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Voice Mail setup 

 Press the Message key below the screen on the right-hand side 
(Looks like an envelope). 

 Press the OK button on the top option for Voicemail 
 Select your preferred language 
 Create a four-digit passcode 
 At the voice prompt, record your name Select a greeting, either 

personalized or standard 
 
 

 

Basic call features 
Make outgoing calls. 
By Dialing: 

 Enter the phone number, and press the Call key. 
o To use speaker phone speaker key. 

From your Call History: 
 Press the Call Key 
 Use the Up and Down arrows to highlight the desired 

number. 
 Press the Call or Speaker button to make the call. 

Receive incoming calls. 
When not already on a call: 

 Press the Call, OK, and Answer Soft Key to answer calls 
with the earpiece speaker 

 Press the Speaker button to answer calls with the 
speaker phone. 

While on a call or the line is otherwise in use: 
 Press the up or down arrow key to select the incoming 

call. 
 Then press the Call, OK, or Answer Soft Key to answer 

the call.  
Placing a Call on Hold and Resuming It 
Hold a call. 

 Press Options Soft Key during the call. 
 Select Hold and press the OK button. 

Resume a call. 
 If there is only one call on hold, press the Resume soft 

key, the Call button, or the Speaker Button. 
 If there is more than one call on hold: 

o Press the arrow keys or the Swap soft key to select 
the desired call. 

o Then Press the Resume soft key, the Call button, 
or the Speaker Button. 

Note: Placing a handset on the cradle will not end a call on Hold. 

Transferring Calls 
Consultative Transfer 
While on a call: 

 Press the Transfer key or press the Options soft key, 
use the arrow keys to select transfer, and press OK. 

 Enter the number or extension to transfer the call to.  
 Press the Options soft key use the arrow keys to select 

Consultative, and press OK.  (You will be connected to 
the other party and can inform them of the pending 
transfer.) 

 Press the Transfer soft key (Connecting the other party 
and the caller) to complete. 

Direct Transfer 
While on a call: 

 Press the Transfer key or press the Options soft key, 
use the arrow keys to select transfer, and press OK. 

 Enter the number or extension to transfer the call to.  
 Press the Transfer key, or the Options soft key use the 

arrow keys to select Direct, and press OK.   
Direct Transfer to Voice Mail 
While on a call: 

 During a Call press the Transfer key or press the 
Options Soft Key, use the arrow keys to select transfer, 
and press OK. 

 Use the dial pad to enter Press **55, then enter the 
number or extension to transfer the call to.  

 Press the Transfer key, or the Options soft key use the 
arrow keys to select Direct, and press OK.   


