Crook County School District

Basic Use Instructions
(These instructions will be updated as needed)
Voicemail Setup:

Press “Envelope” Button — follow instructions to set voicemail PIN and greeting.

Check Voicemail:
After First Setup, Press “Envelope” Button — Enter Voicemail PIN(if applicable) — Follow

instructions to listen to voicemail message(s)

Access Staff Directory:
Press “Directory” Button — Use arrow keys to browse to “Remote Directory” — Search by

name, etc. using phone buttons

Do Not Disturb:

All phones have a DND button. Press this button to send incoming calls directly to voicemail.

Warm Transfer Call:
When on a call — Press “Transfer” button — Press Speed Dial Button, Type 4-digit extension or
10-digit phone number of the user you want to transfer to — Wait for other end to answer —

Provide necessary information — Hang up your handset to complete the transfer

Blind Transfer Call:
When on a call — Press “Transfer” — press speed dial button of user and hang up, or, type

4-digit extension of 10-digit phone number — Press “Blind Transfer” Button

Call Forwarding to another number:

Enter *72 on phone — Follow Instructions

End Call Forward to another number:

Enter *73 — Forwarding has ended.



