Operation Manual for Colima Voicemail System by Phone
In the following, you will find a manual for operating the voicemail system. A voicemail box has been set up for you in the voicemail system. In this voicemail box you can escrow an announcement in case you do not wish to be disturbed by telephone calls or are temporarily not available. Likewise, a possible caller can escrow a voice message for you in your voicemail box.
Formerly, an existing voice message used to be signalled by a flashlight (MWI) (MWI = Message Waiting Indicator) on your phone. This feature is still available. 
In addition, you can opt for having your voice message sent to you as an attachment to an email (WAV file). In order to make use of this feature, it is necessary that you give us your email address. Listening to your voice messages on your PC requires appropriate equipment (i.e. sound card and speakers). 
Deactivating the MWI (flashlight) is only possible after checking your voice message by phone.
Recording announcements / listening to voice messages in your voicemail box (see page 2!!!)
Changing the configuration

You can listen to voice messages, record voice messages or change the configuration of the voicemail system by phone. This applies to your own as well as to other voicemail boxes. In order to go to the configuration menu, please call
401

 (from a phone within the university telephone system)
83-401
 (from a phone outside the university telephone system)
Calling from your own phone: 

You will now be prompted for feeding in your PIN code. After this, you will be able to get to the configuration menu (see below). 
Calling from outside:

You will now be prompted for feeding in your PIN code and, after this, your mail box number. The mail box number is identical with the extension number of your duty telephone for which the voicemail box has been set up. After this, you will be able to get to the configuration menu (see below).
The PIN code will be communicated to you in writing when setting up your voicemail box. You will not be able to change it on your own. If necessary, you can inquire about your PIN code using the hotline (phone 83-31111) or by email (km@uni-muenster.de). It will then be communicated to you in writing.
Activating/deactivating your voicemail box
If you want to use your voicemail box you will have to redirect incoming calls to the box. In order to do this, please dial the code number for „call diversion“ (*5), then „40“ und, after that, your extension number
*5 40 xxxxx

You will now be hearing an acknowledgement tone signalling you that your voicemail box has been activated for your extension.
In order to activate your voicemail box, please enter the code number 
#5

From now on, incoming calls will be signalled on your phone again (i.e. your phone will be ringing again on incoming calls). 

If you want your phone to redirect incoming calls to your voicemail box automatically after ringing several times, please contact our hotline (phone: 31111 or km@uni-muenster.de). 

Configuration Menu
If there are no new messages in your voicemail box, menu items 1 and 2 do not apply.  

No announcement: By pressing the * key you can go from a submenu to the main menu.
1 - Consecutive listening to voice messages without message information


0 - No announcement: Activating/deactivating of message information (date, time, mailbox number) concerning each message


1 - No announcement: Alternating between



menu item 1 / main menu "Consecutive listening to voice messages“



menu item 2 / main menu “Listening to individual voice messages“
2 - Consecutive listening to voice messages with message information


0 - No announcement: Activating/deactivating of message information (date, time, mailbox number) concerning each message


1 - No announcement: Alternating between




menu item 1 / main menu "Consecutive listening to voice messages“



menu item 2 / main menu “Listening to individual voice messages“



2 - Delete message


3 - Forward message (with a comment)


4 - Skip to previous message


5 - Repeat message


6 - Skip to next message
3 –Listening to recorded voice messages (voice messages will be automatically deleted after 3 months!)

enter start of search period (date format: TTMMJJJJ; shortcut by pressing # key)

enter end of search period (date format: TTMMJJJJ; shortcut by pressing # key)


1 –Listen to recorded messages



2 – Delete message 



3 – Forward message (with a comment)



4 – Skip to previous message



5 – Repeat message



6 – Skip to next message


3 – New search
4 - Recording a message for a certain mailbox


- Enter mailbox number
8 –Help: Relevant message options will be announced.
9 - Changing mailbox configuration


1 –Recording your announcement*) (for stopping recording, press # key)



1 - Save recorded announcement



2 - Repeat recording



3 - Delete announcement without saving


2 - Change notification options



3 – Activate/deactivate email notification



4 – Activate/deactivate notification by Message Waiting Indicator (= flashlight on your phone)
*) Default announcement: „You are being connected to the voicemail systems of Münster University or affiliated institutions. You can leave a message after hearing the signal tone.”
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