Phone Guide

To make an Outside Call

To make an outside call press 0

To place a Call On Hold
To place a call on hold  press the line key and it will flash to show it is on hold. Press the flashing key to retrieve the call. 

On a analogue handset press the R key if no R key a quick hook flash will place the call on hold. Press the same key the retrieve the call.

Transfer a Call

To transfer a call press the enquiry key, extension number (this can be an external number or use the speed dial number) and press transfer. 

If you are transferring to an extension with a programme key you only need to press this key and transfer.

On a analogue handset press the R key dial the extension number and hang up.

Last Number Redial

Press ***  for last number redial.

Saved Number Redial

This is a great function , it saves one number at a time and stays saved until you save the next number. Whilst on a call press the 2nd key and the save/redial key (line1). On a Professional Handset (4223) this will come up on the screen (F3) whilst on the call and you can press this key instead of.

For this to work you must be the person to have initiated the call.

Conference Call

To conference another party in, whilst on the first call press enquiry dial your next call in the normal manner and once connected press conference key. On the 4222and 4220 handsets it will be 2nd conference.

Analogue Handset – call your first caller then press the R key dial your next caller and dial 3, periodical you will all hear a conference tone. Repeat the procedure to introduce another caller.

Call Pick-up 

To answer a call press 6

Call Back 

When a call is not answered or busy press 5

Immediate Diversion

Immediate diversion to voice mail on the basic handsets is *21# and to cancel diversion is #21#

Internal to another extension

To divert line to another extension (instead of voicemail) *21*ext no.  # to cancel #21# press clear. The diversion LED will light on the 212 handsets and on basic handsets you will have broken dial tone.

To divert line to external number (instead of voicemail) *22* 0 external no. # to cancel #22# press clear. The diversion LED will light on the 212 handsets and on basic handsets you will have broken dial tone. 

Change Ring Tone and Volume

To change ring volume is  *00* 2*  0-9, when selected the volume you desire hang up.
To change ring tone is *00* 3*  0-9, when selected the tone you desire hang up.
To leave Voice Message 

To leave a message on an extension call the extension number press the message key and press 9, record your message and press the # key.

To Change Password to access voice mail remotely 

Select new password #*72* password default is 0000 * new password # clear.

Eg #*72*0000*new password # clear.
To Search for  Speed Dial Numbers

4223 Professional Handset – Press F1 Directory press F2 External ,  dial the letter  of  the name you are searching for and  press search and then scroll thru using  F1 and F2 backwards and forwards until come to the name you want and press call.

4222 Office Handset – Press # 0 * ,  dial the letter  of  the name you are searching for and  press # and then scroll thru using  + and - keys backwards and forwards until come to the name you want and press line 1 to call.

* 0 # will search for internal extension numbers.

Call List – this will show the last 20 calls made and received. Incoming and Outgoing.

4223 Professional Handset – Press F2 List. This will show the last 20 calls, it shows also if incoming or outgoing by the arrow and what time the call was received. You can also erase any numbers and the F1 key will call the number displayed.

4222 Office Handset – Press * 48 # 

next number is +

erase number is –

Press line 1 to call the number displayed

Individual Speed Dial Numbers – this should be used for handsets without DSS panels.
*51*

0 – 9  *

Dial the number , remember to dial 0 first for an outside line   #

To dial the Speed Dial number ** 0-9.

(These numbers save as the short number or 2nd key on the DSS Panel)
