There are two different styles on how to forward your office phone to another phone line.

1. When call forwarding from you physical CAMPUS phone
a. Caller will go directly to the phone number you designate
b. [bookmark: _GoBack]Forwarding MUST be done at the physical phone unit and cannot be setup remotely by the user
i. Make sure this is turned on the last day you foresee yourself working from home
2. When call forwarding through the web interface (Avaya Aura)
a. Caller will calls will ring 4 times, then get a prompt “(user’s recorded name) is not answering press * to record a message if not I will try another number” then it will forward to the designated forwarded number
b. This feature is located on the web interface under the “Reach Me” tab

Call Forwarding From you Campus Phone:

[bookmark: _bookmark14]To Set
· Press the Fwd soft key located on the left-hand side of your display screen.
· Dial 9 + the number to forward your calls to. (ex. 9 8085555555)
· Press the Fwd soft key again to initiate calls forwarded to the number you just entered.
· You will know that the forward feature is active because you will see an arrow next to it.
[bookmark: _bookmark15]To View Forwarded Number
· Press the Fwd soft key located on the left-hand side of your display screen.
· Using the Navigation Keys, press the down arrow to view the telephone number you are forwarding your calls to.
· To end the viewing, you can press the OK soft key or press the Goodbye button.

[bookmark: _bookmark16]To Cancel Forwarding
· Press the Fwd soft key located on the left-hand side of your display screen.
· Press the Cancel soft key to cancel call forwarding. A message will be displayed stating “call forward cancelled”
Checking voicemail from an Off Campus Telephone or Mobile Phone:
	Dial 455-0600
· Press “#” to access voicemail.
· When ask to enter your mailbox number, enter your seven digit number (4550 your extension). Example 4550241.
· Enter your password.
· Press 1 to review all of your messages.
· After listening to your messages, follow the options to save or delete them.
· Hang up to end the session.
Avaya Aura Messaging
The Avaya Aura Messaging system allows you to handle your voice calls in many different ways. The features that you can change are all on the web. This guide will help you set these features up.  Note: Adobe Flash must be active on your browser to use the greetings features

Main highlights on what you can on the system:
1. Forward your calls from your office voicemail to another phone off campus
2. Setup and designate your voicemail greetings (microphone needed to record message)
[bookmark: _bookmark47]Getting Started
1. Open a web browser on your computer
2. Type in http://uhaam.its.hawaii.edu/user in the address box
3. Log into the Aura Messaging system by typing in your phone number and your voicemail password. Your phone number must be in the 7-digit format i.e. 4550000.
4. If you did not changed your voicemail password, the default password is 86245
5. Click on the Log In button

[image: ]

[bookmark: _bookmark48]Change Your Password for Voicemail
1. Select Password
2. Type in your password twice



IMPORTANT NOTE:
Before you continue, please check your mobile plan for possible charges that may apply for phone calls or data usage when using these features. Do not set this up if your mobile plan does not accommodate the call or email volume that this system could possibly generate. Leeward CC will not reimburse or pay for these overage charges.


[bookmark: _bookmark49]Reach Me Preferences
The Reach Me feature manages the handling of your unanswered incoming calls. Please note that this feature does not work when you are on the phone. The screen shot below shows all the defaults selected. 

You can add a schedule for the Reach Me feature to turn on and off. For example, if you want your calls forwarded only during workdays between 8AM and 5PM. All other days and times, the caller will go to voicemail.
Priority callers are UH Community College phone numbers
When forwarding calls, you will need to specify a specific phone number (ex. A phone extension or  mobile phone with area code)

Enter the amount of rings before going to voicemail or to another phone number.
Recommendation is to send the call to voicemail after 3 rings(DEFAULT).
Select this to forward to another phone number like your mobile phone.  In the reach me numbers select other mobile phone and enter phone number with area code



[bookmark: _bookmark50]Notify Me Preferences
The Notify Me feature sends you a notification when you receive a new voice message. You can receive the notification by text message, phone call, or Email.
[image: ][image: ]Check off the “Notify me” when a new voice message arrives”.   Then choose how you want to be notified 
1. The voicemail system will call you. 
2. Text message using the default mobile number. You need to select the service provider in the drop box. 
· Check off if you only want to be notified about important messages (UH Community College numbers).
Example of the email with the attachment. 
Just click on the Download link in Gmail and select Play to hear the voicemail message. 

Please note that the Red message light will remain lit until you log into the voicemail system and delete the message.
You can allow the voicemail system to send you an email that tells you who called and if you check off the “Include the recording”, the callers message will be attached to the email and you can listen to it using Windows Media Player, iTunes or your preferred media player



Greetings Tab:
On this tab you can verify you greetings and check which greeting to be active.  Note:  You must have Adobe Flash enabled to listen to your recorded greetings.   You will also need a microphone to record greetings.

[image: ]
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