WESTERN OREGON UNIVERSITY

TELECOMMUNICATION SERVICES

MODEL 6416/6424 DIGITAL DISPLAY SET

QUICK REFERENCE

HOLD


To hold a call:


Press HOLD






Green light flutters






You may hang up the handset if you wish


To return to the call:

Press the call appearance of the held call

TRANSFER


Unsupervised transfer:

Press TRANSFER








Dial the third party






When you hear ringing, press TRANSFER again


Supervised transfer:

Press TRANSFER






Dial the third party






Announce the call






Press CONFERENCE






Introduce parties






Hang up

CALL PICK-UP


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






Listen for dial tone






Press CALL PICK-UP (or * 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:






Press SEND EXT (or * 8)






Green lamp lights



To make your phone ring again:






Press SEND EXT (or # 88)






Green lamp goes out

SIX PARTY CONFERENCE




Listen for dial tone, dial the first party




When they are on the line press CONERENCE




Listen for dial tone, dial the second party




When they are on the line press CONFERENCE




Press CONFERENCE again and listen for dial tone




Repeat the procedure to add additional parties
TRANSFER TO VOICEMAIL
To send a redirected coverage call back to the subscribers AUDIX voice mailbox:






Press TRANSFER

Dial 89444, then enter the five digit mailbox extension





Press TRANSFER
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.

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.

