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1. LOG ON/ACCESS YOUR MAILBOX 
1. Dial the voice mail number, 5-7373, or from outside of the 

district dial 715-345-7373 
2. Dial your mailbox number. 
3. Press # 
4. Dial your password.   
5. Press #.   
 

2. LOG OFF/TO EXIT YOUR MAILBOX 
When finished with mailbox procedures, press 83 or hang up. 
 

3. CHANGE YOUR PASSWORD 
1. Access your mailbox. 
2. Press 84. 
3. Dial the old password followed by #.   
4. Dial the new password (minimum 4-digits) followed by #.   
5. Dial the new password again followed by #. 
DEFAULT PASSWORD is prefix 00 plus your mailbox 
number. 
 

4. PERSONAL VERIFICATION(announces your name)   
1. Access your mailbox.   
2. Press 82 then 9 (existing verification is announced).   
3. Press 5, then speak your name at the tone.   
4. Press #.   
 

5. RECORD YOUR GREETING 
1. Access your mailbox.   
2. Press 82 
3. Press 1 for external greeting or press 3 for temp. greeting.  
4. Press 5 (begin speaking after the tone).   
5. Press # when finished recording.   
6. To listen to the greeting, press 2.   
 NOTE:   “0” has been added to all district mailboxes as a 

“way out” for callers.  If you wish to change to a specific 
extension see item #18.  

  NOTE:  If you make a mistake while recording 
   

 
6. ASSIGN STOP DATE TO TEMPORARY 

GREETING 
1.  Access your mailbox. 
2. Press 82 
3. Press 3 for Temporary greeting 
4. Press 5 (begin speaking after the tone) 
5. Press # when finished recording. 
6. Press 9. Follow prompts for adding stop date. 

7. LISTEN  TO YOUR MESSAGES   
1. Access your mailbox (quantity of messages is announced).   
2. Press 2 to play the message.   
3. Options:   
 - 1 to skip backward 5 seconds 
 - # to pause 
 - 2 to start message  
 - 21 to slow down message 
 - 23 to speed up message 
 - 3 to skip forward 5 seconds 
 - 4 to go to the previous message 
 6 to keep your message or go to the next msg 
 - 9 to call sender of message 
 - 71 to record a reply to sender 
 - 76 to delete 
 

8. EXPRESS MESSAGING FROM INSIDE THE 
DISTRICT  

1. Dial the express messaging number, 5-5253. 
 From outside the district 715-343-5253 
2. Enter the mailbox number of the person you are leaving the 

message for followed by #.   
3. After the prompt and tone, record your message.  Note: to 

bypass the prompt once it starts you may press # and leave 
your message. 

 
9. TO TRANSFER A CALLER TO EXPRESS 

MESSAGING INSIDE THE DISTRICT 
1. Transfer the call to the express number, 5-5253. 
2. Dial the mailbox number of the person they wish to leave a 

message for followed by #.   
3. Complete the transfer quickly so that the caller can hear the 

prompt to record a message.   
 

10. REPLYING TO MESSAGES 
You can record a reply to a message sender, and send your 
reply to all the other recipients of the message, if they are 
known to voice mail (using district voicemail).   
 
TO REPLY TO SENDER 
1. Immediately after listening to the message, press 71 to 

reply to the sender.   
2. When you are ready, press 5 to record your reply.  Wait for 

the tone, then begin recording.   
3. When you have finished recording, press #.   
4. To send the message, press 79.   
 
TO SEND A REPLY TO ALL RECIPIENTS 
1. If you want to play the list of recipients to whom your 

reply will be sent, press 72.   
2. Press 74 to reply to all recipients.   
3. To record and send your reply, repeat steps 2 to 4 above.  
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11. CALLING THE SENDER 
After listening to a message, you can automatically place a call 
to the sender of the message, if the sender is known to voice 
mail (using district voicemail).  
 
TO CALL THE SENDER 
1. Immediately after listening to the message, press 9 to call 

the sender.   
2. Speak to the sender or leave a message.   
3. When you have finished your call, hang up.   
 

12. FORWARDING MESSAGES (Send to another 
mailbox) 

1. After hearing the message, press 73 to forward.   
2. Enter the mailbox number or distribution list to which you 

want to forward the message, then press #.  Repeat this step 
for any other mailboxes or distribution lists.  End by 
pressing #.   

3. To record an introduction, press 5, wait for the tone, then 
speak.  End the recording by pressing #.  

4. To send the message, press 79.   
 

13. CREATE A MESSAGE (To one or more mailboxes) 
1. Access your mailbox. 
2. Press 75. 
3. Enter the mailbox number (s) followed by # after each mail 

box.  A second # (##) tells voice mail you have entered the 
last mailbox number (press 0# to remove a mailbox 
number).   

4. Press 5, wait for the tone, record message, press #.   
5. Listen for additional options such as, erase, skip, pause, 

etc., if needed.   
6. Dial 79 to send the message.   
 

14. MOVING AROUND IN YOUR MAILBOX (“GO 
TO”) 

1. Access your mailbox.   
2a. To listen to each message description (without listening to 

the message), press 6 to scan each message.   
2b. To move back to the previous message, press 4.   
2c. To move to a specific message, press 86, then dial the 

message number followed by #.   
 

15. CREATE A DISTRIBUTION LIST 
1. Access your mailbox 
2. Press 85.  
3. Enter a “list” number 1 thru 9 followed by #.  
4. Press 5, enter mailbox numbers separated by a #, and press 

# again at the end of the list.   
5. Press 2 to review the entries.   
 

16. H  E  L  P 
- - FOR GENERAL INFORMATION PRESS * 
- - FOR MESSAGING INFORMATION PRESS 7* 
- - FOR MAILBOX FEATURES PRESS 8*

 
17. TAGGING MESSAGES 

When you create a message you can tag it to indicate that you 
want it handled in a special way.   
You tag a message before sending it.  You can use one or more 
tags per message, and you can remove and change tags.   
1. After recording a message, press 70. 
2. For Urgent delivery, press 1. 
 For Private, press 4 
 For Acknowledgment, press 5. 
 For Timed delivery, press 6. 
3. To send the message, press 79.   
 
To tag a message without waiting for the prompt, enter the full 
number of the tag, for example, to tag a message urgent and 
private:   
1. Press 701 (for Urgent) 
2. Press 704 (for Private) 
 
To specify timed delivery (max. 30 days):  
1. Press 70. 
2. Press 6. 
3. Enter the month #, day #, hour and minutes #. 
4. Press 1 for a.m., 2 for p.m. 
5. To send the message, press 79.   
 
Before sending a message, you can remove a tag, press 70, then 
retag.   
- Urgent to Standard, press 2 
- Private to not Private, press 4 
- Acknowledge to no Acknowledge, press 5 
-      Timed delivery to no Timed delivery, press 6 
 

18. CHANGING YOUR ZERO OUT (REVERT DN) 
While logged in to your mailbox, press 80 for mailbox options, 
then press 1 to review your current zero out number.  A prompt 
tells you the current custom operator number. 
To change the number, enter the new zero out number followed 
by the number sign #. 
 

19. MAILBOX SHORTCUTS 
After you have accessed your mailbox, you don’t need to wait for 
“Joan” to finish speaking before pressing a number.  For example, 
you can press 82-1-5 and begin recording a greeting.  You don’t have 
to wait for “Joan’s” instructions. See item #5. 
 
While logged into voice mail, you can press 0, another extension 
number and the # sign to go to another extension.  For example, 
01234# will take you to extension 1234. 
 
When you’ve reached a voice mail box on this system, you can press 
# to bypass the user’s greeting and begin leaving your message at the 
tone.  Listen to the greeting long enough to ensure you’re in the 
correct mailbox before pressing #. See “note” in item #8. 
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Multimedia Messaging 
CallPilot keypad commands:  
Message commands 
7 1 Reply 
7 2 Play envelope 
7 3 Forward 
7 4 Reply to all 
7 5 Compose a new message 
7 6 Delete/Restore 
7 9 Send (after Compose, Reply, or Forward) 
7 0 Message Options (1-Urgent, 4-Private, 
5-Acknowledge, 6-Timed Delivery, 7-Attach) 
Mailbox commands 
8 1 Login 
8 2 Greetings (1-External, 3-Temporary,  
9-Personal Verification) 
8 3 Disconnect 
8 4 Password Change 
8 5 CallPilot Tools (2-Remote Notification, 
4-Return to Speech, 5-Distribution Lists) 
8 6 Go to a specific message 
8 9 Change List (to and from e-mail messages) 
8 0 Mailbox Options (1-Custom Operator, 4-Autologin, 
7-Block Messages) 
Playback controls (during a message) 
2 1 / 2 3 Decrease / Increase Speed 
2 4 / 2 6 Decrease / Increase Volume 
Always available 
* Help # Cancel/Exit/Stop 
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