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Cloverpark Technical College AVST Reference Guide


Gaining Access to Your Mailbox

Follow these simple steps to start using CallXpress.

1. Call the Internal Voicemail   number 6099 from your telephone.

2. Enter the default security code 1234.
3. Follow the tutorial prompts to set up your new Voicemail box.
Performing Common Tasks
If you want to … 


Then enter …

Listen to new messages 


1

Listen to saved messages


5

Listen to and recover messages

 you’ve marked for deletion 

(in this session only)


7
Review, forward, delete, or save 

Messages you’ve selected

6
Record a message for another 

Subscriber



2 
After Recording a Message
If you want to … 


Then enter …

Mark the message urgent


02

Request a return receipt


05

Request future delivery


01

Restrict forwarding of the message
03
While Listening to a Message
If you want to … 


Then enter …

Increase playback speed


14

Decrease playback speed


17

Increase playback volume

16

Decrease playback volume

19

Skip ahead five seconds

  
9

Skip back five seconds


 3

Skip to the next message

  
7
Setting Up Your Mailbox
If you want to … 


Then enter …

Change your busy greeting

3131






or 35

Change your name recording

315

Change your out of office greeting

3133






or 36

Change your password


314

Change your standard greeting

3132






or 34


Set automatic message forwarding
324

Set Immediate Message Notification
311

Set message presentation ordering
32

A Few Tips

1. When using your telephone user interface if you need help press the pound key and CallXpress will replay the options available to you.

2. If you need to go back to previous options, press the star key to back up one menu in CallXpress.

3. While listening to your voice messages you may press 0 then to press 0 again to hear the date, time and sender information.

4. To access your Voicemail messages from offsite dial 253-589-6099 press * then *, Voicemail will ask you to enter your mailbox number. Enter your 4 digit extension number and Voicemail will prompt you for your passcode.

