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County of Cortland

Voice Mail Policies and Procedures

Updated for CallXpress
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February 2009
CallXpress Mail Voice Messaging

Mailbox Number: Your Extension Number is your Mailbox number.

Password: Acts as a security code to ensure that no one else has access to your Mailbox.

Initial Password: Same as your Extension Number.

Commands: The numbers and signs on the dial pad represent specific commands. You press the keys to tell CallXpress Mail exactly what you want to do.

Prompts: Prompts are given by a synthesized voice and explain which commands to use and tell you what other capabilities are available.  You Do Not Need To Wait Until Prompts/Greetings Finish.  Bypass prompts by pressing # or enter another desired command.

How do you know if you have a Message in your

Mailbox

Office Phone: Your MESSAGE Indicator will be flashing, and/or the RED LIGHT will be on, OR when you lift your receiver you hear a INTERRUPTED Dial Tone.

Away from your office: You will need to call and Log into CallXpress Mail to find out if you have messages.

_____________________________________________________________________________

How to Log onto CallXpress 

                  Mail

From your Office Phone:

Lift receiver or press Extension Key

Press MESSAGE key or dial 7000

When Answered:

Press #

Enter your Password

Press #

How to Log onto CallXpress 

                  Mail

From Any Other Touch Tone Phone:

Outside Bldg.
Dial: 758-5550

Inside Bldg.
Dial: 7000

When Answered:

Enter your Mailbox Number

Press #

Enter your password

Press #

You will receive a prompt summarizing your Mailbox.  You may begin playing your Messages or enter another command.

How to Log Off: Hang up or Press RLS Key

Main Menu

Listen to messages (unread, then read)



Voice messages


Press 1


Messages from outside callers
4


Messages from a specific mailbox
5


All messages


9

Listen to saved messages


Press 5

Listen to deleted messages


Press 7

Listen to Selected Messages

Press 6


Listen



1


Forward group


2


Delete group


4


Save group


5

Record and send a message

Press 2


Speak your message,


Stop Recording


2


Approve for sending

#


Cancel Message


**


Pause or continue


2


Back up 5 seconds

3


Discard or start over

4


Review



6


Advance 5 seconds

9


Set routing options

0

Set User Options:



Press 3


Personal Options 


1

Message Options


2


Automated attendant options
3


Record your standard greeting
4


Record your busy greeting

5


Record your out-of-office greeting
6
Setting Up Your Mailbox

Change your busy greeting

Press 3131

Change your name recording

Press 315

Change your out-of-office greeting

Press 3133

Change your password


Press 314

Change your standard greeting

Press 3132

Set Automatic message forwarding

Press 324

Set immediate message notification

Press 311

Set message presentation ordering

Press 325

While listening to Messages

Pause




Press 1

Forward




Press 2

Delete




Press 4

Save




Press 5

Review




Press 6

Reply




Press 8


Select mailbox

1


Record


2


Transfer to extension
3


Transfer to number
4


Cancel Transfer

**

Increase playback speed


Press 14

Decrease playback speed


Press 17

Increase playback volume


Press 16

Decrease playback volume


Press 19

Skip ahead 5 seconds


Press 9

Skip back 5 seconds


Press 3

Skip to next message


Press 7

Info/Group Options:


Press 0


Message Info

0


Select message

1


Cancel Selection

2



Select all messages 
7


Cancel all selections
8

After Recording a Message
Leave a number where you can be reached
Press 08

Mark the message urgent


Press 02

Request a return receipt


Press 05

Request future delivery


Press 01

Restrict forwarding of the message

Press 03

To check your voice mail from another phone, Press * # and enter mailbox number
VOICE MAIL POLICY

Administrative:

· Stored messages will be erased after 10 days
· Passwords should be changed every 3 months
· Greeting freshened as needed
It is the intent of the Cortland County to add the voice mail feature to make us more responsive to our constituents. In that spirit, even with voice mail, we will still strive to provide human contact to our constituents when they call. The voice mail system should only be used as a back up when we are on the phone or otherwise unavailable to take calls. We should never leave our voice mail on when we are in and available.  We are, after all, in the business to serve the public.

It is also the policy of Cortland County that no profanity or abusive language shall be used on the voice mail system, no matter what the circumstance.

Alternative outside business cannot be run on Cortland County Voice Mail.

If it is determined that any Cortland County mail policy is being violated, the County may review the circumstances and remove voice mail from the offender's use.

Voice Mail should be used as additional coverage when you cannot take a call. It is the responsibility of each voice mail user to listen to voice mail at least daily, and to respond to the messages as needed.  The voice mail will only be as effective as those who use it.
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