
Find Me Overview 
Modular Messaging can be programmed according to a set of rules to call a list of 
telephone numbers according to a specific schedule.  The lists and schedules are created 
by the user and can be applied to both Find Me and Call Me.  When Find Me is enabled, 
the system will follow the predefined rules and call the list of telephone numbers in the 
order they are entered in the list. If there is no answer at any of the numbers the caller 
will be offered a choice to leave a message in your Modular Messaging voice mail box. .  

Opening Web Subscriber Options 
 
1. Copy the URL below into your internet explorer browser: (Do not use your Lotus 

Notes Browser) 
Monroe Park Campus  
http://vcumas01.vcu.edu/wso/
 
MCV Campus 
http://mcvwebvmail01.vcu.edu/wso/SubLogin.aspx 

 This following screen will display: 
 

 
 
 
 
 
 

2. Enter your Mailbox number: Type your 5-digit mailbox number (same as your 
extension). 

3. Enter your Password: your web subscriber password is the same as your 
mailbox password.  If you have never logged in either through the telephone 
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http://vcumas01.vcu.edu/wso/


dialpad or the web, you will need to initialize your mailbox. Please refer to Basic 
Setup Instructions.  

 
 

4. Click .  The Options Summary window will display.  Enabled options 
will display a  next to the option category. 

 

Note:  Context specific help is always available by simply clicking on the  
button at the bottom of each window or Selecting the Help Menu from the left hand 
navigation pane 

 
 

5. Click on the Find Me Option to open the Find Me window. 
6. Before implementing Find Me you must set up Schedules and Phone Lists which 

will combine to define the rules Modular Messaging will follow when Find Me 
is enabled. Lists and schedules are shared by both Find Me and Call Me.  If you 
have already established them you may skip to Creating Rules on page 6. 

 

Setting up Schedules 
 

1. Modular Messaging automatically creates a schedule called Always. Use this 
schedule if you want conditions in a rule to apply at all times. To establish a 
specific schedule Click on the   button at the bottom of the window.   
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2. Type the new schedule name and click . 

 
3. The Schedule Grid will appear.  Each square represents a 1 hour block of time. 

The first box represents 12:00 am – 12:59 am.  The last box represents 11:00 pm 
– 1l:59 pm. To select specific times place your cursor over the box and click. The 
box will darken indicating that time period is now part of the schedule. 
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a. Each box can be broken into smaller increments by right clicking your 

mouse while over the box. 

 
 
NOTE: Schedule Overlaps. If you attempt to create or enable a Find Me rule 
with a schedule that overlaps with another enabled Find Me rule, the Schedule 
Overlap Information dialog box displays. You must adjust the schedules to 
remove the overlapping times before you can continue. 
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4. When you have finished selecting all of the time periods you wish to include in 

this schedule click .  You are now ready to establish Phone Lists. 

5. Click the  button.  You will be returned to the main Find Me window. 

6. Select  from the bottom of the window. 

7. Click the  button to add a phone list or select one of the 
existing lists.  Modular Messaging creates a phone list named Work containing 
your extension number automatically. This list is selected by default if you have 
not created any phone lists. If you have created phone lists, the default is the first 
entry in your list of phone lists. 

8. Type the name of the phone list. The Phone list name cannot be longer that 254 
alphanumeric characters and must be unique. To accept the name, click anywhere 
in the Phone Lists box. 

9. The system adds a new entry in the list of Phone numbers box. If this is the first 
entry in the list, the system automatically enters your work telephone extension. 
You can type over this number if desired. 

10. Under Name, type a description of a telephone number that you want to add to the 
list. The name cannot be more than 254 alphanumeric characters and must be 
unique. 

11. Under Number, type the telephone number. The valid characters are 
1234567890,#*&.  

 
a. External Numbers. In case of external numbers, you will need to specify 

a 9 before the actual number. For example, consider the number 
9,3035352575. Here 9 is the code for the external number 3035352575. 
Adding a comma introduces a delay between the two numbers (9 and 3 in 
this case), when the system dials this external number. Do not use spaces 
or dashes (-) to separate digits in a number. 

 
b. Usage of & (ampersand) character for entering long distance 

authorization codes. You can use the & character to split a number. For 
example, consider the number 913035383886&523632. When dialing this 
number, the & character tells the system to separate the digits 
913035383886 (digits before &) from the remaining digits 523632 (digits 
after &).  You can use only one & in a number. The system ignores any 
additional usage of & and the dialing may fail. 

 
12. Select Call Once only if you only want to be called once at the number. With this 

option selected, you are called only once at that number, regardless of how many 
messages you receive meeting the active rule. 
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13. Click .  You are now ready to combine the schedules and phone lists to 

create and enable a Rule. 
14. Select  to return to the Find Me Window. 

 
 

Creating Rules 
 

1. Click on the  button 
2. The New Rule window will open.  You can name the rule using any 

combination of alphanumeric characters. 
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3. Using the drop down menu select the schedule you wish to choose and the 

Phone List you wish the system to use. 
4. Check the boxes next to “Enable Find Me” and the Rule you wish to activate. 

 
 

5. Click . 
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