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Listen to New Messages 

Message Menu 
[1] Play 
[2] Save 
[3] Delete 
 [1] Confirm 
[4] Reply 
[5] Copy 
[0] Skip 

Copy Menu 
[1] Copy to Mailbox 
[2] Transfer to Mailbox 
[3] Transfer to Group 
[4] Copy to Group 
[5] Copy Multiple Mailboxes 
[6] Transfer Multiple Mailboxes 

Leave a Message in a Mailbox 
Enter Mailbox No. 
[9] Names Directory 

Record Personal Greeting 
Greetings Menu 

[1] Personal 
[2] Busy 
[3] Record Name 
[4] Temporary 
   (Overrides ALL OTHERS) 
[5] Internal 
   (Overrides ALL OTHERS  
when calls are internal) 
 

Recording Menu 
[1] Play Current 
[2] Save 
[3] Erase 
[5] Record New 
**Or Use Soft Keys on Display  

All Change Mailbox Options 

Options Menu 
[1] Call Out Options 
[2] Change Password 
[6] Pers. Group Lists 

Group Messages 

 

Enter Group No. OR 
Press # for Private 
Group No. 

Message Listening Options 

 

Listening Menu 

[2] Saved Messages 
 [1] Play 
 [2] Save 
 [3] Erase 
  [1] Confirm 
 [4] Reply 
 [5] Copy 
 [0] Skip 
[3] Future Delivery 
[4] Confirmation of Delivery 

Undelete Messages 

 

 Go Back 1 Menu Level 

 

 

Undelete Menu 
The first deleted message will be 
announced by number called from, 
date, and time.  Your options are: 
[1] Play 
[2] Save 
[3] Delete 

To access your extension off campus dial: 453-5000 Enter your extension number.  When your message starts hit the [#].  Enter your password.  Follow the prompts. 

To access your extension within KVCC: Pickup a phone. Dial 55#.  Enter your extension number.  Enter your password.  Follow the prompts. 


