.6.  To  “Review”  or  “Replay”  a  message,  press  6.  To “Review” or “Replay” a message, press 6.
7.7.  To  “Skip”  a  message,  press  7.  To “Skip” a message, press 7.
8.8.  To  “Reply”  to  a  message,  press  8.  To “Reply” to a message, press 8.
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Accessing  and  Setting  up  Your  Voicemail  from  Your  Own  Avaya  Phone:Accessing and Setting up Your Voicemail from Your Own Avaya Phone:  
IIff  yyoouu  hhaavvee  yyoouurr  oowwnn  AAvvaayyaa  pphhoonnee,,  vvooiicceemmaaiill  ccaann  bbee  aacccceesssseedd  tthhrroouugghh  yyoouurr  ddiissppllaayy  ssccrreeeenn..  TThhee  
ffiirrsstt  ttiimmee  yyoouu  aacccceessss  ““VVooiicceemmaaiill,,””  yyoouu  wwiillll  bbee  pprroommpptteedd  ttoo  sseett  uupp  yyoouurr  vvooiicceemmaaiill  bbyy  eenntteerriinngg  aa  
nneeww  sseeccuurriittyy  ccooddee  aanndd  rreeccoorrddiinngg  yyoouurr  nnaammee  aanndd  yyoouurr  ggrreeeettiinngg..  SSeeee  GGuueesstt  AAcccceessss  ffoorr  tthhee  
nnuummbbeerr  ttoo  ggiivvee  oouutt  ttoo  ssttuuddeennttss  oorr  gguueessttss..  
  
1.1.  Press  either  arrow  key,  located  at  the  bottom  of  the  display  screen,  to  scroll  through  the  

display  until  you  see  “Voicemail”  listed  (it  will  be  located  at  the  bottom  right  of  the  screen).    
Press either arrow key, located at the bottom of the display screen, to scroll through the
display until you see “Voicemail” listed (it will be located at the bottom right of the screen).

2.2.  Press  the  corresponding  “soft  key”  for  Voicemail.    Press the corresponding “soft key” for Voicemail.
3.3.  Enter  your  security  code:  Enter your security code: 1  1  1  1.1 1 1 1.  (this  is  the  default  setting.  if  you  have  changed  your  

security  code,  then  use  that  number).    
(this is the default setting. if you have changed your

security code, then use that number).
4.4.  Wait  for  the  prompt  to  record  your  name.    Wait for the prompt to record your name.
5.5.  Press  2  to  record.  Press 2 to record.
6.6.  Press  2  to  stop  recording  Press 2 to stop recording
7.7.  Press  6  to  review  it.  Press 6 to review it.
8.8.  Press  5  to  save  it.  Press 5 to save it.
9.9.  Next  you  will  be  prompted  to  record  a  greeting.  Next you will be prompted to record a greeting.
10.10.  Press  2  to  record.  Press 2 to record.
11.11.  Press  2  to  stop  recording.  Press 2 to stop recording.
12.12.  Press  6  to  review  it.  Press 6 to review it.
13.13.  Press  5  to  save  it.  Press 5 to save it.
14.14.  Done.  Done.
  
Dialing  into  Voicemail  using  your  own  Direct  Dial  Number  (for  those  who  have  one)Dialing into Voicemail using your own Direct Dial Number (for those who have one)  
          
11..  DDiiaall  yyoouurr  oowwnn  77--ddiiggiitt  nnuummbbeerr..    
22..  WWhheenn  yyoouu  hheeaarr  yyoouurr  ggrreeeettiinngg  ssttaarrtt  ttoo  ppllaayy,,  pprreessss  tthhee  ssttaarr  ((**))  kkeeyy..  
33..  WWhheenn  yyoouu  hheeaarr  tthhee  AAuuttoo  AAtttteennddaanntt,,  pprreessss  tthhee  ppoouunndd  ((##))  kkeeyy..  
44..  EEnntteerr  yyoouurr  44--ddiiggiitt  mmaaiillbbooxx  eexxtteennssiioonn  nnuummbbeerr..  
55..  EEnntteerr  tthhee  sseeccuurriittyy  ccooddee::  1  1  1  11 1 1 1  ((tthhiiss  iiss  tthhee  ddeeffaauulltt  sseettttiinngg..  iiff  yyoouu  hhaavvee  cchhaannggeedd  yyoouurr  sseeccuurriittyy  

ccooddee,,  tthheenn  uussee  tthhaatt  nnuummbbeerr))..  
66..  FFoollllooww  tthhee  pprroommppttss..  
  
Transferring  a  Call  Directly  Into  Voicemail:Transferring a Call Directly Into Voicemail:  
YYoouu  ccaann  ttrraannssffeerr  aa  ccaalllleerr  ddiirreeccttllyy  iinnttoo  ssoommeeoonnee’’ss  vvooiicceemmaaiill  wwiitthhoouutt  ddiissttuurrbbiinngg  tthheemm..    
11..    PPrreessss  tthhee  ““TTrraannssffeerr””  bbuuttttoonn..  
22..    DDiiaall  33000000..    
33..    DDiiaall  tthhee  mmaaiillbbooxx  eexxtteennssiioonn..  
44..    PPrreessss  ##  oorr  hhaanngg  uupp  ((ddoonn’’tt  wwaaiitt  ttoooo  lloonngg  ttoo  eenndd  tthhee  ccaallll  bbeeccaauussee  tthhee  ccaalllleerr  wwiillll  mmiissss  ssoommee  ooff  

tthhee  ggrreeeettiinngg))..  

  
GUEST  ACCESSGUEST ACCESS  
  
SSttuuddeennttss  oorr  gguueessttss  ccaann  lleeaavvee  aa  vvooiicceemmaaiill  mmeessssaaggee  ffoorr  yyoouu  bbyy  uussiinngg  oonnee  ooff  tthhee  ffoolllloowwiinngg  ooppttiioonnss..  
11..    SSttuuddeennttss  oorr  gguueessttss  ddiiaall  aannyy  oneone  ooff  tthhee  ffoolllloowwiinngg  nnuummbbeerrss::    

GGuueesstt  AAcccceessss  nnuummbbeerr::  916-660-8288916-660-8288  
                    oorr  
NNeevvaaddaa  CCoouunnttyy  CCaammppuuss  530-274-5300,  1,  ext  8288530-274-5300, 1, ext 8288  
                    oorr  
TToollll  ffrreeee  ffrroomm  NN..  CCaalliiffoorrnniiaa  1-800-242-4004,  1,  ext  82881-800-242-4004, 1, ext 8288  

2.2.  Students  or  guests  dial  your  4-digit  mailbox  extension  number.  Students or guests dial your 4-digit mailbox extension number.
3.3.  Done.  Done.
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