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Commonly Used Features

Placing Outgoing Calls
When the phone is not in use:

1.  Pick the Handset up from the Charging Cradle.
2.  Dial an extension number or telephone number.
3.  Press the green Call button.

When you are already on a call:
1.  Press the Options softkey and use the down arrow to select Hold and press OK.  This will
place the first call on hold and allow you to place a second call.

2.  Press the Line softkey.
3.  Press the Dial softkey.

          

   



4.  Dial an extension number or telephone number and press the Green call button.
5.  To resume the original call, end your second call, and press the Resume softkey

Answering an Incoming Call 
On a Handset: Pick up the Handset from the Base Station or press theAccept softkey.

On a Headset: Pick up the Handset from the Base Station or press theAccept softkey.

On Speakerphone: Pick up the Handset from the Base Station and press the Speaker
button.

Ignoring an Incoming Call
Press the Silence softkey to send the caller to voicemail. 

Ending a Call 

Press the red End Call button.

Hold
Placing a Call On Hold:

1. While on a call, press the Options softkey.
2. Use the down arrow to highlight Hold and press the OK softkey. The call is now on hold.

Retrieving Calls On Hold:

Press the Resume softkey.

Transferring Calls 
Blind Transfers:

1. While on a call, press the Options softkey.
2. Select Transfer and press the OK softkey.
3. Dial an extension number or telephone number and press the Transfer Softkey.
4. The call is automatically transferred.

Attended (Consultative or Warm ) Transfers:
1. While on a call, press the Options softkey.
2. Select Transfer and press the OK softkey.
3. Dial an extension number or telephone number and press the Green Call button.
4. When the party answers, announce the call.

          

   



5. Press the Transfer softkey.
6. The call is automatically transferred.

Mute
1. While on a call, press theMute button on the Handset.
2. To unmute the call, press theMute button again.

Voicemail
1. Press and hold the 1 key on the Handset keypad or dial your phone’s extension or phone
number.

2. Enter your PIN when prompted, followed by #.

Volume Adjustment
In-Call Volume:

While on a call, press the left or right arrows on the keypad to raise or lower the volume.

Ringer Volume:

While the phone is not in use, press the left or right arrows on the keypad to raise or lower
the ringer volume.

Call Waiting

When an inbound call rings in, you will hear a beep tone emitted by your phone if it is already in
use.

To Answer the Second Call:
1. Press the down arrow button to highlight the new call and press the Accept softkey, the
original call goes onto Hold.

2. To switch back to the call on Hold, press the Swap softkey.

To Reject the Second Call:

Press the down arrow button to highlight the new call and press the Reject softkey, the
caller goes to your voicemail box

SpeakerPhone

          

   

        



While the phone is not in use:

 Press the Speakerphone button to activate the speakerphone and get dial tone for an
outbound call.

While on a call on the Handset / Headset

 Press the Speakerphone button to continue the current call on the speakerphone.

Forwarding Call
1. Press the OK button on the keypad.
2. Arrow down to Call Features and press the OK softkey.
3. Highlight Call Forward and press the OK softkey twice.
4. Choose the type of forwarding needed, then press the OK button.
5. Use the left or right arrow to select Enabled.
6. Arrow down to the Target section and enter the forwarding destination number or
extension, then press the Save softkey.

Always— Forward all incoming calls. 
Busy— Forward incoming calls when the phone is busy.
No Answer— Forward incoming calls when the phone is not answered.

          

   



Voicemail Box Setup

Recording your personal voicemail greeting
1. Press theMessages   button.
2. Enter the PIN provided to you by your Administrator, followed by the # key.
3. Select option 3 for personal options.
4. Select option 1 to record your voicemail greeting.
5. Follow the voice prompts to record and check your greeting.

Changing the PIN from the Phone.
1. Press theMessages  button.
2. Enter the PIN provided to you by your Administrator, followed by the # key.
3. Select option 3 for personal options.
4. Select option 2 to change your PIN.
5. Enter the new PIN when prompted. Press # when done

          

   

  


