
UVHUGXLGH��$FFHVVLQJ�9RLFHPDLO�E\�7HOHSKRQH

8*B<($/,1.B�����_�������_��8�������'UH[HO�,7�1HWZRUN�2SHUDWLRQ�&HQWHU����������������QRF#GUH[HO�HGX 1 

*67 - Block Caller ID (for single call)
*82 - Unblock Caller ID (forsingle call)
*90 - E[tension Login (Call Queue)
*91 - E[tension Logout (Call Queue)

Voicemail �)RU�SHUVRQDO�PDLOER[HV�RQO\�
EQWHULQJ \RXU MDLOER[ IRU WKH ILUVW WLPH��IURP�\RXU��
9RQDJH�SKRQH� 
To set up \our mailbo[ for the first time, folloZ these steps: 

�� Press *99 or *100 and then the ³�´ button.
�� (QWHU�3,1�IROORZHG�E\�³�´��ZKHQ�SURPSWHG�
�� Press 1 for ³NeZ Messages´. Press 2 for ³Saved Messages´. For 

³Mailbo[ Options´ press 4.

Listening to Messages 

�� Press *99 or *100 then the ³�´ button.
�� Enter \our 3,1 folloZed b\ the ³#´ EXWWRQ.
�� Press 1 for ³NeZ Messages´. Press 2 for ³Saved Messages´.

OSWLRQV ZKLOH OLVWHQLQJ WR YRLFHPDLO: 

AIWHU HQWHULQJ \RXU PDLOER[ (FDOO *99 RU *100 IURP \RXU SKRQH) DQG 
FKRRVH RSWLRQ 4 (Mailbox Options): 

8QDYDLODEOH GUHHWLQJ (greeting that pla\s if \ou are on a call, aZa\ from 
\our desk, or unable to ansZer the call) 

1. Press 1 to record \our unavailable greeting.
2. After the tone record \our desired unavailable greeting and press

the # (pound) ke\ Zhen finished.
3. After pla\back, press 1 to save or 2 to rerecord the greeting.

 

BXV\ GUHHWLQJ (greeting callers hear if \our phone is on Do Not 
Disturb, not connected to the internet, or Zhen all line appearances 
are bus\) 

1. Press 2 to record \our bus\ message.
2. After the tone record \our desired bus\ greeting and press the #

(pound) ke\ Zhen finished.
3. After pla\back, press 1 to save or 2 to rerecord the greeting.

NDPH GUHHWLQJ (used for compan\ director\) 
1. Press 3 to record \our name.
2. After the tone record \our desired name greeting and press the #

(pound) ke\ Zhen finished.
3. After pla\back, press 1 to save or 2 to rerecord the greeting.

RHFRUG 7HPSRUDU\ �9DFDWLRQ��GUHHWLQJ  (overrides all greetings�ZKHQ�HQDEOHG) 
�� Press 4 to record \our temporar\ greeting.
�� After the tone record \our desired temporar\ greeting and press

the # (pound) ke\ Zhen finished.
�� After pla\back, press 1 to save or 2 to re�record the greeting.

7R RHPRYH 7HPSRUDU\ GUHHWLQJ 
1. Press 4 to access the temporar\ greeting.
2. If \ou have a temporar\ greeting set, press 2 to delete the

recording.

Voicemail Greetings 

5 Repeats voicemail from the beginning 

6 Go to ne[t message 

7 Deletes voicemail 

8 ForZard voicemail to another e[tension 

9 Saves voicemail 

* Skips call information

# Back to voicemail menu 

,QVWUXFWLRQV�IRU�6HWWLQJ�8S�DQG�$FFHVVLQJ�9RQDJH�9RLFHPDLO�E\�7HOHSKRQH

5*1��'PS�FBTF�PG�VTF�JU�JT�TVHHFTUFE�UIBU�ZPV�TFU�VQ�BOE�BDDFTT�ZPVS�7POBHF�WPJDFNBJM�XJUI�UIF�7#$�TPGU�QIPOF�BQQMJDBUJPO�JOTUBMMFE�PO�ZPVS�DPNQVUFS�PS�NPCJMF�
EFWJDF�PS�PWFS�UIF�XFC��
-JOLT�UP�EPXOMPBE�"QQT�BOE�JOTUSVDUJPOT�GPS�8FC�-PHJO�BSF�BWBJMBCMF�IFSF���IUUQT���XXX�WPOBHF�DPN�EPXOMPBET�

"DDFTTJOH�ZPVS�7POBHF�BDDPVOU�PO�UIF�XFC�XJUIPVU�JOTUBMMJOH�TPGUXBSF�NJHIU�CF�VTFGVM�XIFO�ZPV�BSFOhU�XPSLJOH�PO�ZPVS�PXO�DPNQVUFS�PS�EPOhU�IBWF�QFSNJTTJPO�UP�
JOTUBMM�OFX�TPGUXBSF�PO�ZPVS�EFWJDF�PS�1$��1MFBTF�SFNFNCFS�UP�MPHPVU�XIFO�ZPV�GJOJTI�XPSLJOH���$MPTJOH�ZPVS�CSPXTFS�TFTTJPO�BMPOF�JT�OPU�TVGGJDJFOU�UP�MPHPVU��

$VSSFOUMZ�XFC�BDDFTT�EPFT�OPU�TVQQPSU�NBLJOH�PS�SFDFJWJOH�QIPOF�DBMMT�JO�ZPVS�CSPXTFS��IPXFWFS�ZPV�DBO�BDDFTT�BMM�PUIFS�7POBHF�BDDPVOU�GFBUVSFT�BOE�TFUUJOHT�
JODMVEJOH��7PJDFNBJM��4.4�5FBNT�NFTTBHJOH�BOE�4UBSUJOH�+PJOJOH�.FFUJOHT���$MJDL�UP�DBMM�JT�BWBJMBCMF�JG�ZPV�IBWF�B�7POBHF�BQQ�PS�QIZTJDBM�QIPOF�BWBJMBCMF�

�� &DOO�\RXU�9RQDJH�SKRQH�QXPEHU���<RX�FDQ�GLDO�DQ\�9RQDJH�3KRQH�
QXPEHU�RQ�\RXU�DFFRXQW�IURP�D�QRQ�9RQDJH�SKRQH�WR�DFFHVV�\RXU�
YRLFHPDLO��7KH�SKRQH�QXPEHU�GRHVQ
W�KDYH�WR�EH�DVVLJQHG�WR�WKH�
H[WHQVLRQ�WKDW�\RX�DUH�DWWHPSWLQJ�WR�FKHFN�WKH�PHVVDJHV�IRU��:H�GR�
UHFRPPHQG�FDOOLQJ�\RXU�RZQ�QXPEHU�VR�WKDW�QR�RQH�DQVZHUV�WKH�FDOO��

�� 'LDO�VWDU����ZKHQ�\RXU�JUHHWLQJ�VWDUWV�WR�SOD\�

�� 'LDO�\RXU�H[WHQVLRQ�QXPEHU�DQG�9RLFHPDLO�3,1�IROORZHG�E\�SRXQG�����
DV�SURPSWHG�

$FFHVVLQJ�9RLFHPDLO�IURP�$Q\�3KRQH�

�:KHQ�QRW�XVLQJ�\RXU�9RQDJH�3KRQH��VHH�DFFHVV�IURP�DQ\�SKRQH�EHORZ�

$FFHVVLQJ�9RLFHPDLO�FURP�$Q\�3KRQH 

Changing your Voicemail PIN (password)

After entering your mailbox  (call *99 or *100 from your 
phone)  choose option 4 (Mailbox Options): 

• Press 5 to change your PIN (password)
• Follow the prompts

Please protect the Drexel community by selecting a new 
PIN that is at least 8 numbers long. 
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