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Phone Features

Your new Cisco IP Phone allows you to place and receive calls, put calls on hold, speed-dial numbers, transfer and 

forward calls, set up conferences, and access voice mail messages.

Button Overview

Your buttons are labeled on your IP Phone for your convenience. 

Softkey buttons allow you to activate the corresponding softkey options displayed on your phone screen.  Use the 

more softkey to display additional softkey options.  See Softkey below.

Help button allows you to access a comprehensive online help systems on your phone.  Press the Help button 

twice to display instructions about how to use the help feature.

Programmable buttons are configured to represent phone lines, and may be used for future special features or 

services.

Navigation button allows you to scroll through calls and menu items on your phone screen.

Directories button provides access to call logs, including records of missed, placed, and received calls.  The 

Directories button also provides access to corporate directory, which allows you to search for staff district-wide that 
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have a IP Phone.  Locations currently on VOIP include: Admin Center, Barnette, Lathrop, North Pole High, 

Nutrition Services, Ryan, Salcha, Star of the North, Two Rivers,  and Watershed.  See Telephone Directory 

Instructions for more detail.

Services button provides access to web-based features, and i currently configured for your Location's All Intercom 

and Weather.

Settings button allows you to customize ringer sounds and other phone settings.  See Settings below.

Messages button dials your voice message service, change your PIN number, as well as allows you to record your 

greetings (see Messages and Voice Mail Setup for more detail).  If you forget your PIN number contact Network 

Services at 452-2000 x11397 or put in a Work Order.

Volume button controls the volume of the handset, headset, or speakerphone, depending on which of these are 

in use.  When the phone is idle, pressing the volume button changes the ringer volume.

Mute button toggles microphone muting on and off.

The Keypad allows you to dial phone numbers, enter letters, and choose menu items.

Footstand button allows you to adjust the angle of the phone base on your work surface.
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Softkeys
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Screen and Button icons
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Phone Lines (Programmable Buttons)
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Common Phone Tasks

Answering a Call
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Placing a Call -- Basic Options
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Using Hold and Resume

Tips

• Engaging the Hold feature typically generates music or a beeping tone.

• If you receive an alert for an incoming call and a reverting call at the same time, by default your phone 

will shift the focus of the phone screen to display the incoming call. 

• If you use a shared line, Hold Reversion rings only on the phone that put the call on hold, not on the 

other phones that share the line.
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Call Pickup

Call Pickup allows you to answer a call that is ringing on a coworker's phone by redirecting the call to your phone, if 

you share call-handling tasks.  To answer a call that is ringing on another extension with your group, you must take 

your phone off-hook to display the more softkey, then press the PickUp softkey.

If multiple calls are available for pick up, your phone picks up the oldest call first (the call that has been ringing for 

the longest time.

If you have mutliple lines and want to pick up the call on a non-primary line, first press the desired line, then press a 

PickUp softkey.

Switching between Multiple Calls
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Telephone Directory Instructions

Accessing the Directories

Press the Directories button on your telephone and select one of the following options: 

1. Missed Calls 

2. Received Calls 

3. Placed Calls 

4. Corporate Directory

Missed, Received and Placed Calls

There are two ways to access these directories: 

Use the navigation button on your phone to scroll up or down until the directory you want is highlighted, then press 

the Select softkey; or press the number of the directory you want to view to directly open that directory.

To dial an extension or phone number found in a directory, either scroll to the desired caller or press the number in 

the directory entry you want to select and then press the Dial soft key to dial that extension or phone number. 

Corporate Directory

The Corporate Directory allows you to search for staff district-wide that have an IP Phone.  Locations currently on 

VOIP include: 

• Admin Center

• Barnette

• Bridge

• Lathrop

• North Pole High

• Nutrition Services

• Ryan

• Salcha

• Star of the North

• Two Rivers

• Watershed. 

You can search this directory by First Name, Last Name, or Extension Number. To dial that user’s extension, 

highlight the user’s name and press the Dial softkey.   The Corpporate Directory also contains a list of all our 

schools using this format:

First Name: The name of the school

Last Name:  Schools
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Extension:  The mainline into the building

For example if you want to search for North Pole High, you could:

Under First Name, enter the first few letters of "North", then press the Search softkey; or

Under Last Name, enter the first few letters of "schools", then press the Search softkey; or

Under First Name, enter the letter "n", and under Last Name, enter the letter "s", then press the Search softkey;

If the directory information is inaccurate and needs to be corrected, please contact Network Services at 452-2000 

x11397 or open a Work Order.



Copyright 2012 Fairbanks North Star Borough School DistrictCisco IP Phone - 15

Messages and Voice Mail Setup

Below is a chart that will assist your through your Messages menu.

Menu Chart

Express Message

Dial * and the person's 5 digit extension.  Leave a message and press # or hang up the phone.
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Access your Voice Mail from Another in-district IP Phone

Dial * and your 5 digit extension, then * again.  You will be prompted to enter your user ID (your extension), #, then 

enter your PIN, followed by #.  The auto attendant will prompt you for several voice mail options.  Press 1 to 

listen to your messages.

Access your Voice Mail from an Outside Line

Dial your building's main number, * and your 5 digit extension.  You will be prompted to enter your PIN, 

followed by #.  The auto attendant will prompt you for several voice mail options.  Press 1 to listen to your 

messages.



Copyright 2012 Fairbanks North Star Borough School DistrictCisco IP Phone - 17

Transfer, Call Forward and Park

If you are on an connected call you will have the softkey options to Trnsfer the call or to Park the call.   Otherwise, 

if your phone is not in use you will have the softkey option CFwdALL to forward all your calls to another extension, 

voice mail, or another phone number.

Transfer Calls

• To transfer a connected call to someone's voice mail box, press the Trnsfer softkey, then press * and the 

person's 5 digit extension.  Press Trnsfer softkey again to complete the transfer.

• To forward all your calls to another extension, press CFwdALL softkey, then press the person's 5 digit 

extension.  If you choose to forward to another phone number, make sure to press 9 and then the phone 

number.  

• To transfer your calls to Voice Mail (i.e., do not disturb), press the CFwdALL softkey, then press the 

"Messages" button.

• To cancel the call-forwarding, press the CFwdALL  softkey.  Your phone screen will tell you where and if your 

calls are being forwarded.

Call Park

To park a connected call, press the more softkey, then press the Park softkey.  Your phone will display the 5 digit 

extension where the call was parked (e.g., 859xx), which will display until you unactivate the call (by hanging up).   

Contact the person who needs to retrieve the call.

To pick up a parked call, dial the 5 digit call park extension.

Note:  If the parked call is not picked up within 1 minute, the call comes back to you with a message on your 

display "CallPark Revision".

iDivert

The iDivert softkey displays when a new call is ringing in.  iDivert allows you to redirect a call to your voice mail 

messaging system.  Send an active, ringing, or on-hold call directly to your voicemail.  You could also be on an 

active call and a second call coming in can be immediately diverted to your voicemail.

Direct Transfer 

You have the ability to transfer two current calls to each other without staying on the line.  

1. Scroll to highlight any call on the line.

2. Press the Select softkey.

3. With one of the selected calls highlighted, press the DirTrfr softkey (you may have to press the more softkey 
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a couple of times).  The two calls connect to each other and drop you from the call.  If you want to stay on the 

line with the callers, use the Join softkey instead  (see Conference Calls for more information about the Join 

softkey)

Tips

• If your phone has on-hook transfer enabled, complete the call by hanging up.

• If on-hook transfer is not enabled on your phone, hanging up without pressing the Trnsfer softkey 

again places the call on hold.

• You cannot use Trnsfer to redirect a call on hold. Press Resume to remove the call from hold before 

transferring it.
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Conference Calls

Ad hoc conference calls can be initiated by a user at any time during a phone call: 

• Any user on a Cisco phone can add participants to the conference

• Up to 12 participants can be on a conference call

• The conference will remain “up” as long as there is at least one “On Net” participant on the call

• The conference will terminate when the last “On Net” participant leaves the call 

*An "On Net" participant is a user connected from a school district VOIP telephone.

Initiate a Conference Call

You must be on one connected call to have the option to initiate a conference call,  then press the more softkey, 

then press the Confrn softkey.   This will put your current call on hold and provide a new line to dial the 2nd 

participant phone number.  Once new participants phone starts ringing, press the Confrn softkey again and you 

and your 2 participants are joined in a conference call.  

You may want to speak to the new participant privately before joining them into the conference call, so once the 

new participant call is connected, you must use the more softkey, to access the Join softkey.

Add an Incoming Caller as a Participant (Single-Line Phone)

If you are on an active conference call and wish to all a new caller to the conference: 

1. With the new caller on Hold and you on the conference call, press the Join soft key (you may need to press 

the more softkey first)

2. Use the arrow keys on your phone to select the new caller (if necessary) and press the Join soft key again.

3. The new caller is now added to the conference. 

Add an Incoming Caller as a Participant (Multi-Line Phone)

If you are on an active conference call and wish to add an incoming caller to the conference: 

1. With the new caller on Hold and you on the conference call, press the Join soft key (you may need to press 

the More softkey first)

2. Press the flashing green button on the phone next to the line you wish to add to the conference. 

View the List Participants

To see a list of all the conference participants, press the ConfList softkey.  You can scroll through the list with 

navigation button.  You will also have the ability to Remove the highlighted participants with the softkey.
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Meet Me Conference Call

Meet Me conferences allow users to dial in to a virtual conference room, and any user on a Cisco IP Phone can set 

up a Meet Me conference bridge. 

• Up to 12 participants can be on a conference call;

• The conference bridge is 'open' and there is no authorization code to enter the bridge so anyone can join the 

conference and listen;

• The conference will remain "up" as long as there is a least one connected participant on the call; and

• The conference will terminate when the last participant leaves the call.

Meet Me Conference Call Phone Numbers

To receive a phone number for your Meet Me virtual conference room, please put in a Work Order or contact 

Network Services at 452-2000 x11397.

Create a Meet Me Conference Call

First you must set up the Meet Me Conference Bridge:

1. Open a line (get a dial tone), press the more softkey, then press the MeetMe softkey.

2. Enter the phone number of the bridge, this is the number others will dial into.

3. Once the Meet Me bridge is set up, distribute the for others to dial in to join the conference.

Note: Participants will hear a busy tone if they call the conference before the initiator has joined.
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