MERIDIAN Mail-Voice Messaging Instructions

LOG ON-TO ACCESS YOUR MAILBOX

1. Dial the Meridian mail number: 3-4018 or Off-Post 568-4018.

a. (If you have a message key, press that instead-you will automatically be routed to 568-4018)

b. Wait until Meridian Mail answers

2. Dial your mailbox number (same as your 7 digit phone number)

3. Press #

4. Dial your password (same as your 7 digit phone number, until you change it).

5. Press#

TO CHANGE YOUR PASSWORD

1. Access your mailbox

2. Press 84

3. Dial new password (4-16) digits

4. Press#

5. Dial new password again

6. Press #

7. Dial your old password

8. Press 3

To record your name (personal verification):

1. Access your mailbox.

2. Press 89.

3. Press 5 to record after the beep.

4. Press # to end the recording

To record your greeting (external or internal):

1.  Access your mailbox

2.  Press 82.

3. Press 1 for external greeting or 2 for internal greeting

4. Press 5(start speaking after the beep).

5. Press # when finish recording.

6. To review the greeting, press 2.

(NOTE: When recording your greeting, be sure to include a “way out” of your mailbox for the caller.  The options are: Dial “0” for the switch board or “0” followed by the extension number, and “#” to reach another extension.)

To listen to your message:

1. Access your mailbox (you will hear how many new messages you have).

2. Press 2 to play the message.

Options available while listening to messages:

1. Press 1 to skip backwards 5 seconds.

2. Press 3 to skip forward 5 seconds.

3. To pause, press #. To continue press 2.

4. Press 76 to delete message.

5. Press 9 to call a sender (internal only).

6. Press 71 to record a reply to sender of message (further instructions will follow).

To record and send a message:

1. Access your mailbox.

2. Press 75.

3. Enter the first mailbox number, then press#.

4. Continue to enter mailbox numbers followed by a # until you have finished, then press # again.

5. Press 5 to record.  Wait for the tone.

6. Press # when finished recording.

7. Press 79 to send the message.

Express messaging:

1. Dial the express messaging number: 3-8033 or Off-post 568-8033.

2. Dial the mailbox number of message recipient.

3. Press # (start speaking after the tone).

4. Hang up when finished.

