
IP Phone Training

Cohesive Connections



Objectives

• Transfer
• Conference
• Forward
• Hold and Release
• Voice Mail
• Corporate Directory
• Line Keys
• Redial

• Making a Call
• Answering a Call
• Using Speaker Phone
• System Speed Dials
• Auto Dials
• 0 out function in Voice Mail
• Checking Voice Mail from 

outside the school board



IP Phone



Line Keys

• 521 - ####

• Inter-office dialing

– Enter only the 4 digit extension

• Dial from an outside line
– Enter 521 + the 4 digit extension



Making a Call

• Pick up one of your lines
– Use one of the following methods

• Hit the line keys
• Pick up the hand set
• Hit the hands free/speaker key

• If you wish to dial inter-office
– Enter the 4-digit extension

• If you wish to make an outside 
call

– Dial 9 then the phone number

• Redial – Hit the line key twice 

Line Keys

Hand Set
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Speaker



How to Answer a Call

• You can answer a call using 
one of the following methods

– Pickup the hand set

– Hit the line key that is ringing

• If you are on another call, you 
will need to place the first call 
on hold then pickup the second 
line Hold

Line Keys

Hand Set



How to Transfer a call
• Hit Trans

– If the TRANS 
key does not 
show up, hit 
the More key 
until you see 
it.

• Enter the 
Number you 
wish to dial

• Hit Trans again 
and the call will 
be released.

– You can also 
wait until the 
party 
answers, then 
hit Trans



How to Conference

• You must establish a call 
before you conference 
someone else.

• Hit the Conf key
• Enter the number you wish to 

conference

• Wait until that person picks up 
the phone

• Hit the Conf key again



Forward Calls

• Hit FWD

• Enter number you wish to 
forward to.

• Hit FWD again



Hold and Release

• Hold
• Release

• Hold – To place someone on hold, simply hit the hold key.  If you wish to 
return to the call hit the line key.

• Release – This will hang up to the call



Using Speaker Phone

• Hit the hands free or speaker key

• If you do not wish to use the 
speaker pickup the hand set.

• While on a call you can hit the 
microphone key.  This will mute 
the phone.  You will need to un-
mute the phone if you wish for the 
person to hear you.  Hit the 
microphone key again to un-mute 
the phone

Hands Free
Speaker
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Corporate Directory

• Hit the phone book

• When Corporate Directory 
comes up, hit the select key

• You can then browse by last 
name.  Enter the name using the 
dial pad.  You can also use the 
up and down arrows to scroll.

• Once you find a person you can 
hit the dial key to dial that 
person’s extension

Up and Down Arrows

Corporate Directory



Using Auto Dials Keys

• Two Types of Auto Dial Keys
– Busy Forward

– Auto Dial

• Busy Forward
– Can NOT be programmed by 

the user. 

– Secretary feature

• Auto Dial
– Can be programmed by the 

user.



Re-Programming Auto Dial Keys

• Click on the Key you wish 
to program

• When Programming 
Autodial comes onto the 
screen, type the number 
– Remember, outside calls 

need a 9 before the 
number

• Once you have typed the 
number, press the key 
again

• The number should appear 
on the screen next to the 
key



Setting the Auto Dial Key’s Label

• Once you program a number for the autodial you 
may wish to set a label so that you can 
reference that key.

• Press the features button (Looks like a globe)
• Press Select (Telephone Options)
• Press the up arrow twice (Change Feature Key Label)
• Press select
• Press select
• Press the key you wish to program
• Press CLR (This erases the previous label)
• Use the number pad to type the name.  

Example: hit the number 2 twice for B.
• Press Select
• Press the feature button again (Looks like a globe)



System Speed Dials

• Pick up a line

• Hit the More key until you see the 
SSCUsr key.

• Dial the 3 digit number for the 
speed call.



Voice Mail

• Press the inbox button

• Enter your mailbox number then enter the # key

• Enter your password then enter the # key
• If you have voice mail the system will prompt 

you with a message saying you have X number 
of message.

• To listen to your message press the 2 key

• To delete the message press 76

• To get to the next message press 6
• To get to the previous message press 4



Setting a Greeting

• Once you are in Voice Mail
– Press 8*

– Press 2 – This is to get to the greeting
– Press 1 for external

• Press 5 to start recording

– Press 2 for internal
• Press 5 to start recording

– Press 3 for temp
• Press 5 to start recording



0 out function in Voice Mail

• Provides that caller with a choice

– Either leave a message

– Or press “0” to get another live body
• You will need to have a recording indicating that the caller can hit “0”

• Example

– You have reached Shawn, I am unable to take your call please leave a 
message after the tone and I will return you call.  If you need immediate 
attention please hit “0”  



Checking Voice Mail from Outside the 
School Board

• Dial your 7 digit number (521-####)

• Once your voice mail comes on, press *81
• You will then need your mailbox number and password.



Q & A

• http://www.lpssonline.com/phone-info
• Karen Escavage 7526
• kjescavage@lpssonline.com


