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CISCO IP TELEPHONE

NEW YORK UNIVERSITY

A private university in the public service

AND
VOICE MAIL

Quick Start Guide

ANSWERING CALLS
To answer an incoming call:
e Lift Handset or

e Press SPEAKER or

e Press HANDSET or

e Press Line button or

e  Press Answer soft key.
PLACING CALLS

To place a call:
e Lift handset or

*  Press SPEAKER or

e Press HEADSET or

e  Press Line button or

e  Press NewCall soft key.
To call another extension:

e Dial 5-digit extension number.
To call an outside line:

e Dial 9 + telephone number.
To redial the last number called:

e LiftHandsetor _
Press SPEAKER or
Press HEADSET or
Press Line button or
Press Redail soft key.

ENDING CALLS

To end a call:
e Replace Handset or
e Press SPEAKER (if on speaker) or
e Press HEADSET (if on a headset)or
e  Press EndCall soft key.

To place a call on hold:
e  Press Hold soft key.

To retrieve a held call:
*  Press Resume soft key or
e  Press Line button.

e Press Hold soft key.
e Press New Call soft key.

e  Press Answer soft key.

e  Use Navigator button to highlight held
call.
e  Press Resume soft key.

To answer a call on a shared line a
. Press Line button.

TRANSFER
To transfer a call:

. Press Transfer soft key.

e  Dial 5-digit extension.

e Option: Announce Call.

e  Press Transfer soft key or Hang up.
If busy or does not answer:

e  Press EndCall soft key.

e Press Resume soft key.

CONFERENCE
To place up to a 10-way conference call:
e  Place or answer the first call.

*Press Confrn soft key.

*Dial next call.

*Option: Announce Call

*Press Confrn soft key.

¢  Conference complete.
To add additional parties:
e Repeat * steps
To_add an incoming call to a call/conference:
e While on with one caller.
e Use Navigator button to highlight held call
to join.
®  Press Join soft key.

To view active participants:
¢  Press ConfList soft key.

To remove a conference participant:
e  Use Navigator button to highlight call to
remove.
¢  Press Remove soft key.

Note: Remove can only performed by the
conference originator.

CALL FORWARD- All Calls
To forward all incoming calls to another NYU
telephone number or voice mail:
e  Press CFwdAll soft key
¢ Dial 1+Area Code +Telephone Number
(example: 12129981212)- or
®  Press messages to forward calls to Voice
Mail.
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