
Telephone Tips and Tricks 
 

Be courteous:  check voicemail anytime a message is received; keep your greeting current; if you 

are out for an extended period of time, forward your calls to your voicemail 

 

Check Voicemail from remote location:  Call 707-476-4100; at the recording press # 9 followed 

by your four digit phone number. 

 

Bypass prerecorded announcement on your voicemail:  9 takes you straight to your messages 

 

Bypass prerecorded announcement:  You do not need to listen to hear, just press the option.  For 

example, Switch from Standard Greeting to Alternate Greeting and record new 

message: 7 4 5 1 1 1  

 

Bypass voicemail message on campus phone: 2 takes you to the beep 

 

Forward calls directly to voicemail (or any other location):  from your phone, get a dial tone, 

press FWD button and you will hear a pulsating dial tone, dial 4100 and wait for the solid tone.  

To stop forwarding, from your phone, get dial tone and press FWD button. 

 

Transfer a caller directly to someone’s voicemail:  Press Transfer button, dial 4100 and wait until 

4100 message starts, press desired four digit number followed by 2 and hang up. 

 

Redial one of last four numbers dialed:  Press Redial until the number is displayed; then press * 

 

Phone Directory:    Dial 4100 followed by # 1 and then you will be prompted to spell the first 

three letters of the last name 

 

Password:  Always have a password on your voicemail 
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