TUFTS UNIVERSITY VOICEMAIL INSTRUCTIONS

Access numbers for voicemail:

Boston campus:

64000 from any campus phone

617-636-4000 from off campus

Grafton campus:

88700 from any campus phone

508-839-8700 from off campus

Medford campus:

75300 from any campus phone

617-627-5300 from off campus

Voicemail instructions for all campuses:

LOGIN:

Dial the access number for your campus.

Enter your 5-digit mailbox number followed by #

Enter your password followed by #

Note:  For all new mailboxes, the Starter Password will be the same as the 5-digit mailbox number.

FORGET YOUR PASSWORD?

If you forget or do not know the password for your mailbox, dial ‘0’ from any campus phone and request a password reset.  Your password will be reset to ‘12345’ within 24 hours.

PASSWORD CHANGE:

On a new mailbox, you should immediately change your password for security reasons.  Your new password must be between 5 and 16 digits.  Make your password easy to remember, but difficult for others to learn.

To Change Your Password:

LOGIN to your mailbox.

Press 84

Enter your new password of 5 to 16 digits followed by #

Enter your new password again followed by #

To confirm the change, enter your old password followed by #

Note:  If you are changing the password for the first time on a new mailbox, when the system asks for your old password, it is referring to your Starter Password, which is the same as your 5-digit mailbox number.

PERSONAL VERIFICATION:

Record the name that is attached to your mailbox.

LOGIN to your mailbox.

Press 89

Enter your 5-digit mailbox number followed by #

Press 5, record your name at the tone, press # when you are done recording

Press 2 to listen to the Personal Verification (to re-record, press 5 and repeat above)

PERSONAL GREETING:

Note:  If you do not record a personal greeting, callers will hear a default greeting.

There are 3 types of personal greeting:


External Greeting:
Heard by callers from outside Tufts





Will also serve as your internal greeting if you do not record both


Internal Greeting:

Heard by callers from inside Tufts


Temporary Greeting:
For vacation or extended absence

To Record Your External OR INTERNAL Greeting:

LOGIN to your mailbox

Press 82

Press 1 for your external greeting (or press 2 for your internal greeting)

Press 5, record at tone, press # when you are done recording

Press 2 to listen to greeting

Press 76 to delete greeting (to re-record press 5 and repeat above)

