
“Unity Connection” Voicemail Directions for Those without Direct Lines 

First-time Setup 
1. Dial 2499 (972-429-2499 from outside the district). 
2. Press * while the greeting is playing. 
3. When prompted for your ID, carefully enter your 4-digit extension, followed by #. 
4. When prompted for your PIN, enter your PIN, followed by # (if you’ve forgotten your PIN, see FAQ 9 below). 
5. Follow the prompts to set up your mailbox name, greeting, and setting of a new PIN. 

Checking Messages from a Phone (after first-time setup) 
1. Dial 2499 (972-429-2499 from outside the district). 
2. Press * while the greeting is playing. 
3. When prompted for your ID, enter your 4-digit extension, followed by #. 
4. When prompted for your PIN, enter it followed by #. 
6. Follow prompts to check or send messages or further configure your mailbox. 

FAQ 

1. What number can people (parents, spouses, etc.) dial to reach me (and/or my voicemail)? 
You can give out 972-429-3000 xXXXX, where XXXX is your voicemail extension. Please note this is NOT your classroom phone 
extension, nor are classroom phones tied to voicemail accounts.  

2. How will I know that I have a message? 
When people leave you a message, you will receive the message as an attachment to an email in your Outlook Inbox. Even if 
you are away from your desk, by keeping Outlook open and either turning on the speakers or checking your Inbox periodically 
you will know if someone has left you a message. 

3. My phone reports that I have missed calls, but I do not have any voicemails. Why? 
Just like your Caller ID at home, your phone will display that you have “Missed Calls,” even though you may have fewer or no 
voicemails. Simply consider this Missed Calls notification as you do your Caller ID at home (you can even call them back, if you’d 
like). This does not mean that you are not getting your voicemails. 

4. How can I check my voicemail when I am not in the district? 
You can follow the above directions to check your voicemail by phone. However, you can now also listen to your 
voicemail by checking your email from anywhere in the world by going to www.wylieisd.net > RESOURCES > 
Outlook Web App.  

5. Why does the Subject line not always show the Caller ID? 
Just like the Caller ID at your home, this information is not always available. Voicemail messages will show the Caller ID as 
“Message from …” followed by either the phone number, Unknown, Private, etc. 

6. What is the difference between my “Recorded Name” and my “Greeting?” 
Your “Recorded Name” is what you will hear when you dial in and log onto your voicemail, and what callers will hear identifying 
your mailbox until you record a greeting. Once you record your greeting, the System Greeting (identified in the answer 7 below) 
will be replaced with this greeting. 

7. What will callers hear until I setup my voicemail? 
Callers will hear, “Sorry, Holly Sweetman is not available. Record your message at the tone. When you are finished, hang up or 
press pound for more options.” This is what Unity calls the “System Prompt” and is used until you complete your setup.  

8. How can I save my voicemails? 
The voicemail will come as an attachment to an email message. Therefore, you can forward the voicemail, save it (and rename 
it to whatever you wish), etc. 

9. What if I forget my voicemail PIN? 
You can go to https://unity.wylieisd.net/ciscopca/unityassistant/personaloptions.do from within Wylie ISD to manage your 
voicemail account. Logon as you normally would with your district username and password. After logging, click Passwords then 
Change PIN. On the following page you may be prompted about installing software; allow this install, as it is necessary to 
continue. After this install you can set your password. NOTE: In Chrome, click Advanced then Continue on to the website. 

10. I’ve entered the wrong PIN too many times, now my account is locked! 
No worries! Just wait 15 minutes and the account will automatically unlock. 
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