


 

Voicemail Instructions 
 

CISCO Unity Voicemail System 
 

How to setup your voicemail in the Cisco Unity Voicemail system? 

1. Press the Messages button on your phone or dial the ELAC’s main number 323-

265-8650 then your voicemail box number if you are off-campus. 

2. Your initial password is 12345. 

3. After you login, it will ask you to start the self-enrollment process. It will ask you 

to change your greeting and password. 

4. You will be able to retrieve your voicemail after you finished the self-enrollment 

process.  

 

How to retrieve your voicemail on-campus? 

1. Press the Messages button on your phone. 

2. Enter your password followed by #. 

3. Press 1 to listen to your new messages.  

 

How to retrieve your voicemail in the Cisco Unity Voicemail system off-campus? 

4. Dial the ELAC’s main number 323-265-8650 then your voicemail box number. 

5. Press * when you hear the voicemail greeting.  

6. Enter your voicemail box number (ID) then #. 

7. Enter your password then #. 

8. Press 2 to listen to your messages. 

 

How to retrieve your voicemail on your email (Outlook or Webmail)? 

1. Your voicemail messages will appear as an email with attachment. 

2. The sender may appear as “Unity_Unity-E7” or the name of the sender and 

subject line “Message from Sender name (extension number)”. 

3. Open the email message and double-click the attachment VoiceMessage.wav. 

You will be able to listen to the attachment with any regular music player 

installed in your computer. For example, Windows Media Player or Quicktime. 

 

 

MITEL Voicemail System 
 

How to retrieve your old voicemail in the Mitel Voicemail system? 

1. Dial the ELAC’s main number 323-265-8650 then press 5556. 

2. Wait for the greeting “Please enter your mailbox number?” before you enter your 

mailbox number. 

3. Enter your security code. 

 

  


