
PhoneMail Decision Tree 
 On-campus  From Off-campus  
 Dial PhoneMail access Extension X1200 OR Dial PhoneMail access number 424-1200  
 Enter PhoneMail Box Extension and press #  Enter PhoneMail Box Extension and press #  
 Enter Passcode and press #  Enter Passcode and press #  

 

                                      H O M E S T A T E
  Record 

Message 
Press 1 

     Listen  
press 3 

   Transfer 
Out   

press 7 

    Answering 
Options  
press 8 

         Mailbox 
Options 
press 9 

    

                                      
Record Message and press *, then #                                 

            Return to 
Home 
State 

press # 

Transfer 
Out of 

PhoneMail 
press 0 

Disconnect   
press 6 

         Personal 
Distribution 

Lists  
press 1 

 Prompt 
Level 

press 2 

Passcode 
press 3 

Outcalling 
Schedule 
press 4 

Playback 
Options 
press 5 

                                      
                                      
Enter extension or 
distribution list and  

press # 

Enter 
Names 

        Personal 
Greetings 
press 1 

Answering 
Mode  

press 2 

    Personal 
Referral 

Extension 
press 3 

Subscriber 
Recorded 

Name 
 press 4 

    Standard Abbreviated     

                                      
                                      
Regular 
Delivery 
press # 

Special 
Delivery 
press 3 

Cancel 
Delivery 
press 6 

              Change 
press 1 

Keep  
press 4 

      Change to 
Standard 
press 1 

Change to 
Abbreviated 

press 2 

    

                                      
                                      
Return 
Receipt 
press 1 

Private 
press 2 

Urgent 
press 3 

Future 
Delivery 
press 4 

        Accept 
Messages 

press 4 

Do Not 
Accept 

Messages 
press 6 

 Record 
press 1 

Keep  
press 4 

            

                                      
                                      

One Time 
Delivery 
press 1 

Repeated 
Delivery 
press 2 

Cancel 
Delivery 
press 6 

Regular 
Delivery 
press # 

        Answer 
Telephone 

press # 

Do not 
Answer 

Telephone 
press 2 

     Create 
press 1 

Modify 
press 3 

Delete 
press 6 

Review 
press 9 

     

                                      
                                      
     Save  

press 4 
Delete 
press 6 

Replay 
press 73 

            Add 
Extensions 

press 1 

Review 
Lists  

press 3 

Delete 
Extensions 

press 6 

       

                                      
                                      
 Continue 

to next 
Message 
press # 

Answer 
press 1 

Forward 
press 9 

Transfer to 
Message 
Sender 

press 70 

   Change 
Regular 
Greeting 
press 1 

Change 
Alternate 
Greeting 
press 2 

Select 
Greeting 
press 3 

          Create/ 
modify 

Schedule 
press 1 

Outcalling 
Schedule 
On/ Off 
press 4 

Delete 
Schedule 
press 6 

Review 
Schedule 
press 9 

  

                                      
                                      
          Change 

No Answer 
Greeting 
press 1 

Change 
Busy 

Greeting 
press 2 

  Regular 
Greeting 
press 1 

Alternate 
Greeting 
press 2 

          Increase 
Volume 
press 5 

Decrease 
Volume 
press 9 

Decrease 
Message 

Speed 
press 7 

Increase 
Message 

Speed 
press 9 



 


