BEV
How to Record Your Name

Recording your name will assist BEV in recognizing your particular pronunciation and will allow your callers to recognize your voice when they reach your extension.  If you do not record your name, BEV will remind you daily until you do.

· Access BEV’s internal extension (3600) or external number (773) 995-2000.

· From you extension, you will be prompted to record your name.

· All other calls to BEV, including shared extensions, will need to dial 123 to access the name recorder.

· When prompted, identify yourself by stating “my name is …….”.

· You will then be instructed to enter an access code (your extension number), then press #.

· Listen to the instructions to pronounce your name followed by the # sign.

· Your recorded name will be played to ensure it’s pronounced correctly.

· To accept your recorded name say “yes” or to re-record your name, say “no”.

NOTE:
As a security feature, you will only be allowed to record your name once in the system.  Should you have a need to re-record your name at a later time, please call extension 2516 for assistance or go to http://www.csu.edu/is/telecommunications/index.shtml and click ‘BEV’, and complete our feedback form.
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