WESTERN OREGON UNIVERSITY

TELECOMMUNICATION SERVICES

MODEL 6220 TELEPHONE SET

QUICK REFERENCE

HOLD


To hold a call:


Press HOLD






Lay the handset in the cradle


To return to the call:

Press the call appearance of the held call

TRANSFER


Unsupervised transfer:

Press FLASH








Dial the third party






When you hear ringing, press FLASH again


Supervised transfer:

Press FLASH






Dial the third party






Announce the call






Press FLASH






Introduce parties






Hang up

CALL PICK-UP


To answer a phone ringing in your pick-up group:






Listen for dial tone






Dial *7





Begin talking immediately

SEND EXTENSION

Your telephone may be pre-programmed to send your calls to the AUDIX voice mail system if you

 don’t answer after 2 to 6 rings, or when the SEND EXTENSION feature is activated.



To send your calls immediately to AUDIX voice mail:






Listen for dial tone






Dial *8



To make your phone ring again:






Listen for dial tone






Dial #88

TRANSFER TO VOICEMAIL
To send a redirected coverage call back to the subscribers voice mailbox:






Press FLASH






Dial 89444





Enter destination mailbox (five digits)






Press FLASH

ABBREVIATED DIALING (AD) BUTTONS


To program a number on an AD button



Press the PROGRAM button



Press the button you wish to program



Enter in the phone number and area code if necessary



Press the PROGRAM button



Continue this process for each button

CALL FORWARDING



To forward your phone to another extension number:




Listen for dial tone on the line you wish to forward




Dial *2 (for All Calls) or *3 (for Busy/Don’t Answer)




Dial the extension number you are forwarding to




Listen for confirmation tone, and hang up immediately



To cancel Call Forwarding:




Listen for dial tone on the appropriate line




Dial #22




Listen for confirmation tone

Note:  Call Forwarding will attempt to send calls to the requested extension.  If the forwarded-to extension is busy or is not answered, the call will revert to your coverage path.

AUTOMATIC CALLBACK
To be called back when a busy extension becomes free:


Listen for a busy signal 




Press FLASH




Listen for recall dial tone




Dial *5

Hear confirmation tone




Hang up



You will be called back with three short rings when your party is available 




Lift receiver, hear ringing and wait for them to answer

SPEAKERPHONE



Allows a call to be placed on a speakerphone allowing hands free conversations

MUTE

Allows a caller on a speakerphone call have a side conversation without the far end hearing the discussion.

