
EISD Phone System Directions 
 
Setting/Changing Phone Voicemail Message Password: 

1. Press the messages button on your phone to access the voicemail system 
2. You will be asked to please enter your password followed by the # key 
3. After you have entered the message system, you may be prompted that your 

password has expired, please enter your new password followed by the # key.  
If so, choose a new password and press the # key.  You will then be asked to 
reenter the password for verification.  The system will tell you if you have 
successfully changed your password. 

4. If you are not prompted, you can still change your password at any time. 
5. If you lock yourself out of your voicemail, you must put in a ticket to have the 

voicemail password reset.  A new password will be emailed to you. 
6. If you are not prompted for a password change, you may change it by 

a. Entering the voicemail system 
b. Pressing 3 to change your password 
c. Then follow the prompts 

 
Recording your Voicemail Greeting(s): 

1. To play your voicemail greeting, you will need to access the voicemail system, 
and then press 4 to hear the current greeting 

2. To record your voicemail greetings, you will need to access the voicemail system, 
and press 5 to access your greetings.  Follow the prompts to reset. 

3. You will need to record 4 separate greetings (no answer greeting, do not disturb 
greeting, busy greeting, and your name greeting) Please use the provided 
template for the no answer greeting, do not disturb greeting and busy greeting: 

Instructional Staff:  You have reached the voicemail box for (your 
name), Edgewood (campus or department and position).  I am currently 
in class or away from my desk at this time.  Please leave me your name, 
phone number, and a brief message and I will return your call as soon as 
possible. 
Non-instructional Staff:  You have reached the voicemail box for (your 
name) Edgewood (department position).  I am currently away from my 
desk at this time.  Please leave your name, phone number, and brief 
message and I will return your call as soon as possible.  

4. For the name greeting, follow the automated directions and record your name 
and position for this greeting – ex:  Mary Smith, Middle School Science Teacher 
 

Checking your Voicemail Messages 
1. A red light on your handset notifies you that you have voicemail 
2. Press the messages button 
3. Follow the automated system to listen to your messages 
4. If you need to check your messages from another phone within the system, dial 

555, enter your phone extension and follow the prompts 



Voicemail Quick Controls 

Feature 
Before Mail 

Message 
After Mail 
Message 

During Mail 
Message 

Rewind to Beginning N/A N/A 7 

Rewind to Beginning N/A N/A 77 

Next Message 8 8 # 

Forward Message 6 6 6 

Reply Message 2 2 2 

Dial Back Originator 3 3 3 

Replay Message 7 7 N/A 

Delete 4 4 4 

Save 5 5 5 

Pause/Unpause N/A N/A 8 

Fast Forward N/A N/A 9 

Fast Forward to End N/A N/A 99 

Skip to Previous Menu Options * * * 
 
 
General EISD Phone System Guidelines and Procedures 

1. Students may not use classroom phones at any time.  This includes having 
students that are seated near a classroom phone pick up the handset to answer 
classroom calls and/or pages.  If students need to make a phone call, they 
should be sent to the front office to receive permission to make a call.  Teacher 
responsible for classes where students may be required to make phone calls 
from classrooms will need to receive permission from their campus principal prior 
to the calls being placed. 

2. The DND (do not disturb) feather is to be on during all instructional class time.  
Classroom phones should not be allowed to ring while instruction is occurring. 

a. Front office may call because those accounts are set to urgent or other 
teachers may “call” by using the intercom system to page other 
classrooms while the DND feature is turned on.  Please remember 
everyone in the class will be able to hear the page until the handset is 
picked up. 

b. The DND feature will not prevent phone calls being sent to voicemail 
during instructional time.   

3. The district phones are on a phone tree.  Callers may skip it and call you directly 
by dialing 8 then your extension. 


