Voicemail Guide

To check voicemail from any phone please follow these instructions.
· Dial 7227 for voicemail access, wait about 5 sec then press #

· Enter mail box number (which is your extension)

· This is if you are setting up your mailbox for 1st time only, Enter Security code 4444 
· The system will now ask you to enter a new pin number (enter 4 digits of your choice) press #

· The system will ask you to confirm your number again press #
· The system  will then ask you to record your name and a greeting, then press # to confirm

· Press 4 for your greeting

· Press 5 to listen to your messages
· Press 6 to record your message

· Press 8 to hear date/time sent (anytime during message)

· Press 3 to erase message

· Press 99 to exit the voicemail system.  Please note if you DO NOT  follow this command , then  when you next try to access your mailbox the system lady will say that your “ Mailbox is busy please try later” this is because the voicemail  system was not exited properly
To retrieve your voicemail from outside the college dial 020 7919 7227

When answered press # the system will then ask you for your mailbox number (tap it in) the system will then ask you for your security code (tap it in), once entered correctly the system will tell you if you have any messages.
PLEASE NOTE: 
ALL MESSAGES  THAT HAVE BEEN  CHECKED, NOT CHECKED  INCLUDING THOSE THAT HAVE BEEN  SAVED  AFTER CHECKING  WILL BE  AUTOMATICALLY DELETED OF THE SYSTEM AFTER 15 DAYS THIS IS DUE TO STORAGE CAPACITY.
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