Turning on your voice mail alternate greeting

1. Dial 537-7900
2. Enter User ID (Phone extension)
(From on campus press the messages button on your phone)

3. Enter password for that extension
4. Press 4 for setup options

5. Press 1 for greetings

6. Press 2 to turn on your alternate greeting

7. To set an end date press 1
8. To set an end date for later that day press 0

9. Enter time to turn the alt greeting off then press #

10. For AM press 1 and for PM press 2
11. The recording that callers will hear until the end time you choose is played, it will then revert to the standard greeting on that box. To re-record this greeting press 1
12. Press * to exit
