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	To:
	All NASA HQ Personnel 
Action May Be Required

	Subject:
	How to Change Your Telephone Voice Mail PIN

	Date:
	Tuesday, February 18, 2014

	What’s Happening:
	NASA Headquarters voice mail PINs (passwords) must be changed every 180 days.  Due to the voice mail upgrade in September 2013, when most users’ voice mail was reset to expire in 180 days, a large number of users are due to change their PINs over the next few days. 
If your voice mail PIN is close to expiration, you will hear a warning message when you check your voice mail.  You are strongly encouraged to change your PIN when you hear this warning; DO NOT wait until your PIN expires.

	Change Your Voice mail PIN:
	To change your voice mail PIN:
1. Access the HQ Phone System voice mail by using one of these options:
· If in the office, press the Messages (envelope icon) button on your phone.
· If outside the office, call your office phone number | After your voice mail greeting begins, press the star (*) key.
2. Enter your current PIN | Press the pound (#) key.
3. At the main menu, press 4 (Setup Options).
4. At the Setup Options menu, press 3 (Preferences).
5. At the Preferences menu, press 1 (Change PIN).
6. Follow the prompts to set your new PIN.
Voice Mail PINs must be a minimum of eight (8) numbers in length.  PINs must not have consecutive digits (e.g. 12345678) or have repeated numbers (e.g. 22779944). You may not re-use your current PIN.  Once a new PIN is set, it will remain valid for 180 days.

	If Your PIN Has Expired:
	If your voice mail PIN expires before you can change it, follow steps (1) and (2) above to log in to your voice mail using your current PIN.  You will immediately be prompted to enter a new PIN.  Follow the prompts to set your new PIN. 

	For More Information:
	For more information on your desktop phone and voicemail, visit the ITCD Telephone Services page at http://itcd.hq.nasa.gov/telephone_services.html

	Support:
	Enterprise Service Desk (ESD):  
· Web site (submit a ticket online): https://esd.nasa.gov
· Phone: 358-HELP (4357) or 1-866-4NASAHQ (462-7247)

	This notice was sent by the HQ Information Technology & Communications Division (ITCD).
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