
Setting up voicemail to forward to email or Avaya Workplace App 

Forward to email 

1. You must first have your voicemail box set up on your phone. 

2. Submit a request to have your phone set up for Unified Voicemail Messaging: Telecom Services. 

See screenshots below. 

3. Go to https://www.telecom.msu.edu/vm where you would login with your “extension” (the last 

five digits of your MSU phone number) and the password you use to access your voicemail box.  

4. Click on “preferences.” 

5. Find a Notify Me/ Voicemail tab where you can check a box allowing voicemails to go to your 

email and then enter your campus email in the space below. 

Set up Avaya Workplace App 

1. Submit a request to have your phone set up for Softphone: Telecom Services. See screenshots 

below. 

2. Download Avaya Workplace app to your mobile device. 

3. Your extension/user name is the last five digits of your MSU phone number.  

4. Telecom will contact you with your password, but it may be your last name plus 1855.  

5. Once that is set up, you will be able to make and receive calls through the app.  

 

Request Phone Update 

1. Go to Telecom Services. 

2. Select “Update Phone.” 

3. Click on the drop down menu for the service you want to set up and click “Activate.”  

4. Click “Submit” at the bottom of the page. 

 



 



 

 

 


