
VOICE MAIL INSTRUCTIONS 

 

Set up your voicemail for first time users:  

• Dial the extension: 7700 
• Put in your whole phone number 
• Enter your pin following with # 
• To record your name, press: 1 /or to use outlook voice access press to record your name 

press: * key 
• To rerecord your name, press: 2 
• To  accept, press: 1 
• Press * to be greeted with options. You are able to access 

a. Voicemail: 1 
b. Email: 2 
c. Calendar: 3 
d. Personal Contacts: 4 
e. Compose a voice message: 5 
f. Your personal options: 6 

 
How to find your voicemail using Outlook 365 

• Proceed to outlook.office.com/owa 
a. Sign in using StarID@minnstate.edu 
b. And your StarID password 

• Once signed in, click on the gear in the upper right corner 
• At the bottom of the sidebar under “Your app settings”, click on Mail. It will direct you 

to the main settings 
• Above Mail on the other sidebar, click on General 
• General will extend and present you with Voicemail underneath it. 
• You may now access automated replies, special greetings, notifications, resetting your 

PIN, and text versions of voicemails.  

*To do this from the Outlook 2016 desktop application, 

a. Click on the tab at the top marked “File” 
b. “Manage Voice Mail” should be a button you can access to get the same features 
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Voicemail settings 

• Underneath the Voicemail tab in General settings, it lists off options for you to 
customize your voice mail 

A. Call answering rules: choose how your calls will be handled when you do not 
answer the phone 

a. To add a personalized message click the blacked out + 
b. The first space is where you would put your name 
c. The second space has 6 options you can choose from to answer “If the 

caller reaches my voice mail and…” 
1. My automatic replies are turned on… 
2. My schedule shows that I am… 

▪ If you choose this option, a box will appear on screen 
asking you how you want your availability to be seen as. 

3. The caller calls me at… 
▪ If you choose this option, a box will appear to have you 

confirm the phone number. 
4. It is during this time period… 

▪ If you choose this option, a box will appear asking you to 
choose time periods specifically you are available, or not. 

5. The caller is… 
▪ If you choose this option, a sidebar will emerge asking you 

to pick specific numbers that can reach you, in your 
contacts, or not. 

6. Apply to all calls… 
▪ the caller will reach your voicemail as normal 

d. The third bar has 3 options you can choose from to answer “provide the 
caller with these options” 

1. Leave a voice message 
2. Find me… 

▪ If you choose this option, a box will pop up to have you fill 
out  

▪ Example: Find me for : Urgent matters 
▪ It will then ask you to pick a number callers will have to 

dial to reach you 
▪ Lastly, you can put down the maximum of two numbers 

they can reach you at, and how long they have until the 
machine takes them back to the menu. 



3. Transfer call… 
▪ If you choose this option, a box will pop up to have you 

fill out 
▪ If you have a joint account, or another office, you can 

put in the name of another person you would like 
callers to reach, you may also then pick the number to 
have them reach that transfer 

▪ Select where you would like have the call transferred 
- A specific phone number of your choosing 
- Someone in your contact’s list you can select 

 
e. Click on “Add condition” and “Add option”, followed with “OK” on top of 

the sidebar to finalize. 
B. Greetings: choose which greeting callers will hear when they reach your voice 

mail 
a. Default voice mail greeting: the greeting the voice mail has already put 

together for you initially 
b. Greeting that lets callers know you’ll be away for an extended period of 

time 
1. If you choose this option click, “Call me to play or record the 

selected greeting” 
2. A sidebar will emerge and have you dial the phone number you 

would like to have the greeting recorded 
3. Proceed to click dial, this may take a minute but the phone you 

have connected to the computer will ring with that number 
4. Picking up the phone will lead to a voice recording saying – “You 

haven’t recorded a greeting for when you’re out of the office, on 
vacation, or away” 

5. It will ask you to press: 1, to record a message 
6. If you decided this isn’t for you it will ask you to press: * to cancel 
7. Once you are done recording remember to click Save to finalize 

C. Notifications: receive a notification when people call you and don’t leave a voice 
message 

a. Click the box to have an email sent for every missed call 
b. If you would not like an email sent you can sign up for text messages by 

clicking “Set up text messaging” 
1. A sidebar will show up and have you fill out the country your 

phone is registered with/in and then you may click “Next” 



2. Once you enter your phone number and click “Next” once again, a 
passcode will be sent to your mobile phone in a text message 

3. Enter the passcode you were given and click “Finish” 
4. You may then choose which notification you would like to have 

instead of having an email sent 
▪ I don’t want to receive text messages about missed calls 

and voice messages 
- Will send you emails 

▪ I only want to receive text message notifications when I 
have voice messages 
- Text message ONLY when you have a voice message 

▪ I want to receive text message notifications about missed 
call and voice messages 
- Text message for both 

c. Click “Save” to finalize 
D. Outlook Voice Access: access your new messages in the order you prefer 

-  From newest to oldest 
-  From oldest to newest 

a. Choose the folder you would like to read when you call your voicemail 
b. Click “Save” when you are done 

E. Play on phone: the number that will be called when you click the button to listen 
to a voice message 
- Confirm the correct number 

F. Reset pin: reset the PIN you use to access your mailbox from a phone 
a. Clicking on “Reset my voice mail PIN” will have a box pop up on screen 

confirming you decision. 
b. An email will then prompt you with instructions on how to call and make 

a new PIN 
G. Voice mail preview: preview the text of voice messages you receive. You can also 

include text previews with voice messages you send. 
a. Include preview text with voice messages I receive 

-Your voice mail will read text as a voice message for those you receive 
b. Include preview text with voice messages I send through 

-Your voice mail will read text as a voice message for those you have sent 
through. 


