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Voicemail 

Case Western Reserve University uses a voicemail system called Communité that 
saves voicemail messages to your voicemail mailbox, as well as to .wav files that are 
mailed to your CWRU email account.  You can listen to your messages by calling in to 
the system through your desk or personal phone, or by listening to them through your 
computer. For more information, go to	
  http://www.case.edu/its/phone/voicemail.html  

There are three types of Voicemail Mailboxes: 

Personal Voicemail Mailboxes 

Personal voicemail mailboxes exist when one phone number is assigned to one 
mailbox and one email address. 

Shared Voicemail Mailboxes 

Shared voicemail mailboxes provide individual mailboxes to multiple users that 
are reached using the same phone number. 

Department Voicemail Mailboxes 

Department voicemail mailboxes allow multiple people to hear all messages in 
the mailbox. Department mailboxes can be set up so that they can only be 
accessed by telephone (no one receives an email copy of the message), or with 
both telephone access and email access (using a mailing list).  The latter option 
exists so that everyone in the group has the ability to hear the message on the 
phone or on their computer. See Set Up a Department Mailbox for more 
information. 

How To: 

Access Your Voice Mailbox 
Reset a Forgotten Passcode 
Manage Voice Messages 
Set Up Personal Options/Prompts 
Change Telephone and Message Playback Options 
Transfer a Call directly to another voicemail mailbox 
Set User Status 
Set Up a Department Mailbox 
Remove Deleted Voicemail Messages from Phone 
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Access Your Voice Mailbox 
 
From Your Desk Phone 

1. Press the Messages button 
2. Enter your five-digit passcode and the # key. 
3. The default passcode is “12345.” It is recommended that you change it to a 

secure passcode as soon as possible.   
• To change your passcode at any time, press the Messages button. When 

the prompt begins, press 5, 5, 3. 
 
From Another Phone (off or on campus) 

1. Call your own number.  
2. When the greeting begins to play, press the star (*) key. 
3. Enter your five-digit passcode and the pound (#) key. 
4. The default passcode is “12345.” It is recommended that you change it to a 

secure passcode as soon as possible.   
• To change your passcode at any time, press the star (*) key, then 5, 5, 3. 

 
From Your Computer 

1. Locate the message from “icadmin.” Open the message. 
2. Download the .wav file attachment.   
3. Your default audio player will appear and play the message.   

• Audio players that play .wav files include Windows Media Player, 
Quicktime, RealPlayer, iTunes, Mplayer, and others. 

 
Note: Listening to and deleted voicemail messages in your email will NOT affect the 
voicemail’s availability from your phone-based voice mailbox. 
 
From an Analog VoIP Phone 

1. Dial star zero (*0).  
2. Enter your passcode and the pound (#) key. 
3. The default passcode is “12345.” It is recommended that you change it to a 

secure passcode as soon as possible.   
• To change your passcode at any time, press 5, 5, 3 after the voicemail 

prompt begins. 
 
Reset a Forgotten Passcode 
 

If you have forgotten your voicemail passcode, first attempt to log in to the voicemail 
system with the default passcode, “12345.” If the default passcode doesn’t work, 
proceed with the following steps. 
 
1. Go to https://its-services.case.edu/UnifiedMessaging/resetPIN/ 
2. Click the Reset PIN Now button. 
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3. Your passcode is changed to “12345.” It is recommended that you change it to a 
secure passcode as soon as possible. 
• To change your passcode, dial in to the voicemail system. When the prompt 

begins, press 5, 3, 3. 

 
Manage Voice Messages 
 

Press the Messages key (or dial in to your voice mailbox), then: 
• To listen to new messages: press 1, 1 
• To listen to saved messages: press 1, 2 

During message playback: 
• Save the current message: press 1 
• Forward the message: press 2 
• Skip to the next message: press 3 
• Replay current message: press 4 
• Rewind 6 seconds: press 5 
• Fast forward 6 seconds: press 6 
• Delete this message: press 7 
• Decrease the volume: press 8 
• Increase the volume: press 9 

After message playback:  
• Save the current message: press 1 
• Forward the message: press 2 
• Skip to the next message: press 3 
• Replay current message: press 4 
• Reply to current message: press 5 
• Fast forward 6 seconds: press 6 
• Delete this message: press 7 
• Play date and time of message: press 8 
• Increase the volume: press 9 

 
Skip greeting 
Press pound, pound (#, #) while listening to a greeting 
 

 
Set Up Personal Options/Prompts 
 

Press the Messages key (or dial in to your voice mailbox), then: 
• Record voicemail greeting: press 5, 4, 1 
• Listen to voicemail greeting: press 5, 4, 2 
• Record your name: press 5, 4, 5 
• Listen to your name: press 5, 4, 6 
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• Toggle greeting on or off: press 5, 4, 9 
• Change your passcode: press 5, 5, 3 

 
Change Telephone and Message Playback Options 

1. Go to https://um.case.edu/Communite/ 
2. Enter your CWRU Network ID and password. 
3. Click on the Options menu. 
4. Select  Telephone Interface from the menu. 
5. The Telephone Interface Options page appears. You can change the following 

settings: 
a. Play Message Counts 
b. Message Sort Order 
c. Mailbox Greeting 
d. Set Playback Mode 
e. Message Options 

 
Transfer a Call directly to another voicemail mailbox 

1. Press the Transfer soft key 
2. Dial star, star (*, *) and the seven-digit CWRU telephone number (368.xxxx) 
3. Press the Transfer soft key again 

 
Set User Status 

1. Go to https://um.case.edu/Communite/ 
2. Click on the Your Status Is dropdown box. 
3. Select the appropriate status from the dropdown list. 

 
Set Up a Department Mailbox 

1. Dial 754.3800 from the telephone number being setting up. 
2. You will hear a “Welcome to Communité” message. Enter your passcode. The 

default passcode is 12345 followed by the # key. 
3. You will then be led through a brief New User Tutorial which will walk you 

through three steps: 
a. Change your passcode (minimum of 5 digits). 
b. Record your department name (the tutorial calls this a “prompt”). 
c. Record a department greeting. 

i. You have a choice as to which parts of the greeting play for your 
callers. There are three parts to the greeting: 

1. Department name  
2. Department greeting 
3. A standard greeting that says “please leave a message after 

the tone”. 
ii. At a minimum, please record your department name. If you don’t 

record a department greeting, then just the department name and 
the standard greeting will play. 
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iii. If you don’t want your department name to play because you will 
say it in the greeting, please record the department name and then 
turn it off by following the instructions to un-check the Mailbox 
Greeting box. The standard greeting will always play – that cannot 
be turned off. 

4. Once the department mailbox has been set up, forwarding is already set up. You 
will receive an email from Telephone Services with instructions and the 
temporary password.  Callers can now be transferred to the departmental 
mailbox. 

5. Access the new mailbox by pressing the Messages key on the department 
phone.  
 

Use the directions under Manage Voice Messages to access and listen to voicemail 
messages. 
 

Remove Deleted Voicemail Messages from Phone 
 
Even after voicemail messages are deleted from your mailbox, they are still saved in a 
“recently deleted” folder on the unified messaging server.  To expunge deleted emails, 
follow the steps below. 

 
1. Press the Messages key 
2. Enter your five-digit passcode and the # key 
3. Press 5 for “Administrative Options” 
4. Press 7 for “Manage Recently Deleted Messages” 
5. Press 5 for “Erase Deleted Messages” 
6. Press 1 for “For Voicemail Messages” 
7. Press 1 for “Confirm Deletion” 

 


