
Placing a Call
For internal numbers, dial an extension. For external numbers, dial 9 then the telephone number.
Lift the handset from its cradle

Ending a Call
Place the handset on its cradle

Answering a Call
Lift the handset for handset operation or press the Speaker for hands-free operation (           ).

Muting
Press the Mute key (           ) to mute the handset or speaker phone.

Redialling
Press the Redial key (           ) once to automatically dial the most recent number.

Commsplus
Get connected.
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Holding and Resuming
To place a call on hold, press the hold key (           ).
To resume the call, press the hold key.

Call Transferring
Ensure you are on active call with the party you wish to transfer.
Press the transfer key (           ).
Dial the number (or extension) you wish to transfer and wait for an answer.
Hang up the phone to transfer.

Volume Control
When your phone is either ringing or idle, press the volume up or down keys (           /           ) to adjust the ring 
volume.
During an active call, the volume control button changes the handset volume, speaker phone or headset, 
whichever is active.
Hold both volume keys at the same time for 1 second to save your volume level.

Voicemail
Take the phone o� the cradle.
To access voicemail messages, press the voicemail key (           ).
Depending on your system con�guration, you may be prompted for a voicemail PIN number.
Follow the instructions given over the phone.
To end voicemail, hang up.
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