
	

CISCO UNITY VOICEMAIL 
SIMPLE STEPS 

	
	

 
INITIALIZE YOUR MAILBOX 

From your desk, Call Unity by pressing your programmed Voice Mail button or by dialing the Voice Mail system 
extension for your building/location.	 

Begin the Unity Voicemail tutorial.  
 Enter your TEMPORARY password (123412) 

Follow the steps to: 
1) Change your password - REQUIRED. 

Password Guidelines: 
Must be a minimum of 6 digits 
Cannot begin with 0 (zero) 
Cannot be repeated digits (111111, 333333, etc.) 
Cannot be sequential digits (123456, 987654, etc.) 
Should NOT include your extension number 

2)  Record your first and last name. 
3)  Record a personal greeting – Recommended. 

Example:  “Hello, this is Jane Smith. I am currently on another call or away from my desk.  Please leave a 
message after the tone, and I will return you call as soon as possible. Thank you.” 
Example:  “Hello, this is Jacob Johnson. For today < insert date > or For the week of < insert dates > I am in the 
office.  If you’ve reached my voicemail, I’m either on another call or stepped away from my desk.  Please leave 
a message after the tone and I will return your call as soon as possible. Thank you.” 

 

Make sure you hear the voice say “You’ve completed registration” before you hang up . 
 
 

ACCESSING YOUR VOICEMAIL BOX 
 

INTERNALLY: 
  From your desk  - Press your programmed speed dial or voice mail button.  You can also dial the Voice Mail 

system extension for your building/location  
(You will hear your name) 

  Enter your password, then press #. 
  From someone else’s desk (or if you are part of a shared voice mail box group  - 

Press your programmed speed dial or voice mail button.  You can also dial the Voice Mail system extension for 
your building/location 

Press the * key, Enter your  10-digit mailbox number , then press # 
Enter your Password, then press # 

EXTERNALLY: 
Call your personal direct dial number. 
When you hear the greeting start to play, press * 
When asked to enter your User ID…Enter your  10 digit phone number , then press #. 
When prompted, enter your password, then press #. 

 
 

MAIN MENU IN VOICEMAIL 
1: To review NEW messages 
2: To SEND a message 
3: To review SAVED messages 
4: SET UP Options 
5: Message locator 
*: Exit 
0: Main menu help 
#: Repeat menu 

 
 
 
 



 
 
 
 
 
 

CUSTOMIZING YOUR VOICEMAIL 
Call into voicemail (see above) 
Press   4  : Set up Options 

 Press 1 for Greetings 
Press 1 to record your STANDARD greeting – greeting your caller will hear unless the Alternate is active 

Press 2 to turn your ALTERNATE greeting on/off (see steps to record an Alternate Greeting) 
Press 4 to hear all greetings 

 

Press 3: for Personal Settings 
Press 1 to: Change password 
Press 2 to: Change recorded name 

 

To record an ALTERNATE (Out of Office) Greeting  – You can record an ALTERNATE GREETING, which will allow you to 
set an end date/time of when the Alternate Greeting is active, or leave the Alternate Greeting active indefinitely until you 
turn it off.  Access or Dial into Voicemail, then 

Press 4: Setup Options 
Press 1: Greetings 
Press 2: Turn your Alternate Greeting on/off 

Press # to leave your alt greeting on indefinitely until you turn it off 
Press 1: To set an end date and time… 

Press 0: For later today 
Press 1: For tomorrow 
Press 2: For two days from now, etc. 
Press 9: To set a Month, Day and Time to turn off your alternate greeting 

Month: Press the month 1-12 followed by # (ex. April…enter 4#) 
Day:  Press the day 1-31 followed by # (ex: the 10 th …enter 10#) 
Time: Enter time to the minute followed by # (ex. 8:15…enter 815#) 
For AM: Press 1 
For PM: Press 2 

Press 1: To record or re-record your alternate greeting. 
Press 2: To turn off your alternate greeting. 

 
HEAR A NEW MESSAGE—Press 1 

To review NEW messages—press 1.  
To review SAVED messages—press 3. 
While listening to the message, use the following Playback Controls: 

1:  Rewinds the Message 
2:  Pause or Resume the Message 
3:  Fast forward the Message 33: Takes you to the end of the message 
4:  Slows Message down  
5:  Plays message properties 
6:  Speeds Message up  
#:  Skip or move ahead 
*:  Exit or cancel 
Or press 0 for Help Options 

After listening to the message – use the following Options: 
1:  Skip back 
4:  Replay the Message 
5:  Plays message properties 
6:  ## to Forward Voice Mail Message Using 10 Digit Number 
7:  Delete 
8:  Reply 
9:  Save 

 
TO SEND A MESSAGE—Press 2 

To send a message to someone, press 2 (at the main menu).  
Then follow the voice prompts to address and record the message.



 


