Department of Music

Carleton College

VOICE MAIL TIPS & INFORMATION

Voice Mail accounts are available for all adjunct faculty in the Department of Music and they are extremely beneficial when there is no phone in the studio or if studio space is shared.  You are encouraged to use your Voice Mail extension to receive messages.  You will have two extensions, one that can be direct dialed by anyone and the other is for your access only. 

TO ACCESS YOUR VOICE MAIL ACCOUNT

FROM ANY CAMPUS PHONE:

Dial 3737 (Carleton's voice mail system)

Push the * key.  (You will be asked to enter your mailbox number)

Enter your 9000 4-digit extension number

Enter your 8-digit password

(contact the Dept. Administrative Assistant if you do not have one)

Then follow the prompts.

You can change your password by doing the following:

Dial 3737

Push the * key.

Enter your 9000 4-digit extension number

Enter your 8-digit password

Push the 4 key (you will hear "Personal Options")

Push the 2 key (you will hear "Administrative Options")

Push the 1 key (you will hear "enter the new password now & press the

     pound (#) key")

TOLL FREE FROM THE CITIES:

Dial 1-612-798-8686 to enter the Carleton voice mail system.  Those in the 651, 952, etc. calling area should dial the 612 number.  Telecommunications has this note:  "Reminder - press # (pound key, not the asterisk) key for the prompt to enter your mailbox number."  Follow the steps above.

TIPS ON USING YOUR VOICE MAIL:

To RESPOND to a message:

(You can only respond to extensions on the Meridian telephone system.)

at end of the message, press 8.  At the tone, you will be asked to respond to the person and then press the # key.  Don't forget to press the # key or your message will not be sent.  Follow the prompts.

ENVELOPE INFO (Day/Date/Time of Call)

Press 5 at end of the message and you will receive the above information.

If the caller is on the Meridian system, you will also receive the extension number of the caller.

To PLAY BACK a message:  Press 1 1

To GO TO THE END of message:  Press 3 3

To SKIP a message:  Press the # key

To SLOW down a message:  Press 4 until it is as slow as you want

This is a nice feature since our callers often speak rapidly and it is sometimes difficult to hear the name of the caller.

To SAVE a message to your voice mail archive:  Press 9

To DELETE a message:  Press 7

To LEAVE THE SAME MESSAGE on several different extensions:

Faculty may use this often to leave the same message with their students and others in the Department of Music.  This particular feature can save dollars for you and the College.

Note:  You can only leave messages with those on the Meridian system.  For example, you cannot leave a message to a Northfield telephone number.

Dial into Carleton’s voice mail system.

Push the * key [on campus] OR the # key if you’re calling from the Cities.

Enter your 4-digit extension number

Enter your 8-digit password

Push the 2 key (you will be asked to leave your message at sound of the tone and after your message you MUST push the # key.  You will then be prompted to enter the extension numbers of those you wish to get the message.  Follow the prompts.

VOICE MAIL TRAINING is available from the Department Administrative Assistant.  If you would like further instructions or help in using your Voice Mail account, please call ext. 4347.

