
Review Old Messages
Review Old Voice Messages: press 1
Review Old Email Messages: press 2
Review Old Fax Messages: press 3
Review All Old Messages: press 5
Review New Messages: press 6

Options After Calling Sender
Return to Voice Mail: press **

Delivery Options
Mark Urgent or Toggle: press 1
Mark Private or Toggle: press 2
Return Receipt or Toggle: press 3
Future Delivery: press 4
Reset Delivery Options: press 5
Add More Addresses: press 6
Send Message: press #

Addressing Options 
5-Digit Number to Address by Mailbox
Return to Recording Options: press *
Address by Name: press 3#

Options After Message Playback
Print a Fax Message: press 2
Reply: press 4
Call Sender: press 5
Forward: press 6
Delete: press 7
Envelope Information: press 8
Save: press 9
Replay Message: press 11
Skip Message: press #
Cancel: press *

Options During Pause
Slow Down: press 1
Return to Normal Speed: press 2
Speed Up: press 3
Reply: press 4
Call Sender: press 5
Forward: press 6
Delete: press 7
Envelope Information: press 8
Save: press 9
Skip Message: press # 
Resume Listening: press *

Modify Distribution List 
Options
Add Members: press 1
Delete Members: press 2
Cancel Changes: press *

Voice Messages: press 1
Email Messages: press 2
Fax Messages: press 3
All Messages: press 5
Old Messages: press 6

Review New Messages: press 1

Old Messages: press 1
Deleted Messages: press 2
Future Messages: press 3

Review Other Messages: press 3

Voicemail  Quick Reference Guide

Options After Calling Sender
Return to Voice Mail System: press **

Place a Call: press 5

Pause Recording: press 1
End Recording: press #
Cancel: press *

Record New Message: press 2

Online access at 
www.umn.edu/nts/go4msgEnter the 5-Digit Mailbox Number, 

then the Password
Cancel: press *

Transfer to Another Mailbox: press 7

Personal Greeting: press 1  
Change Password: press 2
Manage Distribution Lists: press 3
Record Name: press 4
Manage Fax Options: press 5
Other Greetings: press 6
Manage Notification Options: press 7
Manage Message Playback: press 8
Manage Personal Assistant: press 9
Return to Main Menu: press *

Change Personal Options: press 4

Forwarding Options
Forward with comments: press 1
Forward original message only: press 2

Reply Options
Reply without attachments, press 1
Reply with original message & comments, press 2
Reply with original message only, press 3

Options During Message 
Playback 
Skip Back: press 1
Skip Forward: press 3
Volume Down: press 4
Volume Up: press 6
Delete: press 7
Envelope Information: press 8
Save: press 9
Replay Message: press 11
End of Message: press 33
Skip Message: press #
Pause: press *
Slow Down: press *1
Return to Normal Speed: press *2
Speed Up: press *3

Recording Options After Pause or End 
Review Recording: press 1  
Append or Resume Recording: press 2
Accept Recording: press #
Erase and Re-record: press *

Other Greeting Menu
Extended Absence Greeting: press 1
Internal Caller Greeting: press 2
Internal Extended Absence Greeting: press 3
After Hours Greeting: press 4
Return to Personal Options: Press *

Distribution List Options
Review Existing Lists: press 1
Create New List: press 2
Delete List: press 3
Modify List: press 4
Return to Personal Options: Press *

Message Playback Options 
Control Date/Time Playback: press 1  
Control Sender Info Playback: press 2
Control Message Auto Play: press 3
Return to Personal Options: Press *

Managing Notification Options
Phone: press 1
Numeric Page: press 2
Text Page: press 3
Change # for Phone Notification: press 4
Change # for Pager Notification: press 5
Return to Personal Options: Press *

Revision Date: 2/27/2006

Additional Addresses
5-Digit Number to Address by 
Mailbox
Return to Addressing Options: press *
End Addressing: press #
Address by Name: press 3#
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