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Telephone User Interface (TUI)

Accessing your mailbox

From any MU office extension:

1. Call the system access number: 66245
2. Press [*] [#] when you hear the greeting
3. Enter your five digit extension

4. Enter your password/PIN,
followed by [#].

From an off-campus telephone:

1. Call the system access number
Huntington local area dial:
Charleston local area dial: 304 746 2099
Chapmanville local area dial: 304 855 1234

2. Press [#] after your hear the greeting.

3. Enter your five digit extension

4. Enter your password/PIN,
followed by [#].

From your office extension:
1. Call the system access number: 66245

2. Enter your password/PIN,
followed by [#].

304 696 6245

SEND OPTIONS

MESSAGE OPTIONS === MESSAGE ADDRESSING OPTIONS ===

[1]

RECORD/ For voice-anly or voiceffax: Enter destination mailbox Send immediately [#]
SEND > Attone, record message number, and then press # Toggle private / not private 1]
MESSAGES > When finished, press # . Toggle priority / not priority ~ [2]
To spell name (person or list) Mark for f i 3
For fax-only: using touchtone keys, . ark for future delivery [31
> To bypass recording, press [#] press r2
before recording tone sounds To send to personal list, press  [*] [5]
;I_'hten en:)er the personal Playback Options
ist number
M 2 3
Recording Options To address to fax machine, Rewind  Pause/
omr press *10*15] Resume
Pause / Resume recording [1] (4] [5] [6]
OTHER OPTIONS Louder Skip Skip
Play back recording [2] [3] > List all recipients 1] backward ~ forward
Erase and begin again [*113] > Delete current addressee [*113] [7] [8] [9]
i Quieter  Slower Faster
End recording & approve [#] When finished, press # ] 0] [#]
Replay from
beginning
[2] GET MESSAGE OPTIONS PRINT OPTIONS
. RESPOND / FORWARD OPTIONS
GET Listen to message [ Print to default fax/printer #
MESSAGES Re.spond to or forward message [1] Call the sender - . OR
Skip to next category ] #] Reply to sender by voice mail Print to other fax machine:
Replay header [2]1[3] Forward with comment > Press [*1071151
Skip to next header [# Record new message > Enter outside line number
Keep message Reblv to all recipients and full telephone number
in current category [ [*] 4] > Press #
Delete message [*1 3] OR
Print fax / e-mail Wit Print to this fax machine [*1[6]
Undelete message " 1181
[3] PERSONAL GREETING Select greeting to hear [1-4]
OPTIONS /
PERSONAL - - Select greeting to record  [1—4] |t RECORD GREETING OPTIONS
GREETINGS Listen to greeting [0] /
Record greetings [1] Select optignal Record or re-record M
) ) / areetina number n-21 Play/Pause/Resume greeting  [3]
Activate greetings [2] Delete greeting [*1[3]
— g Select gresting to delete [1-4] i
Delete greetings [3] Approve/Save greeting [#]
Administer call types  [4] || T°99|g:"::;|eie;ttti?nzl (]
[5] PERSONAL OPTIONS | - PERSONAL LIST OPTIONS
Listen t t 0
PERSONAL Administer mailing lists  [1] ';:czcd‘;f:::’::;zmen H Create list
OPTIONS Caller Application Delete announcement [3] Scan lists
Announcements [2] Review & modify list
Set fax preferences > Enter password /PIN
> Press [#]
Change password/PIN > Re-enter new password/PIN > Record name
[6] Record name % Press I#] > When finished, press 1]
> To approve, press [#]
CALL ME/
FIND ME
lilleb CALL ME/FIND ME OPTIONS
[7] SCAN OPTIONS Call Me "] Enable Call Me/Find Me [9]
Scan headers & messages [1] Find Me 2] Disable Call Me/Find Me 161
AUTOSCAN Scan headers only [2]
OPTIONS Scan message body [3]

If you have any questions or problems please contact
the Marshall University IT Service Desk

Email: itservicedesk@marshall.edu
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