	Meridian Mail Voice Mail

General Information

Note: Meridian Voice Mail information can be found at http://www.aps.k12.co.us/tts/training_modules.htm

	APS Numbering Plan - 5 digit Directory Number (DN)

	
	General format is X-YY-ZZ

· X lead digit is 2 for administrative areas, 4 for classrooms

· YY is the two digit site location number

· ZZ is the specific phone you are dialing

Example: 28303 (2 is for administrative area, 83 is for Highline and 03 is the phone in the HelpDesk office 

	APS Teacher Phone Numbers - 5 digit Directory Number (DN)

	
	Extensions range from 63000-64999

· Does not ring actual phone, goes directly to voice mail

· 7 digit Direct Inward Dial (DID) is assigned to staff member

· Mailbox number is last 5 digits of the DID

Example: if the DID is 326-4325, the mailbox is 64325
From a District phone, you can dial the 5 digit DID to leave a message

	Special Keys

	
	The Pound Sign (#) is used as a termination character. 

· It is used to tell the voice mail system that you have finished entering your mailbox number and password.

· It is used to stop the recording process while recording the various greetings for your mailbox. 

The Star key (*) is used to get help while using Meridian Mail.

· Press * to get general help

· Press 7* to get Message command help

· Press 8* to get Mailbox command help
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Accessing Voice Mail

	Step 1 – Access

	
	From a District telephone, press the Message feature key or dial extension 7000 to log onto the Meridian Mail voice mail system.
 OR
From outside work, dial 303-326-3000 to logon the District voice mail system.

	Step 2 – Login

	
	You will hear, Meridian Mail, mailbox?

Enter your mailbox number followed by the number (#) sign. 

	Step 3 - Password

	
	The system responds with Password?

Enter your mailbox password followed by the pound (#) sign.
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First Time Meridian Mail Users

	First Time Meridian Voice Mail Users have 3 tasks to accomplish

	
	1. Change your Password

2. Record your Personal Verification

3. Record your External Greeting

	Task 1 – Change your Password
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	Note: Password is extension number until changed.

1. Login to your mailbox and press 84 to enter change password mode

2. Enter your new password (minimum of 4 digits) and press # sign

3. Reenter your new password followed by #

4. Reenter your old password followed by #

	Task 2  - Record your Personal Verification
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	1. Login to your mailbox and press 89 

2. Press 5 to begin recording your name

3. Press # to stop recording

4. Review the recording by pressing 2

	Task 3 - Record your External Greeting
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	1. Login to your mailbox and press 82

2. Press 1 for external greeting

3. Press 5 to begin recording a greeting.

4. Press # to stop

5. Review the recording by pressing 2

6. If you need to re-record, press 76 to delete, 5 to record, # to stop
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Changing your Password

	Step 1
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	Login to your mailbox.

	Step 2

	
	Press 84 to enter the password change mode.

	Step 3

	
	Enter a new password (minimum of 4 digits), followed by #.

	Step 4

	
	Reenter the new password, followed by #.

	Step 5

	
	Finally, enter the old (current) password, followed by #.

The new password is now in effect.
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Mailbox Greetings

	

	Mailbox greetings are the recordings played to callers that reach your mailbox.  There are 3 different greetings that can be recorded. 

	

	[image: image5.png]Message I




	· An External Greeting played to those identified by the system as being outside callers, or to all callers if it's the only recorded greeting.

· A Temporary Absence Greeting with an expiry date for vacations, conferences, school breaks, etc.

	To record your External Greeting 

	
	1. Log into your mailbox and press 82 to access the Mailbox Greetings sub-menu. 

2. Then, press 1 to record an External Greeting.

3. To hear the current greeting, press 2.

4. To delete the current greeting, press 76.

5. Press 5 to start recording a new greeting, and # to stop the recorder. 

	To record your Temporary Greeting

	
	1. Log into your mailbox.

2. Press 82 to access the Mailbox Greetings sub-menu. 

3. Then, press 3 to record a Temporary Greeting.

4. To hear the current greeting, press 2.

5. To delete the current greeting, press 76.

6. Press 5 to start recording a new greeting and # to stop the recorder. 

7. To set the expiry date and time for a temporary absence greeting, press 9. 

8. Enter the month, day and time, pressing # after each entry.

9. To set the expiry time for one minute after midnight, 
you can press # for the time. 
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Managing Messages

	Playing your messages
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	1. Log into your mailbox and listen to the new message summary.

2. A Message Envelope will begin to play; to skip it, press 2.

3. To pause a message playback, press #; to resume play, press 2.

4. To skip back or rewind 5 seconds, press 1; to skip forward 5 seconds, press 3.

5. To go to the previous message, press 4. 

6. To go to the next message, press 6.

7. To delete a message, press 76 while listening to it or just after the message completes.  Press 76 again to restore it.

8. To log out of Meridian Mail, press 83.

Note:  New messages are kept indefinitely.  Once you have listened to a message and have not deleted it, it will remain for 14 days. 

	Sending messages

	
	1. Dial the person's 5-digit extension.

2. If there is no answer, leave a message after you hear their greeting.

	Tagging a message

	
	Tagging a message allows you to make it urgent, private, request acknowledgement or set up timed delivery.

1. After you record a message, press  # sign to stop recording.

2. Press 70 for message options.

3. Urgent, press 1.

4. Private, press 4.

5. Acknowledgement, press 5.

6. Timed, press 6.

7. Press 79 to send the message.

	Express Messaging

	
	Express Messaging is a quick method to send a message without the phone ringing and allows you to access special sending options. 

1. Dial 7001 from an in-District phone or 303-326-3001 when away from work.

2. Specify the target mailbox followed by #.

3. Listen for their personal verification.

4. Leave a message and hang up or press # and then 70 for special tagging instructions. 

	Message Composition

	
	Message Composition allows you to specify multiple mailbox destinations.

1. Login to your mailbox and press 75.

2. Enter the mailboxes, pressing # between each one and # when you are finished or press the distribution list number you have created followed by #.

3. Press 5 to record your message and # when you are finished.

4. Press 79 to send the message.

	Message Composition

	
	Message Composition also allows you to create a distribution list.

1. Login to your mailbox and press 85.

2. Enter a number from 1 to 9 to identify the list and press #.

3. Press 5 to create the list.

4. Enter mailbox numbers, pressing # between each one and # when you are finished.

5. To log out of Meridian Mail, press 83.
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