[image: image1.jpg]n Jibba @ Jabbar






Standard Desk Phones 
To place call on hold, press HOLD. 

To return call off hold. Press RESUME
To Transfer – TRANS > enter EXT no, then click OK. Wait for ANSWER, Press TRANS again when ready to pass call through.
To BLIND transfer – while on a call press TRANS, then type EXT no. (201,202 etc) to transfer too, then press TRANS again
To conference between 2 internal phones & 1 external caller
While on a call. > Press CONFERENCE > enter EXT No. > SEND > Wait for answer > Press CONFERENCE to join all 3 parties.

Also, to note is there is no dial 9 etc before a call, all calls go straight out. Users will also have to dial full area codes before numbers even for Doncaster landlines.
Portable Phones (W52 Dect) 

To place a call on HOLD, press OPTIONS soft key and then select HOLD 

To resume the call, press the RESUME key 
To Transfer  - Press the OPTIONS soft key during a call, and select TRANSFER 
Do one of the following: Enter the EXTENSION number, then press OK to dial out Once you have spoken to the user, press the Transfer soft key to complete the transfer  after the party answers the call.  
The LCD screen prompts “Call Transferred” 
(Perform an attended transfer if you want to talk to the party to whom you’re transferring the call. Or, you can choose not to talk to the party.                            In this case, you wait for the party’s ring-back sound, and then transfer the call.)
                   To Transfer (BLIND) – Press the OPTIONS soft key during a call, and select BLIND TRANSFER 
                   Enter the EXTENSION number, then press OK or the TRANSFER BUTTON
                   The call is connected to the number or handset you specified, and the LCD screen prompts “Call Transferred”.         
                  (When you use a blind transfer, you transfer a call without speaking to the party to whom you’re transferring the call. 
                       The call is automatically transferred as soon as you dial the party’s number) 

Standard Voicemail access
Dial *99, then on hearing ‘Comedian Mail’ dial Voicemail number ‘201’ , then enter pin when prompted ‘1234’
(Standard VM PIN 1234)
NB. Voicemail notifications should also arrive via email. On your email you will receive a recorded file of the voicemail message and it will also state the voicemail number where the message is left
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