Skidmore Voicemail System





Faculty/Staff Voicemail Instructions 
Please follow the steps listed below to initialize your Voicemail account, to reset your passcode, record your name and to record a personal greeting. 

 

New User Tutorial

From On Campus
Dial 7 4 0 0 and wait for system to answer.  You will hear:
“Welcome to the Skidmore voicemail system, please enter your passcode, if you would like to login to another mailbox, press the star key *”.  Note: If star key is pressed, you will hear:

“Please enter your mailbox number”.  (enter your telephone extension number)
“Please enter your passcode (default is 6 6 6 6 6 6).”
“Welcome to the Communite new user tutorial, I’ll help you setup your mailbox, by walking you through the steps to set your passcode, record your name, and record your voicemail greeting.”

“When you change your passcode you will be prompted to enter it a second time for verification.  If you forget your passcode, contact your system administrator (Randy x5999) to have the account passcode reset.  After you set your passcode, you can change it at any time by pressing (five) 5, then (five) 5, and then (three) 3 from your mailbox menu, please enter your new passcode followed by the (pound sign) #.  A valid passcode consists of four to ten characters”.  (enter new passcode) “For verification, please re-enter your passcode followed by the pound sign (re-enter new passcode).  Your passcode has been successfully updated”.
Name Prompt Recording

“The next step is to record your name prompt.  This recording plays whenever callers dial your extension through Communite’, or forward a message to your mailbox.  If you don’t record a name prompt, the text-to-speech engine will play back your name to the caller.  You can listen to or change your recorded name at any time by pressing (five) 5, and then (four) 4, from your mailbox menu.  Please record your name after the tone, when you are finished press (one) 1.  To save your prompt press (one) 1, (please press one if recorded name is ok).  You will hear “Your prompt has been successfully updated”.   To review your prompt press (two) 2.  To record your prompt press (three) 3, to discard your prompt press (four) 4.  


Personalized Greeting Recording

The next step is to record a personalized greeting.  Callers will hear this greeting whenever you are unavailable to accept calls.  If you don’t record a greeting, or if you deactivate it, a standard system greeting will play.  If you have a greeting recorded, and activated, callers will hear your greeting when you are unavailable to accept calls.  Callers will then have the option to leave a message, send a fax, or reach an Operator, if you have all these services available to you.  Please record your personal greeting after the tone, when you are finished when you are finished press (one) 1.  To save your prompt press (one) 1.  Your prompt has been successfully updated.   Congratulations, you have successfully completed this setup for your mailbox.  
VOICEMAIL TIPS

Here are some other helpful tips for finding your way around the Communite’ voicemail menus:

To access your mailbox from any touch-tone phone, dial the voicemail access number 7 4 0 0 
Then your mailbox number, and then your passcode plus the pound sign #
Throughout the Communite’ system, you can press the pound sign # at the end of a command to speed things up a bit.  At any time during the playback of a message, you can press (one) 1 to save a message, (three) 3 to skip to the next message, (four) 4 to replay a message, and (seven) 7 to delete a message.  You can return to a previous message at any time by pressing the star key.  Enjoy using Communite’ voicemail, a total communication solution from Interactive Intelligence.
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