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Getting Started with your New IP Phone
Your new telephone number is displayed on your phone.  A few common features are listed below.  Please contact your system administrator if you require additional assistance.  If using a power brick adapter, be sure to use a surge protector, as well.

Placing a Call

· Using Handset – Lift the handset and dial the desired number.
· Using Speakerphone – Press the speaker button and dial desired number.
To dial:

· An internal extension – Dial the 4-digit extension

· A local call – Dial the 7-digit local number

· Long distance –  Dial the 10-digit phone number (area code + local number)
· International – Dial 011 + country code + city code + number

Receiving a Call 
To answer an incoming call:
· Using Handset – Lift the handset or press the line button.
· Using Speakerphone – Press the speaker button. 

Three Way Conferencing

Join multiple parties together on a single call.
To add a party to an existing call:

1. Press the conf softkey to place the existing call on Hold and get a dial tone.
2. Dial the extension or number that you would like to add. 

3. After the party answers, press the conf softkey to join the parties together.  (If you reach voice mail, or if the party doesn’t want to join the conference, press the active line key to return to the original call without adding the new party.)
Transfer a Call
Transfer an active call to another extension or telephone number.

To transfer an active call (attended):

1. Press the xfer or Transfer softkey. (Caller is placed on hold.)
2. Dial the extension or telephone number to which you want the call transferred. 
3. When the called party answers, you may talk privately with them before completing the transfer.  (Original caller is on hold.) 
4. To complete the transfer, press the xfer or Transfer softkey again; the other parties are connected while your line is disconnected from the call. 
Call Forwarding (All Calls) 

Forward all your incoming calls to another number.
To enable/modify Call Forwarding:

1. Press the cfwd or Forward softkey.
2. Enter the telephone number (or internal extension number) to which calls will be forwarded. (The phone LCD will display a “Calls Forwarded” message and the softkey will now show as 
 –cfwd or Clr Fwd)
To disable Call Forwarding:  Press the –cfwd or Clr Fwd softkey.
(The “Calls Forwarded” display is removed.)
Accessing Your Voice Mail

From your own phone

The message lamp on the handset will be lit red if you have a new message. 

· Press the messages button on your phone.
If you have new messages, the messages will be identified and played.

From another phone

· From an external phone, dial your voice portal general access number and follow prompts to enter your mailbox number and password.
· From another internal phone, dial your own telephone number and press (when the greeting plays.  When prompted, enter your voicemail password followed by #.
If you have new messages, the messages will be identified and played.

Recording Your Voice Mail Greeting
1. Press the messages button and follow prompts (or dial (86).
2. If requested, enter passcode and press #, then:
· To change busy greeting - press 2 and follow prompts
· To change no answer greeting - press 3 and follow prompts
· To record your name - press (, then 3 and follow prompts.  

· To access messages,  press 1
3. The first time you access voice mail, you will be prompted to change your password (minimum 6-digit numeric password).  Please use strong passwords with digits that are not easy to guess. Do not use weak passwords such as your phone number, consecutive or serial numbers (e.g. 123456 or 5555555).
Note:  If you do not record personal greetings, generic system greetings will be used.  If you record your name, it will be played as part of the Automated Attendant dial-by-name directory feature.
Reference Guides and General Information

Additional reference guides, software downloads and general phone system information is available at:  www.telnetww.com/infosource   This link is also accessible directly from your web-based Personal Assistant Toolbar (if enabled).
IMPORTANT NOTE about 911:  Because VOIP (Voice over Internet Protocol) service works differently than traditional phone service, VOIP 911 service may also work differently.  To understand limitations and to be prepared should you need to make a 911 call from your IP phone, please read the TelNet 911 Emergency Service Advisory Notification at www.telnetww.com/TelNet911Advisory.pdf
Important Numbers:
Voice mail general access number:     
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