
 
 
 

Faculty and Staff Voicemail Instructions 
 

On Campus Mailbox Initialization (First Time Logging In): 
 To log into your mailbox dial 4000. 
 Once you dial 4000 you will prompted to input your password. 
 Input your password using the keypad and press #. 
  -By Default your password will be 25803. 
 You will be prompted to change your password. 
 Input a new password and press #. 
 A Tutorial will play and guide you through setting up your mailbox 
 
Off Campus Mailbox Initialization (First Time Logging In): 
 To log into your mailbox dial 508-626-4995. 
 Once connected, press # to access your mailbox. 
 Input your mailbox number (Your extension) and press #. 
 Input your password using the keypad and press #. 
  -By Default your password will be 25803. 
 You will be prompted to input a new password. 
 Input a new password and press #. 
 A Tutorial will play and guide through setting up your mailbox. 
 
On Campus Voicemail Access 
 To log into your mailbox locally, dial 4000. 
 Once you dial 4000, you will be prompted to input your password. 
 Input your password and press #. 
 You will be logged into your voicemail box. 
  
Off Campus Voicemail Access 
 To log into your mailbox off campus, dial 508-626-4995. 
 Once connected, press # to access your mailbox. 
 Input your mailbox number (Your extension) and press #. 
 Input your password using the keypad and press #. 
 You will be logged into your voicemail box. 
 
 
 
 
 
 
 
 
 



 
 
To Access You Messages 
 Once logged into your mailbox, press 1. 
 Upon hitting 1 the follow options are available: 

To replay the message press 4. 
For details press 5. 
To delete a message press 7. 
To reply press 8. 
To call the sender press 88. 

  To forward a message, press 0, then press 6 
  To save a message press 9. 
   You may also access saved message by press 12. 
 
To Send a Voice Message 
 Once logged into your mailbox, press 2. 
 Record your message and press #, when done. 

Input the extension and press #, or say the name of the person you’d like to send the 
message to. 
To send your message press #. 
 

To change your password 
 Once logged in press 4, 
 To change your password press 1, 
 Input your new password and press #. 
 
To record/rerecord a custom greeting: 
 Once logged in press 4, 
 To change your greeting, press 3 
 To change your personal greeting press 1 
 To change your away greeting press 1, or press 2 for your busy greeting. 
 
To record/rerecord your name: 
 Once logged in press 4, 
 To change your greeting, press 3 
 To change your name, press 3 
 The system will play the currently recorded name 
 To change the name press * 
 Record your name and press # when done. 
 Press # to confirm. 
 
 
 
 



 
 
 
To set up voicemail to email functionality 
 

 
To setup voicemail functionality open your 
web browser and load the webpage 
http://voicemail.framingham.edu (on 
campus) into your web browser.  
 
 
 
 
 
Input your mailbox number (extension) and 
the password you created upon initializing 
your mailbox. Press “Log In”. 
 
 

 
 
 
 
 
 
 
Once logged in you will see a grey navigation bar on the left side of the 
screen. Press the “Notify Me” button to set up voicemail to E-mail. 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
After pressing “Notify Me” on the navigation bar, check off the box that says “Email me a 

notification for each voice message” and fill in your email address in the text box labelled “To email 
address”. Check off the “Include the recording” checkbox if you would like to receive a .wav file 
attachment of your voicemail. 

 
Press save and you will begin to receive notifications via email that you have new voicemail. 

http://10.3.116.29/

