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MN High School/Administration Telephone Quick Reference Guide

Note: Any function labeled Soft Key will be shown on the display panel. These functions are not buttons labeled on the phone.

8/16 Button Phones

~ 3-WayConference ~ II CallForwarding(SoftKey)· Establishfirstcall . All Calls: Lifthandset. Press
· Press TIlANSFER FDAplus the ext. to which· Listenfor interrupted dial tone you want to forwardyour
· Dialsecond party calls.To cancel, lift handset &
· When calledparty answers, pressFj)A

announce the conferenceand . BusyCalls:Lifthandset. Press

~ . ~ press CONF. FDBpiusthe ext. you wishtoPlacing an Internal Call forwardcallsto. To cancel, lift

· Lifthandset R d' I ~handset andpressFj)B.· Dial 4 digitextension LastNumber e la . No answercalls:Lifthandset.· PressHEf)fAl,the last number PressFj)Nplus the extension
dialed appearson the display. you wishto forwardcallsto.
To dialthisnumber,press*. To cancellifthandsetand· Continue pressingREDIALto press Fj)N
scroll through the last 5 numbers ***Note: Usingthe Fj)B& FDN
dialed.To dialany of these commandsis not advisable,since
numbers pressthe * key when you would reconfigurethe original
the number appears on the setup of your phone, i.e. your calls
display. willno longergo to voicemail

when not answered.
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an Outside Call. Lift handset

Dial 9 plus the number
When you hear the stutter
dial tone, dial your PIN code
to complete the call.
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Press SPEAKERto make calls hands
free.

· PressHo/d.Theheldlinewill
flashgreen· To retrieve, press the
flashing line key

Note: Retrieve from any phone
with this line appearance

.
ferringa Call

Ask caller to hold & press
TIlANSFER

Hear interrupted dial tone
Dial extension.
Announce call
Hang up
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all

This is the equivalentof hangingup
the phone and pickingit backup
again.· Depress HECALl· Another call may be made.

Call Back (Soft Key)· Press CB when you get a busy
signal on an internal call

oice (Soft Key)
Voice will allow you to open the
speaker of the extension you are
calling. Similar to an Intercom.· Lift handset & dial extension.

II. Press VOICEandspeak after
the alert tone.

m Call Pick Up (Soft Key)
CallPickupallowsyou to answera

! phone ringingin your call pickup
group.

~ UsingCallPark ~

Call park is putting a call in a
parking spot and being able to
retrieve that call from any phone in
the building.
. Ask caller to hold.· Press Transfer&dial *99
· To retrieve from same phone,

lift handset and dial *99
· To retrieve from another

phone, lifthandset and dial
#99 plus the extensionwhere
callwasparked.

e Mail
· Liftthe Handset.
· Press V-Mal/to accessyour

mailboxor leavea messagefor
a coworker.

~ Transferringto Voice Mail ~

When you wishto transfer an outside
callerto a co-worker'smailbox
insteadof ringingtheir phone:
. Pres$ Transfer.
· Press 'V-MA/Lbutton.
· When voicemailanswers,dial

extensionthen push *
. Hangup.


