Instructions to configure your Homework Hotline

Revised October 29, 2007

Step 1:    

User:  Dial your Voicemail box by entering in *XXXX   

Note:  (The XXXX’s represent your Ext.)  You must dial your mailbox, because it has the menu for Greeting’s Administrator.

Step 2:  

User:  Once you hear your own personal voicemail greeting press the number 9 key.  

Note:  You will now hear the Cisco Unity Greetings Administrator.  

Cisco Unity Greetings Administrator:  Enter your ID followed by pound: 

User:  Enter in your 4 digit Ext. followed by the # key.
 
User:  Enter in your voicemail password followed by pound. 

Step 3:

Cisco Unity Greetings Administrator:  Enter the extension of the call hander followed by #.
 
Note:  Your callhandler is your extension with a 7 in front-7XXXX 
User:  Enter 7XXXX.
Step 4:  
Cisco Unity Greetings Administrator:  Callers hear the standard greeting (your current greeting now plays)  

To turn on your alternate greeting, press 1


To change your standard greeting, press 2


To change your busy greeting, press 3


To change your closed Greeting, press 4


To change your internal greeting, press 5


To change your alternate greeting, press 6


To exit, press * 


Note;  You do not have to listen to the entire menu, just select option 2.

User:  Press option 2 to change your standard greeting.  




NOTE:  Do not use the alternate greetings.

 Do not use the busy greetings.

 Do not change the closed greeting.

 Do not change your internal greeting. 

Cisco Unity Greetings Administrator:  Change Standard Greeting

To Play the standard greeting, press 1


To Re-record your standard greeting, press 2


To Return to the main menu, press *

User:  Select option 2 to re-record your standard greeting.

Cisco Unity Greetings Administrator:  Record your greeting at the tone and then press #.
User:  You are now going to record your homework assignments.  Don’t forget to hit the # key after you are finished talking, which tells the system that you are finished recording.

YOU CAN NOW HANG UP, OTHERWISE YOU WILL BE TAKEN BACK THROUGH THE ENTIRE MENU AGAIN.

Step 5: 
You can test your homework hotline number by dialing:

(586) 784-2502 – when the line is answered type in your 5 digit homework hotline number:  7XXXX  

You should hear the standard greeting you just recorded.. 
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