
Internet Telephone Instructions 

HELP DESK


4357



Dialing Information

Station to Station



Dial 4 Digit Intercom Numbers

Local Calls



Dial 7 + 7 Digit Number

800 Toll Free Calls



Dial 7 + 1 + Toll Free Number

Long Distance Calls


Dial 7 + 1 + Area Code + Number

Voicemail Numbers
Voice Mail Extension


3000    



 Voice Mail Number 



434-395-3000
Express Messaging Extension

4999
Express Messaging DID


434-395-4999
Feature Information

Call Park Codes



8120 thru 8129
Goodbye - Press the Goodbye button to disconnect the current call even if the handset is not in the cradle.

Volume - The volume control is located to the left of the dial pad.  Use the Volume Control to adjust the volume of the Handset, Headset, Speaker, Ringer, and Handsfree features.  Press the Volume + to increase the volume. Press Volume – to decrease the volume.
Handsfree  - To make a handsfree call, select an extension button or press the Handsfree button without lifting the handset.  Dial the call as normal. If on an existing call, press the Handsfree button and hang up the handset. Lifting the handset will turn off the speaker and make the call private. Press Goodbye to disconnect.

Mute - If you press the Mute button while on a call, your side of the conversation is muted.  The red LED flashes to confirm the microphone is muted. Press Mute again to return to two-way call.
Expand to PC button is a fixed key that is reserved for future development.
Inbox (Message) button will access your voice mailbox. Press Handsfree or Msg/Inbox, an extension button, then press Msg/Inbox. This will auto dial voicemail.
Navigation keys scroll through menus and lists in the display area. (Used with Services button)
Press the Directory button to access Directory Services. 
Shift button toggles between two feature pages and accesses an additional six line/features.

Quit button ends an active application.  Pressing the Quit button does not affect the status of the calls currently on your telephone.

Services button allows access to the following items:

· Telephone Option:


-Adjust volume

-Adjust display screen contrast

-Select a language

-Select date/time format

-Display diagnostics

-Choose local dial pad tone

-Set Info


-Diagnostics Tools and Stats


-Configure call log options



-Choose ring type

-Enable call timer

-Enable on hook

-Change feature key label


-Name display format
More -Button accesses the next layer of Soft Keys (self-labeled) keys.

Soft Keys (self-labeled) are located below the display area.  The LCD label above the key changes, based on the active feature.

Note:  A triangle before a key label indicates that the key is active.
Redial – To use – Without lifting the handset – press the extension key twice.
Using the handset – lift handset then press extension key.
AutoDial - You can program this button with one telephone number to automatically be dialed when pressed.  To program this button press the AutoDial button and enter the number just like you dial it.  Then press AutoDial a second time to complete programming.  To use this feature, pick up the handset and press the AutoDial button to call that number.
Transfer - While on a call press the Transfer button and dial the number you want to transfer the caller to.  Announce the call and press the Transfer button.   If the person is not available, press the Line (DN) key to reconnect to the original call.

Conference - Make or receive the first call.  Then press the Conference button and dial the number you want to join to the conference.  Announce the conference and press the Conference button to join all three parties. Repeat the process until six people are in the conference.

Forward - Use this feature to forward your telephone to another extension.  Press the Forward button.  The LCD triangle starts to flash indicating the Forward button is ready to program.  Enter the desired extension number and press the Forward button.  To cancel, press the Forward key.  To reinstate call forward to the same number, press the Forward key twice.
Ring Again – Use this feature as a call back feature.

To use – If you dial an internal extension number and receive a busy signal or a no answer  Press the Ring Again key and hang up.  When the person is available you will receive a notification tone.  Lift the handset, you receive dial tone.  Press the Ring Again key.  
To cancel Ring Again before or during notification, press the

Ring Again key. 
Call Park - Use this feature to place a call on system hold and retrieve from any phone in the system within 240 seconds.  With a caller on the line press the Park button.  Take note of the 4 digit number in the display.  Then press the Park button again.  The call is now parked in the system against that number.  To retrieve the call, go to any telephone in the system.  Lift the handset and dial the 4-digit number you received in the display.  If you do not retrieve the call within 240 seconds, the call will return to the extension that parked the call.

Call Pickup – The Call Pickup feature allows you to pick up a call from any telephone in the same pickup group.  To answer a call in your Call Pickup group, lift the handset and press the Pickup key.
Speed Call – Use this button to program personal speed call numbers.

To program – Press the SpdCtl button.  Enter a one or two digit code 
(0 – 9 or 00 - 09) then enter the telephone number as if you were dialing it.  
Be sure to include the 7 if it is an outside number.  Press the SpdCtl a second time to complete.  Repeat this process for additional entries.
To use - Lift the handset or select the DN button and press the SpdCtl button followed by the code (0 – 9 or 00 - 09) associated with the telephone number you would like to call. 







