Voice Mail Cheat Sheet

Setting up Voice Mail

1. Press Messages Button (envelope), follow voice mail instructions

2. Enter your password (12345)

3. Prompt will ask you to say your name, then press # using the keypad

4. Prompt will ask you to put in agreeting or keep the system greeting, then press #

5. Prompt will then ask you to change your password. The password can be more than 4 or more numbers
but non-consecutive numbers, Y OU MUST CHANGE Y OUR PASSWORD. Then press #

6. Prompt asks you to put in the new password again. Press #, Be a part of the address Book, press #.

7. Prompt tells you your enroliment is finished, press* (If you don’t hear this prompt, you should start over.)

Accessing your Voice Mail
1. Press the Message Button (Envel ope)

Access Your voice Mail from Outside the College
1. Dia (Area Code 708, if outside area code) 974-5600
2. Prompt asks for |D#, put in your extension number

2. Put in your password, press #

3. Listen to the prompts
Press 1 to Listen to your messages
Press 2 to Send aMessage
Press 3 to Listen to Old messages
Press 4 to Change your settings
Press 5 to Forward a message

3. Prompt asks for your password
4. Listen to prompts:

Press 1 to Listen to your messages
Press 2 to Send a message
Press 3 to Listen to Old messages

Press 4 to Change your settings
Press 5 tn Eorward a messane

Listen to Your Messages

1. Press 1 to listen to New messages or 3 to listen to Old messages
2. Listen to message

3. Choose one of the following using the keypad

Press 1 to Replay message Press 6 to Save as new
Press 2 to Save message Press 7 to Rewind, small
Press 3 to Delete message Press 9 to Play message summary
Press 4 to Reply Press * to Cancel or back up
Press 5 to Forward a message Press # to Skip or move ahead

4, Use the following keys to control playback:
Press 1 to Restart message Press 6 for Fast playback
Press 2 to Save message Press 7 to Rewind, small
Press 3 to Delete message Press 8 to Pause or resume
Press 4 to Slow playback Press 9 to Fast-forward to end

Press 5 to Change Volume

Send a Message
1. Using keypad enter the extension, press #
2. To switch between spelling and number entry press # #
3. Listen to prompt, press #
4. Record message, press #
5. For Message Options, press 1, or send message press #
6. Message Options
Press 1 to Change addressing
Press 2 to Change recording
Press 3 to Set specia delivery
Press 4 to Review message
Press 8 to Pause & Resume
Press # to End recording
7. Press#

Change Settings
1. Press 4 to Set Up Options

2. Press 3 for Personal Settings to change your password or recorded name

Change Password

Press 1 to Change your Password

Enter your new password then press #

Enter your new password again to confirm, press #
Change Recorded Name

Press 2 to Change your recorded name

Prompt repeats your recorded name

Press * to keep recorded name

Otherwise say your recorded name, press #
3. Press 1 to change Greetings and Transfers
Change Greetings

Press 1 to Change your Greeting

Prompt repeats you're old Greeting

Press * to keep your old Greeting

Otherwise Press 1 to record new Greeting

Press #

Use Alternate Greeting

Press1

After listening to current Greeting

Prompt gives you the option to choose your Alternate Greeting
Press 2 for Alternate Greeting

Prompt asked if you want to give a date and time when alternate greeting
can be turned off

Press 1 to set end date

Press 2 to set no date

To set adate and month press 9

Prompt asked you for amonth by using a number, then day up to 31
Prompt asks you for the time, enter time, including minutes

Press 1 for AM

Press 2 for PM

Listen to current Alternate Greeting

Press 1 to record new Alternate Greeting

Press # after recording Greeting

Forward Message
1. Press5
2. Enter extension, press #
3. Prompt plays name of person, press # to except, press * to cancel
4. To switch between spelling and number entry press # #
5. To add another name, press 1
6. To Record an Introduction, press 2
7. Record message, press #
8. Message Options, press 1
For Address, press 1
For Recording, press 2
For Special Delivery, press 3
To review, press 4
To send Message, press #
To cancel and exit, press *
9. Or to just send Message, press #

Tip: To leave a message for an employee dia * before their extension.

Adjunct Voice Mail Instructions

To Set Up Your Voice Mail

1. From Home Dial 708 974-5600 or from College dial 5600

2. Put in ID# (which is your 2000 extension number)

3. Prompt asks you for your password, 12345

4. Prompt asks for your Name, Greeting, and new password twice
5. Must receive notification YOUR ENROLLMENT IS FINISHED
To Access Voice Mail

1. From Home dia 708 974-5600 or from College dial 5600

2. Put in ID# which means your 2000 extension humber

3. Put in your Password

For Students to leave a message on your Voice Mail

1. Dia 708 974-5602

2. Then dial 2000 extension number




	NSO Material combined file.pdf
	mv at a glance
	08066  campus guide_04663   campus guide
	google map
	District Map
	Campus Map
	07_8.5_x_11_Vision&Core[1]
	07_Mission[1]
	07_strategic_priorities[1]
	eight_expectations[1]
	AQIP_Descrip_for_New_Staff_Orien_3-30-10[1]
	LEARNING_COLLEGE_PRINCIPLES[1]
	LEARNING COLLEGE PRINCIPLES
	The learning college is based on six key principles:


	Org -Feb 2010 NEW all
	M O R A I N E   V A L L E Y   C O M M U N I T Y   C O L L E G E��O R G A N I Z A T I O N   C H A R T ��Executive Leadership Team �and  �Administrative & Professional Staff  �2010������BOARD OF TRUSTEES�� Joseph P. Murphy, Chair � Sandra Wagner, Vice Chair �Patrick Kennedy, Secretary �Susan Murphy, Trustee�Mary Nolan, Trustee� Maureen Ryan, Trustee�Mark Weber, Trustee�Student Trustee
	MORAINE VALLEY COMMUNITY COLLEGE DIVISIONS OVERVIEW� Executive Leadership Team � and Administrative and Professional Staff 2010 �
	Slide Number 3
	A D M I N I S T R A T I V E     S E R V I C E S��Administrative and Professional Staff  2010
	F I N A N C I A L   A F F A I R S�Administrative and Professional Staff 2010�
	I N S T I T U T I O N A L    A D V A N C E M E N T�Administrative and Professional Staff 2010�
	S T U D E N T   D E V E L O P M E N T� Administrative Professional Staff  2010

	SOS Card - final
	studentserviceproviders cover page
	Voicemail_Cheat_Sheet[1]
	07442__LRC_brochure_Layout_1
	081160 IA overview_03786 IA overview
	FinanceNewEmployeeInfo[1]
	Finance Organizational Chart.pdf
	FINANCE

	NewEmployeeOrientationFinanceGeneral.pdf
	MORAINE VALLEY COMMUNITY COLLEGE
	FINANCE/ACCOUNTING DEPARTMENT
	INVOICE PROCESSING
	BOARD CHECKS
	BOARD CHECKS (continued)
	FAST CHECKS
	PAYMENT AUTHORIZATION/CHECK REQUEST FORM
	TAX EXEMPTION
	TRAVEL POLICY
	INDEPENDENT CONTRACTOR PROCEDURES

	TravelPolicy2007Long.pdf
	POLICY 
	LODGING 
	 
	CONFERENCE REGISTRATION 

	LIMOUSINES 
	COLLEGE VEHICLES 



	TravelPolicyShort.pdf
	TRAVEL POLICIES AND PROCEDURES GUIDELINES 
	SHORT VERSION 
	Travel Authorization 
	Air Travel 
	Lodging  
	Car Rental 
	Employee Vehicles 
	Meals 
	Reimbursement of Travel 


	NewEmployeeOrientationPayroll.pdf
	Direct Deposit
	Payroll Forms



	Phone Directory
	intranet
	phone directory

	LibraryPatronForm[1].pdf
	Barcode_________________________
	Address Change: Student must notify both Library and Registration
	LIBRARY PATRON REGISTRATION FORM


	Organizational Chart.pdf
	M O R A I N E   V A L L E Y   C O M M U N I T Y   C O L L E G E��O R G A N I Z A T I O N   C H A R T ��Executive Leadership Team �and  �Administrative & Professional Staff  �2010������BOARD OF TRUSTEES�� Joseph P. Murphy, Chair � Sandra Wagner, Vice Chair �Patrick Kennedy, Secretary �Susan Murphy, Trustee�Mary Nolan, Trustee� Maureen Ryan, Trustee�Mark Weber, Trustee�Student Trustee
	MORAINE VALLEY COMMUNITY COLLEGE DIVISIONS OVERVIEW� Executive Leadership Team � and Administrative and Professional Staff 2010 �
	Slide Number 3
	A D M I N I S T R A T I V E     S E R V I C E S��Administrative and Professional Staff  2010
	F I N A N C I A L   A F F A I R S�Administrative and Professional Staff 2010�
	I N S T I T U T I O N A L    A D V A N C E M E N T�Administrative and Professional Staff 2010�
	S T U D E N T   D E V E L O P M E N T� Administrative Professional Staff  2010




