USER’S GUIDE FOR SINGLE-LINE AND

MULTI-LINE TELEPHONES

(Single-line phones are non-programmable instruments, with no triangular soft keys)
To transfer a call:

· Press “flash” button and dial the extension

· Multi-line phones use the "transfer" button

Transfer calls to the Switchboard by dialing zero (0) NOT extension 2112

To place a call on hold:

· Press “flash” and dial * 5

· Multi-line phones use the "hold" button

To retrieve a call on hold:
· Lift the handset and dial * 5

· To retrieve the held call from a remote phone, lift the handset and dial # 5 and the extension

To answer a call with one call on hold (single-lines only):
· If you hear a “call waiting” beep while you are on your extension, press “flash”, * 5 to put the first call on hold.  Pick up the incoming call.  When done, hang up.  Press * 5 to go back to first call on hold.

To answer a call ringing on another phone:
· Lift handset and dial * 9 (if the ringing phone is in your pick-up group)

· Lift handset and dial # 9 (if the ringing phone is NOT in your pick-up group)

To have a busy extension call you back:
· When you hear the busy signal, press “flash” and dial * 1

· To cancel call back dial # 1

· Multi-line phones, press CB (call back) on the display
Conference calls:

· Establish a call between yourself and another party either on or off campus and ask the party to stay on the line

· Press “flash” then dial the extension on campus or dial 9 plus the off campus number

· When the party answers, press “flash” again to establish the 3-way

· Multi-line phones, dial the first number, ask party to stay on the line (do not place on hold). Press "Transfer" button - hear dial tone. Dial the second number, after call is answered, press "Conf" button - both parties will be on the line
*****************************************************************************
If you have any questions, please contact the Switchboard at x2112. Thank you.

Singlemultifunctions 2006
