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Accessing Call History
1. From the Home view, use the navigation arrows to select the Directories icon. Then select

Recent Calls. Your call history will be displayed.
2. Todial anumberfrom yourhistory, find thedesirednumberandthenpress the Dial soft

key. **Note:youcanalsoquicklyaccessplaced,missedandreceivedcallsby[////] left, right
anddownonthenavigationkeys.
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Placing Calls
1. Toplacea call,dial thenumber,thenpickupthehandsetorpresstheSpeaker or

Headset key.

Receiving Calls
1. Toansweranincomingcall,pickupthehandset,presstheSpeakerorHeadsetkey,orpress 

the Answer soft key.
2. Toansweranincomingcallwhenyou’realreadyonanactivecall,presstheAnswer soft

key on thescreen.
• Your first call will automatically beplacedonhold.
• Toretrieveyourfirstcall:usethenavigationarrowstoscrolltothecall,andthen 

press the Resume soft key.

Placing Calls on Hold and Resuming Calls from Hold
1. Toputanactivecallonhold,presstheHold buttonor thesoft key.
2. Toresumethecall, press theResume softkey.
3. Ifyouhavemore thanonecallon hold,usingthenavigationarrows,select thecall you

wish to reconnectwith andpress the Resume soft key.

Enabling and Disabling “Do Not Disturb” (Send All Calls to Voicemail)
1. To enable “Do NotDisturb”, press the Home button.
2. Usingthenavigationkeys,scrolloverandselectDoNotDisturb.Youwill seethe“DoNot 

Disturb”iconbyyourextensionlineappearance,indicatingthatthefeaturehasbeen 
enabled.**Pleasenote:once“DoNotDisturb” isenabled,callscannotbereceiveduntilyou 
disable thefeature.

3. Todisable “DoNotDisturb”,repeat theprevious steps.

Initiating 3-Way Conference Calls
1. Toinitiateathree-wayconferencecall,whileonanactivecall, presstheMoresoftkey.Then 

pressthe Conference soft key; thefirst callwill beplacedonhold.
2. Dial thesecondnumber.Whenthesecondpartyanswers,presstheMore

softkey,then press theConference soft key again to join thecalls.

Performing a Consulted (Announced) Transfer
A“consulted” transferisperformed whenyouannouncethecalltotherecipientpriortotransferringthe
call.
1. To conductaconsultedtransfer,whileonanactivecall,presstheTransferbuttonorsoftkeyand

enter thedestination (extension) youwish to transferthecall to.
2. Then press the Dial soft key.
3. Thecallerisautomaticallyplacedonhold. Oncethereceivingpartyanswers,announcethecall.
4. Tocompletethetransfer,presstheTransferbuttonorsoftkeyagain.**Note:Youcanperformablind

transferbyholdingdowntheTransfersoftkeyorbutton,thenapopupmenuwillappear,selectBlind,
thenenter theextension to transfer thecall.

Performing a Transfer Directly to Voicemail
Adirecttransferto voicemailisperformedwhenyouwishto transferacalldirectlytoanotheruser’s 
voicemail.

1. Toconductadirecttransfertovoicemail,whileonanactivecall,presstheTransferbuttonorsoftkey.
2. Next,enter*55,andfollowthevoiceprompts;entertheuser’sextensionfollowedbythepound#key. 

Youwillhear aconfirmationmessage.Thiscompletesthetransfer tovoicemail

Adding Contacts to Directory from the Call History List
1. Tocreateanewcontactfromacallhistoryitem,fromtheHomeviewusethenavigationarrowsto 

select Directories, then select Recent Calls.
2. Selectthecalleryouwishtoadd,andthenpresstheInfosoftkey.PressSavetoaddittoyourdirectory.
3. Toeditthecontact’sinformation,usethenavigationarrowstoscrolltothefieldyouwishtoedit. Enter 

the information andpress Save to save thecontact.

Accessing Directories and Adding New Contacts
1. FromtheHomeview,usethenavigationarrowstoselect theDirectories.Thenselect

Contact Directory.
2. Press theAddsoftkey toaddanewcontact.Usingthenavigationarrows,selectthefieldsyouwish

to edit.Whenfinished,pressSavetosavethecontact. **Note:theContactfieldisrequiredandmust 
contain the telephonenumberof the contact.

Accessing Voicemail
A  blinking red“voicemailmessage waiting” indicatorlightnotifiesyou whenyouhavea new
voicemail messageon your phone.

1. Tocheckyourvoicemailmessages,pickupthehandsetthen dial *86.
2. Enter your voicemailpasscodefollowedbythe#poundkey.Followtheaudiopromptstoretrieveyour 

voicemailmessages.**Note:Ifyouforgetyourvoicemailpasscode,pleasecontactyoursystem 
administrator to have it reset.
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