CX Quick Reference Card Octel® ARIA® Emulation
*Depend ing on how yo ur CX system is set up, this command ma y not b e availa ble. Please cons ult your system a dminis trator f or ad ditiona l information .
Main Menu
Aria Emulation


Access Message
Unread voice messages           1
All voice messages                   2
Saved messages                       5
Fax messages                           3



While Li steni ng
Transfer to operator                 0 0
Back up 5 seconds                       1
Return to start                          1 1
Pause / Continue                         2


Conti nued from W hil e Lis tening
Advance 5 seconds Advance to end Decrease speed Slowest speed



After Listening
3           Print (fax messages only)                    2
3 3           Review                                                 4
4           Play message info                               5
4 4           Forward                                               6
Listen to messages      1
Record an d send         2
a message

Email messages
Quit

4
*
Fax/Email Messages
Unread messages                         1
All messages                                2
Saved messages                           3

Play message info                            5
Increase speed                                 6
Fastest speed                                6 6
Change playback language              7
(Only for email messages)
Go to saved messages                  # #

Delete                                                  7
Reply                                                    8
Transfer to sender                            8 8
Save                                                     9
Skip message & mark as read             #
Go to saved messages                     # #
Quit                                                      *
Reco rd Message

Reco rding Options

Address Message

Send O ptions

Co nfirm Addressing
3
Locate messages


Stop and sen d             #
Stop and review           1


Send message                  #
Continue recording          5
Review message               1
Discard and re-record       *


Enter destination
Address by name



Mail box No.
#


Send                                   #
Review routing options      0
Cancel destination              *


Send
Enter destination
Address by name


*
Mail box No.
#
Locate Messages


Enter Number


Ro uting Optio ns
From another subscriber        1
From outside callers              2
Quit                                        *


Enter mailbox no.
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Mail box No.


Go to
While Listening

Restrict msg forwarding
Set urgent delivery
Return receipt notification
Set future delivery

1     Leave callback no.            8
2     Send message                  #
3     Cancel destination            *
4
PhoneM anage rTM

User Options
Personal options Messagin g options Automated attendant options


Messaging Options
1
2                    Record a name for a sponsored mailbox               2
3                    Change a personal distribution list                        3

Personal Options
Change immediate message notification*     1
Change daily message reminder*                  2
Record personal greeting                              3
Change security code                                    4
User Options               4

Record your standard greeting                    4
Record your busy greeting*                         5
Record your out-of-office greeting*            6

Change message forwarding*                                4
Change message presentation order                     5
Change message en velop settings                         6
Auto mated Attendant Options
Change call screening*                                           1
Change call blocking*                                             2
Change extension-specific processing*                  3
Change diverted call processing*                           4

Record your name                                         5
Record an announcement for a                     6
mailbox you sponsor
Change language*                                         7
Change SMS notification*                              8
Record Personal Greetings
Busy greeting*                                               1
Standard greeting                                          2
Out-of-office greeting*
Availability greeting*                                     3
4
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Octel Aria Emulation                                                                                                                           Applies to version 8.7 and above                                                                                  1082-10210-6650, Rev 8.7.0.2.1, Octobe r 2015
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Before You Begin                                                                                     Performing Common Tasks
To set up your voice mailbox, VCU Telecom will give you the following information.

Your mailbox number
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If you are looking for a quick hint on how to perform a specific task , here is the list of the shortcut commands.

* Depending on how your CX system is set up, this command may not be available. Please consult your system administrator for
additional information.
Internal/external access number:

Toll free access number:

_  _     _  _  _  _  _     __
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_  _      _   _  _  _  ____  _


Changing Your Mailbox Options
Default Security Code                   142536 (do not dial [#] after


If you want to…                                                   Then enter...


If you want to…                                                     Then enter...
the security code)

Dial the access number . Press [#] and follow the prompts to change your security code, record your name, record your greeting.  "Go.vcu.edu/voicemail" provides more detailed instructions and user guides.

Accessing Your Mailbox After Setup
1. From your desk phopne call the access number

-From any other campus phone you may be prompted for a

security code, press [*] to bypass this message. Press [#] and

enter your 5 digit mailbox number.

-From an off campus phone press {#] and enter your 5 digit

mailbox number.

2. Enter your security code when prompted.

Listen to new messages                                            1
Record and send a mess age                                     2
Locate messages                                                       3
User options                                                              4

Change name

Change password

Change standard g reeting Change out-of-office greeting* Change busy greeting*

Create or update a personal

distribution list

Set automat ic message forwa rding*

Set Immediate Message Notification*

After Listening to Message

4 1 5
4 1 4
4 4 or 4 1 3
4 6 or 4 1 3
4 5 or 4 1 3
4 2 3
4 2 4
4 1 1
If you want to…                                                  Then enter...            If you want to…                                                     Then enter...
Transfer a Caller Directly to Voicemail
1.  Press the transfer key

2.  Dial 4-6000

3.  After the system msg begins to play enter the recipients 5

digit mailbox number (the same as the extension) and #.

4.  Press Transfer again.



Res trict messag e forward Mark the mess age urgent Req uest a r eturn receipt Req uest future delivery

Leave a number where you can

be reached



1          Forward message to another subscr ib er                        6
2          Delete the message                                                        7
3          Rep ly                                                                               8
4          Tra nsfer to a sender’s extens ion                                  8 8
Tra nsfer to a sender’s outside number                       8 4
8
Save the message                                                           9
Send mess age to default fax number*                        2 1
Send mess age to spec. fax number*                           2 2
© 2015 Ap pli ed Voi ce & Speec h Techn olo gi es , In c. (AVST). No part o f thi s pub lic at ion may b e repro du ced, transmi tted, transc rib ed, sto red i n a retri eval sy stem, adapt ed, or translated  int o any lang uage in any fo rm b y any means with out the writt en permi ssion of AVST.  Trademarks,  serv ice marks, pr od ucts n am es , co mpany names or log os o f AVST are p ro tected by trademark  and o ther l aws o f the Un ited Stat es , as wel l as inter nation al co nvent ion s an d th e laws o f oth er co untr ies. Other suc h pro pert ies th at are not owned b y AVST may no t be u sed wi tho ut the ex press permi ssion fro m th eir owners .
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