
VOICE MAIL 
 

TO ACTIVATE VOICE MAIL:   
1. PRESS 1390 (this is the voice mail extension number).   
2. When VOICEMAIL answers, PRESS * plus your EXTENSION NUMBER.   
3. Enter your PASSWORD, which will be your 4-digit phone extension (for the first time). 
4. Press # again to accept your password. 

 
The first time you access the VOICE MAIL system, you will be required to create a 
PASSWORD (1 to 12 digits), and your DIRECTORY NAME** (first and last name).  
Please make your PASSWORD private and unique to you or you may find others 
accessing your voice mail.  To create your GREETING, press 4 for personal options, 
then 1 for your primary greeting. 
 

TO RETRIEVE MESSAGES: 
1. If, when you lift the receiver, you hear a “stutter” tone, this indicates that you have voice 

mail waiting. 
2. PRESS 1390 (voice mail extension number). 
3. PRESS * plus your EXTENSION NUMBER. 
4. Follow the voice mail instructions. 
 
TO RETRIEVE MESSAGES FROM OFF CAMPUS: 
1. Dial 574-1390. 
2. You will hear the USAO Operator’s recording (“Welcome to USAO…”). 
3. While she is talking, press * plus your EXTENSION NUMBER. 
4. Follow the voice mail instructions. 

 
** Please note that the staff at USAO will not give out your telephone number to others.  You 
must set up your directory name if you wish others to access your phone number.



USAO Telephone Instructions 
 

OUTGOING ACCESS 
Dial 8 first, then the number you wish to dial.  Please keep in mind that long distance calls are prohibited (except 
to toll free or 1-800 numbers).   Dialing 0 will connect you with USAO’s campus operator during business hours 
(8:00am – 5:00pm).  In case of emergency, dial 0 for the operator during business hours or 911 after 5:00pm and 
before 8:00am.   As each dormitory room will be provided a telephone book, operator assisted Directory 
Assistance will not be available.  If needed, please use a pay telephone. 
 
ON CAMPUS CALLS 
Dial the four (4) digit extension you wish to reach.  Please do not dial the 574- first as this ties up an outside line.  
For example, Student Services’ number is 1278 and Nash Library is 1343.  
 
Please do not call the campus operator and ask for other dormitory or on-campus telephone numbers.  
Access the automatic telephone directory by dialing 1390 (the voice mail number) and pressing the # key.  You 
will be prompted for the name of the person you are looking for and given the extension number of that person.  
 
INCOMING CALLS 
Calls from locations on campus will be repeating two short rings while calls from off campus will be a repeating 
one long ring.  If you are unavailable, the system has been programmed to forward your call to voice mail after 
about three (3) rings.   
 
PLACING CALLS ON SHORT-TERM HOLD  
To place a call on hold, perform a hookflash and dial 7336.  You can either hang up or place another call.  To 
return to the call on hold, lift the handset and dial 7336 again.  Please note that after a few minutes, the call will 
roll over to USAO’s operator. 
 
CALL WAITING  
If you hear a short ring while the phone is in use, this means you have another call coming in.  You have three 
choices: 

1. Let the call forward to your voice mail. 
2. End the current call by hanging up.  When the waiting call rings, lift the handset to answer. 
3. Place the current call on hold by performing a hookflash and dial 7336.  You should be automatically 

connected to the waiting call.  To reconnect to the original call after termination of the second call, dial 
7336 again. 

 
CALL TRANSFER 
To transfer a call to an outside number or extension number: 

1. While on a call, perform a hookflash.  You should hear two short tones. 
2. Dial the second number. 
3. Either wait for an answer and announce the call OR just hang up and the call will be transferred. 

 
CALL FORWARDING 
With call forwarding, you can choose to send incoming calls to another extension number whenever you want.  To 
forward calls: 

1. Lift the handset and dial one of the following codes: 
• 7355 (Call forward all calls):  All incoming calls are forwarded without ringing at your phone. 
• 7356 (Call forward if no answer):  All incoming calls are forwarded if they are not answered in 

about three rings. 
• 7357 (Call forward if busy):  When your phone is busy, all incoming calls are forwarded without 

ringing at your phone. 
• 7358 (Call forward if no answer or busy):  All incoming calls are forwarded if your phone is busy 

or if you do not answer, as described above. 
2. Dial the extension number where you wish your calls to be forwarded to. 
3. Han g up. 

To cancel any call forward request: 
1. Lift the handset and dial the call forwarding code you used above. 
2. Han g up. 

 
Default Telephone Features 
This feature cancels do-not-disturb, call forwarding, and sets other program features back to the original settings.  
To do this, dial 7394 and hang up. 
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