CAMPUS TELEPHONE SYSTEM

When calling from a campus telephone, campus numbers may
be reached by dialing the last four digits of the number. Off-
campus numbers may be reached by dialing 9 followed by the
number (Example 9-XXX-XXXX).

Analog Features:

To activate Call Forwarding (Busy/No Answer) after
four rings:
1. Go to the phone you wish to forward
2. Listen for a dial tone, and then press *2
3. Dial the 4-digit number you want the call to be
forwarded to
4. Listen for 3 beeps, and then hang up

To activate Immediate Call Forwarding:
1. Go to the phone you wish to forward
2. Listen for a dial tone, and then press *4
3. Enter the 4-digit number you want the call to be
forwarded to
4. Listen for 3 beeps, and then hang up
Note: Call Forwarding is also used to forward your
number to Audix, the voice mail system, at extension
5500.

To deactivate Call Forwarding:
1. Getadial tone, and then press #2
2. Listen for 3 beeps, and then hang up

To pick up a call in your pickup group:
e Listen for a dial tone, and then press #4

To put a call on Soft Hold (used to transfer calls):
e Listen for a dial tone, press hold or flash/lightning
Note: Call will remain on soft hold until you press
hold flash/lightning.

To put a call on Hard Hold:
e Listen for a dial tone
e  Press hold or flash/lightning
e Press#8
e Lay receiver down on desk
Note: To remove the phone from Hard Hold, place
the phone on the receiver. The station will ring and
reconnect to the number.

To transfer a call:
1. Press transfer or flash/lightning
2. Wait for a dial tone
3. Dial the 4-digit number of the party you wish to
transfer to
4. Hang up or stay on the line and announce the call

Automatic Call Back: (If an on-campus number is
busy)
1.  When you hear the busy tone, press hold or
flash/lightning

2. Listen for a dial tone

3. Press*5

4. Listen for 3 beeps and then hang up

Note: When the number is no longer busy, your
phone will give three short rings. If you pick up your
phone, the number will be dialed automatically. Press
#5 to cancel. Automatically cancels after 40 minutes.

*For digital phone features please refer to your
owner’s manual.*

Additional Information:

e If you receive an on-campus call, your phone’s ring
tone will be one long ring. Calls from outside the
system will cause your ring tone to be two short
rings.

e  Use the switch hook to disconnect a call, rather than
using the flash key.

e Please do not leave your phone off the hook for log
periods of time. This takes your phone out of service
and calls will not be forwarded to your voice mail.

e International calls (except U.S., Canada) cannot be
made from campus, unless you are using the
following: credit card, third party (personal) number,
or a KANS-A-N card with the correct level of access.



