PEN ARGYL HIGH SCHOOL
ADMINISTRATIVE AND OFFICE PHONES
ANSWERING A CALL
1. If your phone is ringing, simply pick up the handset.
2. When the call is finished, simply hang up the handset.
MAKING AN OUTSIDE CALL
1. Press a LINE KEY or dial 8, then dial the desired number.
TO PLACE A CALL ON HOLD
1. While on the call, press the red hold button. The line that the call came in on will flash on
all large display telephones.
TO RETRIEVE A CALL ON HOLD
1. Press the blinking LINE KEY that the call is holding on.
TRANSFERRING A CALL
1. While connected to a call, press the TRANSFER button, and then dial the desired
EXTENSION NUMBER (or press the extension button, if assigned).
2. Stay on the line to announce the call or hang up to complete the transfer.
3. If this call is not answered, it forwards to voice mail.
4. To pull the call back, press the blinking LINE KEY.
TRANSFERRING A CALL TO VOICE MAIL
1. While connected to the call, press the VOICEMAIL button, then dial the desired
EXTENSION OR MAILBOX NUMBER (or press the extension button, if assigned).
2. Hang up to complete the transfer.
TO RECORD A CALL
1. Simply press the RECORD button.
2. To end the recording, press the RECORD button again or hang up.
3. Note: If you are at common area phone that has a RECORD button, once selected you
must enter your mailbox number after pressing the RECORD button.
PLACING A CONFERENCE CALL
1. Make your first call, (either an internal extension or outgoing number) and then press the
CONFERENCE button (this places the first call on a conference hold).
2. Make your next call, and then press the CONFERENCE button again (now you have the
second party on conference hold). You may add another party.
3. Then press the CONFERENCE button again to join all parties together. (Press CONFERENCE
once to bring new party in. Press CONFERENCE twice to bring everyone together)

PAGING
1. Pick up the handset and press the PAGE button.
2. Dial #11
3. Make your page and hang up.
PICK-UP RINGING CALL ON ANOTHER EXTENSION
1. Press 4, then dial the extension number of the ringing phone to pick-up the ringing call.
TO PROGRAM STATION SPEED DIAL
1. Press PRG STN SPDL button or dial 383
2. Enter bin number (0 – 9)
3. Enter name using dial pad (TRANSFER button moves the cursor right, HOLD button moves
the cursor left) then press pound
4. Enter telephone number, starting with 8. (Ex. 8-1-610-867-7800)
5. Press #
USING STATION SPEED DIAL
1. Press STATION SPEED DIAL button (or dial 382) and enter bin number you programmed
(0 – 9)
PROGRAMMING EMPTY BUTTONS
1. Dial 397
2. Press the button you want to program
3. Enter extension number or press SYSTEM or STATION SPEED DIAL button then bin
Number.
PROGRAMMING AN EMPTY BUTTON FOR AN OUTBOUND 1 TOUCH SPEED DIAL
1. First you must program the desired outside phone number as a station speed dial. See
TO PROGRAM STATION SPEED DIAL above.
2. Now you can program that empty button with the newly created station speed dial
number.
a. Dial 397
b. Press the button that you wish to program
c. Enter 382, then the bin number which you just chose for the specific speed dial
number.

VOICEMAIL SET-UP PROCEDURE
1. From any phone – Press the VOICEMAIL button (or dial 6) then press * , then enter your
mailbox number.
2. Enter your PASSWORD (Default is your extension or mailbox number).
3. The prompt will ask you to change your system assigned password. Dial your new
password and press #.
4. The prompt will announce your password again, if it is correct, press #.
5. The prompt will ask you to record your spoken name. At the tone, say your full name and
extension and press #.
6. Press # again to confirm your recording.
7. The prompt will play information about your voicemail box and say your mailbox is fully
set up.
8. Dial 4 – for personal options.
9. Dial 1 – for personal greeting.
10. Dial 1 – for primary greeting.
11. At the tone say your greeting (Example: Hi this is Mike. Sorry I missed your call. If you
would like to leave me a message, please do so. Otherwise, you may press zero for
further assistance.) When finished with your greeting, press #.
12. Press # again to confirm.
13. Your VOICEMAIL is now completely set-up, please hang up now.

LISTENING TO YOUR MESSAGES
1. Press the SPEAKER button or lift the handset and press the MESSAGE button.
2. Dial your PASSWORD then press #.
3. Voicemail will announce all options.
FORWARDING A MESSAGE
1. After listening to the message, press 3.
2. Dial the desired EXTENSION NUMBER then press #.
3. To record an introduction to the message press 1 otherwise press #.
4. Press # again or hang up to send the message.
LEAVING A MESSAGE FOR ANOTHER PERSON
1. Press the VOICEMAIL button.
2. Dial the desired EXTENSION NUMBER.
3. Leave your message after the tone.
4. Hang up to send the message.
CHECKING MESSAGES FROM OUTSIDE THE OFFICE
1. Dial your main telephone number: 610-863-1293
2. When the greeting begins, press *.
3. Dial your EXTENSION NUMBER.
4. Enter your PASSWORD then press #.
5. Voicemail will announce all options.

