PEN ARGYL HIGH SCHOOL
CLASSROOMS AND COMMON AREAS
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 OUTGOING 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 CALL BUTTON that the call came in on will flash.
TO RETRIEVE A CALL ON HOLD
1. Press the blinking CALL BUTTON 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 CALL BUTTON.
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.
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)

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.
PROGRAMMING EMPTY BUTTONS
1. Dial 397
2. Press the button you want to program
3. Enter extension number.

