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Accessing Voicemail 

If you want to... Then... 

Set up and personalize your 

voice message service 

1. A password or PIN for 

your voicemail will be 

emailed to you when the 

account is created.   

2. Press                

3. Enter the password or 

PIN when prompted. 

4. Follow the setup instruc-

tions as prompted. 

Change voicemail password 

(PIN) 

1. Press 

2. Enter your PIN followed 

by # 

3. Press 6 to change per-

sonal options 

4. Press 3 to change PIN 

5. Enter new PIN followed 

by # 

 

See if you have a new voice 

message 

Look at your phone for the 

following indicators: 

 A steady red light on 

your handset 

 A flashing envelope icon       

and text message on 

your phone screen 

*Tip:  Voicemail messages 

will also be delivered to your 

Inbox in Outlook 

Listen to your voice messag-

es or access the voice mes-

sages menu 

Choose from one of the fol-

lowing 

 Press             

 Internal dial 8010 

 External dial your phone 

number.  Wait for 

voicemail prompt then 

press * followed by your 

extension number.  You 

will then be prompted 

for your voicemail pass-

word or PIN. 

Other voicemail tips: 

 Your password or PIN can be a “word” spelled out using the 

number key pad. 

 While listening to the voicemail menu options, press * to go to 

the previous menu. 
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   Messages 

 Services 

 Help 

 Directories 

 Settings 

 Speaker 

 Mute 

 Headset 

Button Definitions 

Viewing and Dialing Calls 

If you want to... Then... 

Redial the last number Press Redial 

View your call logs Choose                >Missed 

Calls, Received Calls, or 

Placed Calls 

Dial from a call log Scroll to a listing from the call 

log, edit the number (if need-

ed) and go off-hook 

Edit a number in a call 

log 

Press EditDial followed by << 

or >> to reposition the cursor 

or erase digits 

Dial from the corporate 

directory 

Choose                 >Corporate 

Directory.  Enter the first few 

letters and press Search.  Then 

scroll to a listing and go off-

hook. 

Dial using the speaker-

phone 

Press New Call and enter a 

number. Or, press           before 

or after dialing, re-dialing or 

speed dialing a number  

Place a call while anoth-

er call is active 

Press New Call.  The original 

call is placed on hold automat-

ically. 

 8 + 1 + Area Code + number 

 8 + 011 + number 

 8 + information 

*Tip:  You will not hear a second dial tone after 

entering 8.  Continue to enter all digits until your 

call is placed. 

 

Use the same method as above for sending faxes 

Making Long Distance Calls 

If you want to... Then... 

Transfer a call During a connected call, 

press Transfer and enter 

the target number.  To 

transfer the call, press 

Transfer again. 

*Tip:  You don’t have to 

wait until someone answers 

to press Transfer a second 

time.  You can press Trans-

fer as soon as the other line 

rings. 

Transfer directly to 

voicemail 

Press Transfer, enter * 

then the extension number, 

press Transfer again. 

Transfer two current calls to 

each other (“direct trans-

fer”) 

Press up or down arrow to 

select call then press 

DirTrfr. 

Transferring a Call 

If you want to... Then... 

Start a standard conference 

call by calling participants 

During a connected call, 

press more > Confrn to add 

another party to the call.  

Dial the participant’s num-

ber.  After connecting press 

Confrn again.  Repeat to add 

each participant. 

Invite current callers to join 

a standard conference 

Scroll to each target call on 

the line and press Select.  

From a selected call, press 

more > Join 

View a list of participants Choose an active conference 

and press ConfList.  An * 

indicates the initiator. 

Remove a participant from 

the conference 

If you are the conference 

initiator, you can press 

RmLstC or scroll to a name 

in the conference list and 

press Remove 

Making Conference Calls 

Using Call Forward 

If you want to... Then... 

Set up call forwarding for 

your primary line 

Press CFwdALL and enter a 

target phone number 

If off campus, dial 8 + # 

Call forward messages to 

your voicemail 

Press CFwdAll then press  

Cancel forwarding  Press CFwdALL 


