
HCIS Communication Technology Services 
 

VOICE MAIL SYSTEM FREQUENTLY 

ASKED QUESTIONS (FAQ) 
 

QUESTION RESOLUTION 
How do I get a voice 
mailbox? 

Submit a Voice Mailbox Request Form.  Forms can be found at: 
https://thepoint.healthcare.uiowa.edu/sites/HCIS/cts/default.aspx 

What does it cost? Voice mailbox costs are indicated on the Voice Mailbox Request Form 
https://thepoint.healthcare.uiowa.edu/sites/HCIS/cts/default.aspx 

My voice mailbox doesn’t 
answer. My telephone 
extension just rings. 

Make sure Call Forwarding is set from your telephone extension to the 
voice mail system. To have voice mail answer after 3 to 4 rings, or 
immediately if your extension is busy, set Call Forward Busy/No 
Answer.  To send ALL calls straight to voice mail without any ringing of 
your extension, set Call Forward-All Calls. 
 
• Call Forward Busy/No Answer:  To set, dial * 8 61600. To cancel, 

dial # 8. 
• Call Forward-All Calls: To set, dial *7 61600. To cancel, dial # 7. 
 
Note: If unable to set call forwarding to voice mail, call forwarding may already 
be set to another extension. Try canceling the call forwarding first (#7 or #8), 
then reset the forwarding to voice mail per the instructions above. 

My telephone extension 
doesn’t ring and my voice 
mailbox answers 
immediately. 

Call Forward-All Calls is set on your telephone extension. Cancel 
this call forwarding by dialing # 7. 

An employee has left the 
department. What do I do 
with their voice mailbox? 

To  delete  the  voice  mailbox,  to  reset  the  voice  mailbox  for  a  
new employee, or to reset the mailbox’s passcode so others in the 
department can access messages, send an email to Communication 
Technology Services at CTS-ServiceRequest@healthcare.uiowa.edu 
regarding the request. 

I forgot my voice mailbox 
passcode. 

Contact the Communication Technology Services Repair/Assistance 
Line at 6-3522 for help. 

I’m unable to access my 
voice mailbox. 

Contact the Communication Technology Services Repair/Assistance 
Line at 6-3522 for help. 

How do I access my voice 
mailbox from outside the 
hospital? 

• Dial 356-1600 to access the voice mail system. 
• You  will  hear  the  greeting,  “Welcome  to  the  University  of  Iowa 

Hospitals and Clinics Voice Messaging System……”. 
• Press * as you listen to the system greeting to indicate you need to 

access the voice mailbox as its owner. 
• Enter your 5-digit mailbox number when prompted. 
• Enter your security code when prompted. 

I deleted a message that I 
would like to retrieve. 

When you are listening to your voice messages, and you delete a 
message, you can press ‘*’ and the deleted message will be retrieved. 
Once you hang up from the voice mail system however the message is 
gone and can no longer be retrieved. 

I “lost” a message. It’s no 
longer in my voice mailbox. 

• The message may have been accidentally deleted.  A deleted 
message cannot be retrieved. 
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 • The message may have reached its last storage day and the 
voice mail system automatically purged it from the voice mailbox. 
The message cannot be retrieved. 

I need to change a voice 
mailbox’s zero out number. 

Email Communication Technology Services at CTS- 
ServiceRequest@healthcare.uiowa.edu regarding the zero out request. 

I need to change my voice 
mailbox greeting. 

Access your voice mailbox and press 8 (User Options), 1 (Personal 
options), 3 (Record personal greeting), then press either 2 (Record 
“normal” greeting) or 3 (Record and set out-of-office greeting) 
depending on which greeting you want to change. Follow the prompts 
to record a new voice mailbox greeting. 

Can I forward my telephone 
extension, which doesn’t 
have a voice mailbox, to my 
co-worker’s extension, 
which does have a voice 
mailbox, and have callers to 
my extension leave a 
message? 

No, this will not work.  A telephone extension that does not have a 
voice mailbox cannot forward to an extension with a voice mailbox. If 
you do this callers to your extension will get the generic voice mail 
system greeting. 

A caller has reported 
hearing the generic voice 
mail system greeting, 
“Welcome to the University 
of Iowa Hospitals and 
Clinics voice messaging 
system….” instead of my 
personal greeting. 

Contact the Communication Technology Services Repair/Assistance 
Line at 6-3522 for additional help. 

I transferred a call to an 
extension, and when a voice 
mailbox answered, I wanted 
to disconnect from this voice 
mailbox and return to my 
caller. 

If a supervised transfer is performed to an extension and the 
party’s voice mailbox answers instead of the person, press # 9 * to 
disconnect from the voice mailbox, then press # to return to the caller. 

A message was “delayed” in 
reaching my mailbox. 

• The  message  was  possibly  saved  or  skipped  the  last  time  
you accessed your voice mailbox. 

• The message waiting light on the telephone was delayed in 
turning on due to a high volume of traffic on the voice mail and/or 
telephone systems. 
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