Microsoft Unified Messaging
Tips
Unified Messaging(UM) is a way to get voicemails in your email box and text messaging. Voicemail greetings are
easier to change. Pin numbers can be reset without calling Tech Solutions.
If you don’t have UM set up on your phone call the Tech Solutions Helpdesk at 73473 and a tech can get that
option for you.
When set up you can read and hear any voicemail in your Outlook email. Once you get a voicemail, an email will be
sent with text and sound. To play the voicemail from within the email message just click on the play button. The
audio box is just below “Subject” in the email.
Options for UM can be set up with in the KCTCS Outlook Webmail client.
Log into the KCTCS webmail
Click on “options” that is on the upper right hand corner of the client. Just below your name. And then a box will
drop down and choose “See All Options”. On the left pane different options will be displayed. Choose phone. Here
you can customize different settings.
If a pin is forgotten or locked, it can be reset. To do this click on the blue link stating, “Reset my voice mail PIN…”.
A box will pop up and click on OK. A new PIN will be sent via email.
To change phone greeting or set an away message just choose one of the two options under Greetings. Then click
on the blue link stating, “Call me to play or record the selected greeting.” A box will pop up with the extension of
the phone that UM is tied to with the email account. You can use the extension or have it dial another number,
such as, a cell phone or a home phone. Click on dial once the desired number is chosen. That number will be called
and just follow the instructions to set a greeting.
Voice mail Preview has two different options that can be set. One or both can be chosen.
Text messages can be received to your sell if so desired. Here you can choose to get calendar alerts and voice mail
alerts. To do this, choose the “text messaging” icon at the top of the page. Here notifications can be turned on or
off. To do this just click on the blue link to turn off or on. Then a box will appear and here is where you will sync a
cell phone with Outlook. At this time Appalachian Wireless cannot be used. Once the cell phone is set up, the
different options can be set. These are all in the blue text links. Follow the instructions for each one and save.
Once a phone is synced it will appear in the mobile phones list. IPads are listed as well. If you lose either one, they
can be wiped from the KCTCS webmail client. To do this just click on the “Wipe Device” button and it will wipe all
info from the phone or IPad.

