
 
 

DIGITAL TELEPHONES 

FEATURE PROCEDURE 
HOLD 
  To place call on hold 
~~~~~~~~~~~~~~~~~~~~ 
  To answer  
  another call 
~~~~~~~~~~~~~~~~~~~~ 
  To return to  
   held call 

 
- Press the hold button 
~~~~~~~~~~~~~~~~~~~~~~~~~~ 
- Press call appearance button of    
    incoming  call 
~~~~~~~~~~~~~~~~~~~~~~~~~~ 
- Press held call appearance  
    button 

TRANSFER - Press transfer button 
- Dial number (announce call) 
- Press transfer button 
- Hang up 

CONFERENCE 
  To add a 3rd  
  party to call 
 
 
 
 
~~~~~~~~~~~~~~~~~~~~ 
  If no answer  
  or busy signal 

- Press conference button 
 -Dial number 
 -Press conference button  
   (after party answers) 
(Note: You can add up to 6 callers 
on a digital phone, including the 
person who initially made the call.) 
~~~~~~~~~~~~~~~~~~~~~~~~~~ 
- Press held call appearance  
    button to return to main call 

DROP 
  To hang up from 
  current call and       
  return dial tone 

- Press drop button 
(Note: The last party of a 
conference call is dropped) 

DISCONNECT 
  To hang up from  
  current call and  
  return dial tone 

- Press disconnect or drop button 

ABBREVIATED DIALING/ 
SPEED DIAL (AD) 
  Access/Program 
 
 
 
 
 
 
~~~~~~~~~~~~~~~~~~~~ 
  Activate 

- Dial #80 
- Press AD button you want to   
   program 
- Hear dial tone and dial number  
   as usual from campus 
   (up to 20 digits) 
- Press AD button again 
- Hear confirmation  
   (3 short tones) 
~~~~~~~~~~~~~~~~~~~~~~~~~~ 
- Press AD button 

AUTOMATIC CALL 
BACK (AC) 

- Dial phone number of person    
   you are trying to reach.   
- If number is busy, press the AC   
   button and hang up. 
- When called number is free,  
    your phone rings a double ring. 
- Pick up the receiver and the  
   other party ‘s line will be ringing. 

CALL FORWARDING 
  Activate 
 
 
~~~~~~~~~~~~~~~~~~~~ 
  Cancel 

- Dial *2 
- Dial telephone number 
- Hear confirmation  
  (3 short tones) 
~~~~~~~~~~~~~~~~~~~~ 
-Dial #22 
-Hear confirmation 
   (3 short tones) 

CALL FORWARDING 
BUSY/DON’T ANSWER 
  Activate 
 
~~~~~~~~~~~~~~~~~~~ 
  Cancel 

- Dial *3 and   
    telephone number. 
- Hear confirmation  
   (3 short tones) 
~~~~~~~~~~~~~~~~~~~~~~~~~~ 
- Dial #22 
- Hear confirmation 
   (3 short tones) 

CALL PICKUP - Press CPU button or dial  
    *7 

SEND ALL CALLS TO 
VOICE MAIL (for voice mail 
subscribers only) 
  Activate 
~~~~~~~~~~~~~~~~~~~~ 
  Cancel 

- Dial *8  
- Hear confirmation  
   (3 short tones) 
 
~~~~~~~~~~~~~~~~~~~~~~~~~~ 
- Dial #88 
- Hear confirmation  
   (3 short tones) 
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