Quick Instructions for 

Setting Up and Accessing Dartmouth Voicemail 

SETUP

1. Dial 6-1111 to enter the Dartmouth Voicemail System.
2. Press # to enter your voice mailbox

3. Enter your voice mailbox number (phone number: 6-XXXX)
4. Enter security code (for first-time users, this is set to the default 12345)
5. Enter a new security code for your mailbox (5-10 digits in length; valid digits are 0 through 9;        new code must be different from current, and may not match mailbox digits), then press #
6. Press 4 to access the greeting menu

7. Press 6 to record your voicemail greeting.  Press # to end recording.

8. Press 5 to listen to your greeting. 
· If you are not satisfied with the recording, repeat steps 6 and 7.
9. Press 9, 9 to end the session

ACCESSING after Setup
1. Click on the blinking ‘Message Waiting’ light OR dial 6-1111 




         to enter the Dartmouth Voicemail System.

2. Press # to enter your voice mailbox

3. Enter your voice mailbox number (phone number: 6-XXXX)

4. Enter security code (new code that was setup on initial use)

5. Press 5 to listen to the messages

6. Press 7 to save (if you do nothing, it will automatically be erased)

7. Repeat steps 5 & 6 for remaining messages
8. Press 9, 9 to end the session

Full Instructions for the Dartmouth Voicemail system are available at http://www.dartmouth.edu/~dartalk/pdfs/voicemail_staff.pdf
