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Voice Mail Description and
Operating Instructions

Overview

Voice Mail Is a TeleTravel Service feature that allows you, the subscriber, to
record, send, and retrieve messages 24 hours a day, seven days a week,
from virtually any touch tone telephone in the Cnited States and key
international locations. The convenience of Voice Mail is yours for just 39
cents per minute.” You can change your greeting, scan messages, retrieve
messages, or simply check to see if a message has been left. And, you can
record and send messages to individuals or groups.

It costs callers nothing to leave messages for you from anywhere in the U.S.
Just give callers your Voice Mail 800 number and mailbox number. Easy-to-
follow prompts make it simple to leave Voice Mail messages. Callers are not
able to leave messages from outside the U.S.

You can, however, access your messages when traveling in foreign locations
where AT&T TeleTravel Service Is available. You'll pay 39 cents per minute,
plus the intemational calling rate for the country from which you're calling.

These instructions are meant to be a reference guide to the audio prompts
you'll hear when accessing Voice Mail.

To Get Help

If you need help at any time while using Voice Mail, press (3] [ to listen to

the audio prompts. When not in the system, dial 1 800 545-8210 for
Customer Service.

To Exit Voice Mail

To return to the Voice Mail Activity Menu, press [ (). To return to the
TeleTravel Service Main Menu, don't hang up, press & (@ ().

*The AT&T TelcTravel Service Voloe Mail feature requires an additional #1month maUbox fec.
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Voice Mail Glossary

Header

A spoken sumimary of a message in vour mailbox: “Message from John
Smith, delixzered 12:035 a.M., Thursday, April 1st, mailbox
wddress: 41234."

Outgoing Message
A message you record to send to others. Remember, vou can only send
messages to others on the TeleTravel Voice Mail network.

Incoming Message

A message received from someone who ealls your 800 Voice Mail number.

Volice Mail/Actlvity Menu
The initial set of options you access upon activating Voice Mail.

Sub-Menu

The additional options that are accessible from the
Voice Mail/Activity Menu.

Mailbox/Address
Your personal five-digit mailbox address.

File Cabinet
A portion of your mailbox reserved for filing copies of outgoing messages.

Maillng List
A convenient way for vou to send messages to several people at once,

Recording/Playback Controls
Controls that provide the user with the ability to perform certain

functions while recording or sending messages (see Appendix: Control
Commaends).

—
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Accessing Voice Mail

To Access Voice Mail

1. Enter the TeleTravel Service 800 Access Number.

2. Enter vour Authorization Number and PIN f#].

3. Press () [ after you hear “Please dial now.”
You'll then hear “Please stand by, you are being connected (o Voice Mail.”
You will need to record vour name the first time you access Voice Mail.

Each time you access Voice Mail, the system will announce vour name
and/or mailbox number, the number of messages vou received, and the
Voice Mail/Activity Menu options.

Changing Your Name Announcemem
If vou want to change vour narue announcement, proceed as follows:
1. Press TG
2. Speak your name after the tone.
J. Press [
4. To rerecord, press [1].

To approve, press (3] (&.

_ Name Announcement Controis -
Playback

Voice Mail/Activity Menu

By pressing the keys on a touch tone phone, vou can perform the
following functions:

Record messages.

@] Get messages.

3 Administer greeting.

{4 Review outgoing messages.

) Create lists. Record your name.

Scan messages quickly.
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" ach of thése features has a sub-menu of additional options, which are
duescribed in detail on the following pages. Features {10, [2), and B are voice
prompted. Features {4, [2). and [ are not voice prompted.

Recording and Sending Messages

The Record Messages feature [[] on the Voice Mail/Activity Menu

Basic Commands provides the following:

Ifere are some of the basic Voice Mail commands:

* Record and send messages.

¢ Modify messages.

Deseription Conunand
. ’ ; ’ : * Address messages (Personal Directory).
AdAressipp mm . e e o T i A e P e o S R ST R Q4] )
¢ Schedule delivery of message and file a copy of message.

Delete MESSALES .........eicrieeiriereiecieriesieeie e esamteeesnrasssneassessssasssesansesasnsannn 0]
Access Telpful Menu Oplions ...........coocieieeceivieeieericrceneeeesiesessnsesnees 3] To Record a Message:
LIORI st s M oo oy B e 0 L Y, e ) o EEAE 1. Press[@
ISt DAst8s A0 o i O e e e 0 it 2 S TS g SRR i ® Speak the message.
SPCCIAL OPUOMS erveeeeeereereseeereseeemsereesesseesseseessemseeasssemsenees et essessnanensen & 3. Press [ to indicate that you are finished with the message.
DT CTOTY: i, 2 et et ot e ot s as s s s (TR Rl a e s g ¥ B e AR 4. Press (] B w approve the message.
Restart Voice Mail/ACtvity MeNU .......cooceieieermmis vtimeesenrenreiensessennens ) 5. Send the message (see Sending Messages t0 Individuals).

Recording Controls

Pause/Continue
Pausesi=, S, oo . k! Press {1] to pause
Continue ................ Press [] again to continue
Playback ......ccceeeeiereeeeerinreniennirenees press [ (B]
Delete and Rerecord......................... Press B [0
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Sending Messages to Individuals

Remember, 10 send a message, the recipient must also he a TeleTravel
Scerviee Voice Mail subscriber.

To Send a Message AHer It Has Been Recorded:

1. Enter the recipient's five-digit mailbox “address,” followed by f£).

2. Listen to the address.

J. Repeat for each person who should receive the message.

4. DPress (3 [@ for delivery instructions.

5. Press [ ] to send the message now. To schedule a message for
future delivery, see Scheduling Future Delivery.

For Options:

Press (3 (M co access Optinns Menw.

Press [T to mark the message “Pricate” and prevent forwarding.
Press {1 again to remove the Private stusis.

Press (3] to make the message “Priority.”

Press (@] again to remoce Priority status.

Press to exit Options Menu.

Sending Messages to Lists

Before you can send a message to a list, vou must create one
(see Creating Lists).

To Send Your Recorded Message to a Predetermined List:

-

Press (1 G.

If vou are the list owner, press [&), or enter the list owner’s address
(maitbox number) and press [#].

Enter list ID (name) and press (#.

Press [ [#] for delivery instructions.
Press [# [#] to send now.

T EENNNINEEERNINR

Scheduling Future Delivery (And to File a Copy)

After recording and sending the message ([ [#) indicates vou have
approved the message and wish to send it at anocher time), you can
schedule its delivery as well as file a copy.

To Schedule Future Delivery:

1.
2.
J.

Enter delivery time (for example, enter (4 [@ G for 4:05).
Press [&) for At or [F] for P, then press 4.

Enter delivery month and day and press [&] (for example,

enter (5] @ [ for May 2).

Note: If your specified time is within 24 hours,
you do not have to enter the month and day.

Listen while the Voice Mail system repeats the time and date.
If the schedule is incorrect, press [ (2] to delete and reenter time
and date. If the schedule is correct, press [ (#).

To file a copy, press [¥] (ves) or [V (no).
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Voice Mail Description and
Operating Instructions

Overview

Voice Mail is a TeleTrave! Service feature that allows you, the subscriber, to
record, send, and retrieve messages 24 hours a day, seven days a week,
from virtually any touch tone telephone in the United States and key
intermational locations. The conveaience of Voice Mail is vours for just 39
cents per minute.® You can change vour greeting, scan messages, retrieve
messages, or simply check to see if a message has been left. And, you can
record and send messages to individuals or groups.

It costs callers nothing to Jeave messages for vou from anywhere in the U.S.
Just give callers your Voice Mail 800 number and mailbox number. Easy-to-
follow prompts make it simple to leave Voice Mail messages. Callers are not
able to leave messages from outside the U.S.

You can, however, access your messages when traveling in foreign locations
where AT&T TeleTyaoel Service is available. You'll pay 39 cents per minute,
plus the intemational calling rate for the country from which vou're caling.

These instructions are meant to be a reference guide (o the audio prompts
vou'll hear when accessing Voice Mail.

To Get Help

If vou need help at any time while using Voice Mail, press [ [8) to listen to
the audio prompts. When not in the system, dial 1 800 545-8210 for
Customer Service.

To Exit Voice Mall

To return to the Voice Mail Activity Menu, press [ 8. To return to the
TeleTravel Service Main Menu, don’t hang up, press & (& (.

*The ATKT TeleTravel Service Voloe Mail farure requires an additiona) K15/month mallbox fec.
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'Reviewing Outgoing Messages

The Review Outgoing Messages (eature {4 provides the following:

* Review, modify, or delete messages that have been scheduled for
future delivery.

* Review and delete headers for messages that have been delivered.

Note: This feature does not have a voice prompt at the main
Activity Menu.

To Aeview an Outgoing Message:
1. Press [4 to access your file of outgoing messages.
2. Listen to the message header.

J. Press [ and listen to the message.

Reviewing Messages Controls

Next I{eader
Playback Header

Delete Header (and Message)

To Modity an Undelivered or Filed Message:

1. Review messages (as explained above) until you find the message
vou want to modify.

2. Press [i) to modify the message.

3. Press (1] to start recording.
Press ] when vou are finished recording.
Press (3] [ to approve.

6. Resend message.

To Resend an Undelivered Message:
1. Press (@ [J to resend an undelivered message.
2. Press {x] [ to approve the message.
J. Press [ @ to finish addressing the message.
4. Press (9 [# wo approve delivery time.
5. Press M to file a copy.

EEEREEENENREKNEHSR

Getting Messages

The Retrieving Incoming Messages feature [7] on the
Voice Mall/Activity Menu allows you to:

* Listen to message headers.

* Listen to entire messages.

To Listen o an Incoming Message:
1. Press (@

2. Listen to the message header.
J. Press [0} and listen to the message.

4. Press (] after the complete message has been heard to save the
message.

S. Press (8 [2) to delete the message.

“Retrieving Incaming Messages Controls

Respond ........c..cocveereiemiceieierineaene Press [1)
Rewind/Playback ............coceree..e. Press (2] [B)
Playbaclt iz e s i b, Press
Delete ........oovuerieerenecereveeere e, Press [ [
Next Message ........cveveieeeerarieninns Press [#)
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‘Scanning Messages Quickly

The Scan Messages Quickly feature (7] lets you:
* Listen to headers only.
® Listen to messages only.

e Listen to both headers and messages.

Note: This feature does not have a prompt at the main Activity Menu.

To Scan Messages Quickly:
1. Press [7).

2. Choose onc:
Press (7] to scan headers and messages.

Press {3 to scan headers only (to listen to an 2ccompanying
message, press [0 after the header).

Press [3] to scan messages only.

J. Make selections and listen. Voice Mail will tell vou when it skips to

the next message.

Scanning Messages Controls

AL &
.............................................. Press [ (@

...................................

SRR SRRSO RY

Responding to Incoming Messages

To respond to an incoming message through TeleTravel Service Voice Mail,
the person to whom you are responding must also be in the TeleTravel
Service Voice Mail network. You have several response options:

* Send a reply to the sender (with or without attaching
the original message).

* Forward the original message with comments to others.

* Record a new message and send it to others without the
original message.

To Respond to a Message via Voice Mail:

1. Press [2) [, then follow instructions for Responding to Incoming
Messages.

2. Press [ to respond by Voice Mail.

To Attach an Original:
1. Press (3] to attach original or press [&] to send reply only.
2. Speak the message. Press [¥] ] to approve.
J. Press (8 & to send now.

To Forward With Comment:

1. Press [@.

2. Speak the message. Press [1] when done.
3. Press (3 [#] to approve.

4. Enter mailbox number and press ).

5. Press &) [#) to send now.

To Record a New Message:
1. Press[d.
2. Speak the message. Press {%] [# to approve.

3. Enter mailbox number and press {#) (repeat for more
addresses, or follow instructions in Sending Messagcs
to Lists).

4. Press B [@) to approve with options.
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Créhﬁng Lists

You may wish to create voice lists for groups of people with whom vou

(reyuently communicate, e.g., your sales team, suppliers, ctc. The following

commands describe how to create and maintain lists.

The Create Lists (cature (3] provides for the following:

e Generate and maintain lists.

¢ Change password technology.

Note: Do not attempt to change your password. This number is assigned

automatically for your protection and cannot be replaced.

Up to 25 lists can be created. You'll need to assign a list ID to each one. The
1D can be made up of one to six letters or numbers. The list can be marked
“Private” or “Public.” The Private marking prevents the message recipients

from forwarding the message to others or from accessing the list

Note: This feature does not have a prompt at the main Activity Menu.

To Create a List:
1. Press [E.

I

Press [ 0.

Enter list 1D (up to six letters or numbers) and press [#].
Press {1} for a Private list or press (&) for a Public list.

6. Repeat Step 3 until the list is complete.

=)
.

To Review the Entire List:
1. Press 3.
2. Press [ ().

J. [f you are the owner, press [#] or enter list owner's “address”
(Public lists only) and press [#].

4, Enter list ID and press [#].

S§. Listen to names.

Next Name ..............

Delete Name

............

Press (3] [£) o approve the list.

Reviewing Lists Controls

Press #]
Press (¥ [0]

Previous Name

End Reviewing

Enter the recipient's mailbox number and press (#.

.........

[{%)

S AN SRER

Modifying Lists

Lists may be changed to accommodate additions, deletions, %
and corrections. L
(#8 ]
©
To Modify Lists: (=5
To modify lists, press [] and follow the steps in To Review the Entire List. =3
1. Press (1] to administer mailing lists. =
Press [] to create lists. .E
Press (7] to review lists.
Press ) to modify lists.
2. Enter owner’s mailbox number and press &), or %
if the list is yours, press (#]. =
. o
d. Enter list ID and press [#. 20
i o
Press [#] to skip. =
Press (3] [@) to delete. o
=3
Press [ to add or change entries. =
=

Press [¥) to modify status.
4. Enter mailbox numbers and press . When finished, press {8 & to

approve.
Quick Scanning of Lists -
The Quick Scan feature provides a summary of the list. ;
(e)
To Quick Scan: =
1. Press @) 0. =
a
2. Press @) =
o
3. Listen to the list summary. %
... . Scanning Lists Controls
= o
o
(de]



Personal Directorv/Addrcssing Messages

The Personal Directory allows you to use shorthand names (referred to as
“aliases™) instead of five-digit mailbox numbers when addressing messages.
Each person in your directory must be assigned a one- to 10-character
identifier (usually the person’s name). Remember, these people must be
TeleTravel Service Voice Mail users.

When sending mail to individuals, you can enter [# (4] to instruct the sys-
tem that you will be entering the one- to 10-character identifier instead of
the five-digit mailbox number. Just in case you forget the name or number,
vou can review the directory.

To Create a Personal Directory to Address Messages:

S.
6.

Press (3) (3.
Press [1) to add entries.
Enter the five-digit mailbox number and press #.

Listen to your entry’s name. If the name is incorrect, press (5 [2]. If
the name is correct, enter the alias (up to 10 characters that identi-
fy the subscriber) and press [#].

Repeat Steps J and 4 to add names.
Press (31 ®) to approve.

To Review Your Personal Directory Aliases:

1.

2.

Press (5] @).

To review all entries, press [@. To review speciflic entries, press [Z].
Enter specific alias vou want to review and press ).
Repeat for each alias.

Press (2] [ to retum to the Voice Mail Activity Menu,

Reviewing/Modifying Directory Controts

(While listening to each entry)
Y5 (3 Y [7: OO Press {#)
015 L] TR Press [# [F]
Previous Alias.......c.covvveeieieeeecrreennnnns Press (@]
End Reviewing.............ccoovueeeveneeenees Press 1 &

EEERRENRENENRE

Creating/Administering Your Personal Greeting

The Create a Greeting feature (3] lets you personalize the greeting that
callers who are not TeleTyavel Service Voice Mail subscribers will hear
upon calling your number. This feature lets you:

» Listen to the greeting in use.
¢ Record or change greetings.

¢ Use the system-generated greeting.

To Create a Greeting:
1. Press 7).

Press {1] to rerecord personal greeting.
When finished, press (& [ to approve.
To delete and rerecord, press &) [8).
Press [¥] to use personal greeting.
Press (1] to use system greeting.

Press {d] to listen to vour greeting.

Press [*] [# to choose which greeting to use.
Press [ to use personal greeting.

Press ([N] to use system greeting.

Helpful Hints and Shortcuts

* Voice Mail operates on Central standard time.
¢ Voice Mail messages can be up to 3¥: minutes long.
¢ You can press [ to pause the system while recording a message.

s Once vou know a command, You can often enter it without
listening to an entire prompt.

¢ You can press (# [ at any time to listen to the
Voice Mail Activity Menu prompts.

* To receive 2 message [rom vou, a person must also be an
AT&T TeleTravel Voice Mail subscriber.

¢ For help at any time, call 1 800 545-8210 to talk to a
Customer Service Representative.
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APPENDIX

Control Commands
The Voice Mail feature lets vou make use of a variety of controls while

recording, reviewing, and sending messages. The commands and
descriptions are listed below for easy reference.

Playback Controls

i}

Description Command
Rewifidm, . sb.. .. 0 B i b el e ) Press @)
Pause/Conlinue

PRUSR w«omy o i g o o 1 5585 Mt Phengemra e oy Pevssaniane Press [3) to pause

CONUIUE.......eoeveerereeeneeienrereaeseaeseenenersseserenne Press [3] again (o continue
T T L e o R P N S | MR Press [4)
BackilUp el sl ta. 2L e L L 5 S AT HoB . BB e Press )
Advance.........ocovceieeieeieenn BT IS SO TR S R Press [&]
SO CT o e 1 e s S o TS T S T 2 ST s L o Press (3]
SIOWer: o e il S e an e A s el e L Press [2]
FAS(ER. v o T 0, et M v o o Bhne - Sl il oo, T 0o A SETVERVETES Press &)
Lister/Replay

LASCOIIE, i ee o o T 20 T e T, e 02 P pavne B o, Press [2] to listen

REPIAY ...eieverieeerereeeeeeresentere e et s st s s enens Press (@) again to replay
Sliip ... e o L S B L B 8 e, e S B s
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.+, Recording Controls . . -

Description Command
Pause/Continue
PadTer . stllewm. rag. 0 mm . S0 o L Press [ to pause
CONUNUE.........ooeererrireeten e e meaeseesssessterenas Press [1] again to continue
Playback. . o st e e e BT it o i Bo v aesassuasisssnarsassiol Press [

Description Command
NEXt H@Aader ......ocvoveeeerereie et et e eeaenens R Lt Press
Playback Header ..........ovevicverecerrieieceeeeerieeeeresesessses e Press (2 G}
Delete Header and Attached MeSSages ..........ccooevevreevvecevereensninns Press [# (&)

Retrieving:Listening to Messages Controls

Description Cormmand
Respond sess S n 0, o il e, S S AR B e S Press (7}
ReWINA/PIAYDACK .....ccecimirereereneaeieiteteeneeeseneteee e se et aetenennsenes Press @ )
) U e e P e Press {0)
Deleter. fen a oo e e SRR L I N el S i Press 3] ©)
NEXE MESSIBC ...covveerieererieeicteesetete b iaetesessseese s enstessbesnsmenssanssesessnsaen Press &

. Scanning Messages Controls m

Description Command
Delete sum 5. 0, o ioems M0 M s gamere s o e B BT Mo laes Press [ (5]
NEXE MESSABE ....ccuveniericeicnreiereesiseesmsestestebestentesseessesesnensesnessensennisensan Press [#
Dewrlphon Command
NCXU NBIIC.......cocvuevieeteeeeiee et ieesasienieasse s e tasss et essssassenasssansantesssansantanes Press @
Delete Name.......c..cocceeiereiicriencereercrcte e s st Press &) [©)
Previous NaQme .......co.ccoeieuieiieniienreniesieesenstesstesssassasessansensssssassensassans Press ()
End ReVIEWING _....ocoiiieeiiiiciiiiiiviirries i cee e seeeeseeesssemteeeeessmmranens Press (3

Description Command
NEXEANAS .......voeceererreeeeeereeeeessaesestststessessasnssemsanteteanaetesessansansanante Press [¥]
072 (T S L NN - S NI (St Press B @)
Previous ANES ..ot ree e e este s s ee s Press [
ENd REVIEWING .....oveevceieceeeececteecceeraeeicvssesems s ssesnssssensanensannsens Press & @
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