Quick Reference Card for Phone & Voicemail Functions

Phone Features

Phone ID: 611

Commercial Access: 
99 + commercial number. 

99 + 1 + long distance number. 

DNS Access: 94 then the DSN number.

Call Forwarding:  
     To activate:  Listen for dial tone > *71 > 7-digt number > hang up  

     To deactivate:  Pick up receiver > *72 > hang up
Call Forward (when busy):  Contact the MCU G6.

Call Forward (when no answer): Contact the MCU G6.

Call Hold: Dial *78, or press “Hold”

Call Pick-up: Submit request

Call Waiting: Press Hook flash to answer.  

Cancel Call Waiting: *70 
Call Transfer:  Link or Hook flash > wait for dial tone > number > announce or hang up 

Last Number Redial: Link or hook flash, dial *73, hang up

Ring Again: At busy tone, Link or Hook flash >*79 > hang up

Three-way Calling:  Link or Hook flash > number > link when person answers 

Meridian Mail (Voice Mail)

To Login:
a. From office phone- 784-2000 > # > password #  

b. From other phone-  (703) 784-2000 > 7-digit office number, # 

   > password #

Change Password:
Login > 84 > new password, # > new password, # > old

password, #

Message Waiting Indication:  Flashing light or stuttered dial tone
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Playing Message:  Login > 2  



(See Numbering Scheme for message options)

Composing a Message:  75 > recipient mail box 

> 5 to record > 79 to send
Replying to a Message:  71 > 5 to record  > # end recording 

> 79 to send or 74 to all recipients

Tagging Messages: 5 to record message > 70 to tag 

> choose tag (see table) > 79 to send

Greeting:  
To record greeting

Login to Meridian Mail > 82 > 1 (for external), or 

2 (for internal) > 5 to record, # to end.  

     Greeting Options:

a. To listen, press 2

b. To rerecord, press 5

c. To exit, press 4

d. To delete greeting, Select greeting, press 76

For Help while using Meridian Mail, press: 
  * General help 
7* Message command help 
8* Mailbox command help


Website Instructions 
Phone Features and Operations

     http://www.mcu.usmc.mil/   (Under G-6 Section)
Voice Mail Features and Operations

     http://www.mcu.usmc.mil/   (Under G-6 Section)
MCU G-6 Customer Support

     703-784-0414
Numbering Scheme:


 2	-plays message


 1	-skips back


 3	-skips forward


 #	-pause, 2 to resume


 6	-plays next msg


 4	-plays previous msg


76	-deletes msg


77	-restores del msg


72	-replays msg


81	-empties mailbox


86XX# - specific msg.





Tag Options:


1	-Urgent


2	-Standard


3	-Economy


4	-Private


5	-Acknowledge


6	-Timed Delivery





Short cut:


701 for Urgent


704 for Private








