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PROCESS
A voice mailbox is part of the original telephone seat.   In order to activate the voice mailbox the user must attend voicemail training, which is held every Thursday at 10:30 a.m., currently in the Computer Training Center – Room 3R53 on the third floor.  The class takes approximately 45 minutes.

If the user does not attend training, the voice mailbox is deleted after 30 days (To free up space on the OCTEL server).  After 30 days, if a user decides to activate voicemail, a call must be made to the Help Desk to open a Remedy ticket.

Help Desk 

Remedy Ticket Details  

Help Desk Agent creates a Remedy ticket for the user, requesting voicemail, with the following information:  
· Request Type – ODIN

· Type of Service – Service Delivery Order

· Category – Phone Move/Add/Change

· Seat Code – PH1, PH2, or PH3

· Service Level – Regular

· # MVACs – 1

· MVAC reason – M10

· Support Group – Telcom

· Description text – users name, room number and telephone number.

Telecommunications

The Telecom technician:

· Accesses the OCTEL (voicemail) system terminal, located at the west end of the NASA Headquarters Computer Center (NHCC).

To add a mailbox:

· Presses spacebar twice – will be prompted for password

· Enters password (Note - Telecom technicians maintain this password)

· Main menu appears (Note – presses enter after completing each field)

· At the Main menu presses 8 – Add Mailbox

· Enters telephone number of user

· Mailbox type – presses 0

· Enters mailbox name (user’s name) enters last name first

· Department – user’s NASA Code

· Class of Service – presses 4

· Message waiting allowed – presses Y

· Writes the temporary password (this is a system-generated 6-digit password) on the New User’s Initiation Sheet. Once Enter is pressed the password will be lost.

· The New User Initiation Sheet will be given to the user at new employee Orientation, or at the voice mail class (held every Thursday at 10:30 a.m., currently in the Computer Training Center, Room 3R53 on the third floor).  The class takes approximately 45 minutes.

· Places the ticket in “Complete” status (the user then has 6 working days to close the ticket; after 6 days the ticket will close automatically).

COMMUNICATION REQUIREMENTS

The following personnel/organizations are active participants in this process

User 

Help Desk Agent

Telecom Technician
LIMITATIONS

Applicable limitations on process execution (e.g., downtime)
ASSOCIATED PROCESSES / FORMS / CHECKLISTS

Other requirements for this process

TOOLS

Tools required for execution of this process

OCTEL 250 Overture (Voicemail system)

NOTES

This section is provided for additional notes
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