
OPTIONS DURING 
MESSAGE PLAYBACK
1 Skip Back
3 Skip Forward
4 Volume Down
6 Volume Up
7 Delete
8 Envelope Information
9 Save
11 Replay Message
33 End of Message
# Skip Message
* Pause
*1 Slow Down
*2 Return to Normal Speed
*3 Speed Up

OPTIONS AFTER 
MESSAGE PLAYBACK
2 Print a Fax Message
4 Reply
5 Call Sender
6 Forward
7 Delete
8 Envelope Information
9 Save
11 Replay Message
# Skip Message
* Cancel

OPTIONS DURING 
PAUSE
1 Slow Down
2 Return to Normal Speed
3 Speed Up
4 Reply
5 Call Sender
6 Forward
7 Delete
8 Envelope Information
9 Save
# Skip Message
* Resume Listening

REPLY OPTIONS
1 Pause Recording
# End recording
* Cancel Recording

Record 
New 

Message

1 Pause Recording
# End Recording
* Cancel

RECORDING OPTIONS 
AFTER PAUSE OR 
END
1 Review Recordings
2 Append
# Accept Recording
* Erase and Re-record

RECIPIENT ADDRESSING OPTIONS
Enter:
Mailbox Number to address by Mailbox
1# to address by Distribution Lists
3# to address by Name
* Return to Recording 

ADDITIONAL ADDRESSES
Enter:
Mailbox Number to address by Mailbox
1# to address by Distribution Lists
3# to address by Name
# End Addressing
* Return to Recording

DELIVERY OPTIONS
1 Mark Urgent
2 Mark Private
3 Return Receipt
4 Future Delivery
5 Reset Delivery Options
6 Add More Addresses
# Send Message

Change 
Personal 
Options

MANAGE OPTIONS
1 Personal Greeting
2 Change Password
3 Manage Distribution Lists
4 Record Name
6 Other Greetings
7 Manage Notification
8 Manage Message Playback
* Return to Main Menu

DISTRIBUTION LIST OPTIONS
1 Review Existing Lists
2 Create New List: Nos. 11-30
3 Delete List
4 Modify List
5 Know the Lists
* Return to Personal Options

MODIFY DISTRIBUTION LISTS
Numbers 11 through 30
1 Add Members
2 Delete Members
* Cancel Changes

OTHER GREETINGS MENU
1 Extended Absence Greetings
4 After Hours Greeting
7 Greeting for Busy Phone
* Return to Personal Options MANAGE NOTIFICATION 

OPTIONS
2 Numeric Page
3 Text Page
5 Change Pager Notification Number 
8 Change Schedule for Text Page
* Return to Personal Options

MANAGE PLAYBACK OPTIONS
1 Control Date/Time Playback
2 Control Sender Playback
* Return to Personal Options
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To Log 
Into 

Another
Mailbox

Mailbox 
Number, #, 
voicemail 

password, #

VOICEMAIL FEATURE GUIDE

Client Services & Support
Email: 29100@uchicago.edu

Phone: 773-702-9100
http://nsit.uchicago.edu/vmail

CONTACT INFORMATION

ABSENCE GREETING OPTION
1 For the day
2 Indefinitely
3 For an Interval
* Cancel

OTHER

Press  * 
To cancel the current action,
 to return to the previous menu,
 or to log out of the mailbox.

Review 
New 

Messages

1 Voice Messages
6 Old Messages
* Main Menu

Review 
Other 

Messages

1 Old Messages
2 Deleted Messages
3 Future Messages
* Return to Main 
Menu

1 Review Old Voice Messages
6 Review New Messages
* Return to Main Menu
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ACCESSING VOICEMAIL
To access voicemail, dial 2-2111 from a campus phone (or 773-702-2111 from an off-

campus phone) and enter mailbox number, #, voicemail password, #.


