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COLLEGE OF WOOSTER 
DIGITAL PHONE/VOICEMAIL ACCESS QUICK REFERENCE   8/14/08 

*These directions are based off of the premise that you have a pass code for your voice mailbox. * 
DIALING: 
 Operator    Lift handset and dial “0” 
        Extension                                          Lift handset and dial 4-digit ext. number.  
            External Local                                          Lift handset and dial 9 +330 & the number.  

External Domestic Long Distance Lift handset and dial 9 +1 +area code and number. 
External International Long Distance Lift handset and dial 9+011+County Code+City Code+phone number 

 Emergency 911    Lift handset and dial 911. 
 
VOICEMAIL ACCESS: 
  
 
 
 From your phone: Lift handset, dial 3200 then enter your Passcode when prompted. 

From another phone on campus: (that has its own VM box)  
  Lift handset and dial 3200. Wait to hear “Hello & User’s Name”.  

Press * your ext. number * sample *2378*, when prompted enter your 
Passcode.  

  
From outside the Campus: Dial the Voicemail phone number (330-287-3200)  

Press * and immediately enter your mailbox number and * again. Enter 
your Passcode when prompted. 

 
 
Voicemail: 
The Pass code for your voicemail box is initially the same # as your extension and must be changed when you enter your 
mailbox for the first time.  There is a short tutorial that will play when you access your voicemail the first time.  It is very 
important that you listen to, and complete the 3 minute tutorial before you hang-up.  The three items that the tutorial covers 
which you will need to complete are: 
1. Setting your Passcode 
2. Recording your Name and extension number for the Directory (So callers will know who they are calling when they 

dial your extension and your voicemail answers when you are not there to answer) for example John Doe ext. 1111. 
3. Recording your voicemail greeting (Callers will hear this and then a beep prompting them to leave a message). 
 
You will know that you have completed the tutorial when the tutorial instructor indicates “You have completed your 
voicemail box setup and are now ready to use your new voicemail box”.  
 
 

PLAYING MESSAGES 
 
When entering your mailbox, the system will first tell you how many messages you have (“You have 2 
urgent messages and 4 un played messages”).  If you have any Urgent messages they will begin playing, 
otherwise Press the 7 key to hear your messages.  You then have the following options: 
 

 Press D (3 key) to discard the message. 

 Press K (5 key) to keep the message. 

 Press G (4 key) to give the message to another user. 

 Press P (7 key) to play the message again. 

 Press A (2 key) to answer a message. 

 Press M (6 key) to make a message. 

 

 
 



Quick TIPS for Playing Messages 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Telephone: 
     
 
NEW CALL: 

1) Press NEW CALL to disconnect a call in progress and instantaneously receive new dial tone. 
 
FLASH:  Transferring a Call  
            1) Ask the caller to wait. 
            2) Press the FLASH button. 
            3) Dial the extension number where you want the call transferred. 
          4) Announce the call. (optional)  
 5) Hang up. 
***Please note if called party does not answer or you dialed incorrectly press the flash key once to get 
the caller back.  If the called party answers and does not wish to speak to the outside caller press the 
flash key twice to return to the original party. 
 
HOLD:  To place on hold 
         1) Ask the party to wait. 
            2) Press the HOLD button. 

 
 
HOLD:  To retrieve a call on hold 

1) Lift the handset. 
2) Press the flashing extension line button. 
 

 
PARK:  To park a call:      

1) Ask the caller to wait. 
2) Press the PARK button OR dial *3. 
3) Dial the parking number (4 Digit Number, usually the same as the called person’s extension) 

and listen for confirmation tones. 
4) Hang up. 
 

Park is continued on the next page. 
 
 
 
 
PARK:  To retrieve a parked call 

1)    From any phone lift handset and listen for dial tone. 

At any time during message playback you can press: 
1 to pause for 30 seconds 
*  to move back 5 seconds during playback 
# to move forward 5 seconds during playback 
8  to skip to your next message, and 
8* to go back to the beginning of your previous message 
*  to retrieve a message accidentally discarded during playback, (Press * right 

after the mistake!) 
9 to skip other users greetings and receive prompt to record your message 



2) Press the PARK button OR dial *3. 
3) Dial the same parking position number (PN) that was used to park the call. 

 
 
CAMP-ON: 

1) Not used in your configuration.  
 
MIC-OFF: (this applies only if you have a FT 12 or 24 “DS” device, check label on bottom of 
device).  

1) When on a ‘Speaker Phone Call’. 
2) Press the MIC-OFF key (light will go on) 
3) The other party will not hear you. 
4) Press the MIC-OFF key again to turn off this feature allowing the other party to hear you. 

 
 
SPEAKER: this applies only if you have a FT 12 or 24 “DS” device, check label on bottom of 
device). 

1) Press the SPEAKER button to answer a call in Speaker Phone mode. 
2) Press the SPEAKER button again to hang up the call. 
3) Press the SPEAKER button while on a call and hang-up the handset to change to a “hands-

free” call or speaker-phone call. 
 
 
RING TONE: This is a multi function button. 
 

1) To change the ring type, while device is ringing (do not pickup receiver) press the middle of 
this button and the various ring tone options will play. 

2) To increase ringer volume, while devices is ringing (do not pickup receiver) press the up or 
down arrow keys to increase or decrease ring volume. 

3) To increase volume of call, pickup the receiver or press the speaker key, then press the up or 
down keys to increase conversation volume. 

4) To change the contrast of your display window with receiver down press the up and down 
arrows keys to darken or lighten. 

 
OTHER PROGRAMMABLE FEATURE BUTTONS 
 
PRIME Extension Button: 
The bottom left-hand Feature Button on your phone is your Direct Dial number indicated above the 
button as 2XXX, 3XXX, or 4XXX.  All other buttons labeled with 5XXX or XXXX are other station 
appearances or secondary lines.  When a secondary line is ringing or flashing it will automatically be 
selected for answer when you lift the handset or press Speaker.  When you are on a call (on your Direct 
Line) and a second call comes in on your secondary line, you can answer it by pressing that line button 
(which puts your current call on hold), or have the option at that time to let that caller automatically go 
into voicemail. 
 
 
 
 
 
 
Program  Used to Program the Blank Autodial buttons 
       (The receiver must be in the cradle) 

1) Any blank Feature button may be programmed with personal Autodial numbers. 
2) Press the PROG button. 



3) Press the Blank Feature button you want to put your Autodial number on. 
4) Dial the number (If its an outgoing call add a 9 before the number). 
5) Press the PROG button to save the number. 

 
Forward  (Call Forward All Calls) 

1) This button allows you to forward all calls to your phone to another phone elsewhere. 
2) Press the Forward button OR dial *20 and dial the extension number where you want your 

calls forwarded to.  Wait for the confirmation tones before hanging up the phone. 
3) To turn off the Forward, lift handset and press the Forward button (light goes off) OR dial 

#20. 
 
DND  (Do Not Disturb) 

1) This button allows you to put your phone in a non-accessible mode and forwards all calls 
directly to your voicemail.  When in Do Not Disturb Mode the called phone does not ring. 

2) Press the Do Not Disturb feature button to initiate the Do Not Disturb Mode. (Display will 
show “DO NOT DISTURB”) 

3) Press the Do Not Disturb feature button again to turn off Do Not Disturb Mode. (Display 
shows date/time) 

 
Note: If you wish to check your voicemail while in Do Not Disturb mode, pickup the handset and wait for 
a standard dial tone before pressing your voicemail button. 
 
Redial   (Last Number Redial) 

1) Press this button to redial the last number you dialed from your phone . 
 
Pickup:   (Pickup Group) 

1) Please note, this button may not appear on all digital phones.  If you are in a Pickup-Group, 
you can use this feature. 

2) Press this feature button when another phone in your Pickup Group is ringing.  You will be 
immediately connected to that caller. 

 
Conference call – 3-way 

1) Ask the party to wait. 
2) Press the FLASH button and listen for dial tone. 
3) Dial the extension number or dial 9+area code and number. 
4) Tell the called party that you are forming a three-way conference. 
5) Press the FLASH button again to establish the three-way conference. 

 
 Saved # 

1) Dial number of caller – if you hear a busy signal or don’t get an answer press the saved # 
button.  Any time later simply press that button again and it will automatically redial the 
call for you. 

 
 
 
 
 
Message   (Message Waiting) 

1) When this button is flashing it indicates that you have a new voicemail message. 
2) To listen to your message, lift the handset and press the blinking Message button.  You will be 

prompted for your passcode. 
3) Please note, if the Message Waiting Light is not on, you will not be able to access your 

voicemail box via the method in #2.  You will need to lift handset and dial 3200 to access 
your box. 



 
Personal Directory (Digital Phone Only) 
 
ADDING numbers to your Directory List 

1) This button allows you to dial other extensions via a selectable list through your phone.  
2) To program numbers in your Dial by Name List (up to 50) Press the RING TONE button to 

enter the directory mode specific to your phone. 
3) Press the HOLD button to select between the alpha or numeric character modes.  Enter a name 

using the keypad (Upper case will show first followed by Lower case when pressed again).  
The # advances you to the next letter.  Press MIC-OFF when done entering the name. 

4) Next, enter the directory number for the name (4 digits or off campus 9+area code and phone 
number).  When complete press the MIC-OFF button. 

5) Press RING TONE (two times) to then return to normal telephone operation. 
 
 
USING your Directory List 

1) Press the RING TONE button to access Directory mode.  Press the HOLD button to select the 
alpha character mode.  Then, enter the first letter of the name you are searching (You can also 
scroll using the UP or DOWN arrow keys). 

2) Press the RING TONE button to display the search.  The name that matches with the 
combination of characters entered displays. 

3) Last, once the target name is displayed, lift the handset or press the SPEAKER button to 
initiate the call.  If you don’t wish to place the call, press RING TONE to exit. 

 
EDITING entries in your Directory List 

1) Display the directory entry, following the your “Directory List Method”, and press the HOLD 
button to select the alpha character mode. 

2) Press the # (forward) or * (back) keys on the dial pad to move to the character to be corrected 
and then enter the correct character(s).  When done, press the MIC-OFF button. 

 
DELETING entries in your Directory List 

1) Display the directory data to be deleted using the your “Directory List Method”.  Press the 
MIC-OFF button and the CAMP-ON BUTTON immediately after. 

2) To delete the entry, Press 1. 
3) To keep the entry, Press 0. 
4) You are then returned to the directory, and can press RING TONE to return to normal phone 

mode. 
 

 
 
 
 
 
 
 
INT XX   (Intercom Group):   

1) If your phone is programmed as part of an Intercom group you will see an “INT 01” button on 
your Digital Phone.  The 01 indicates your 1 or 2-digit intercom station number. 

2) To place an Intercom call, press the INT 01 button and you will be prompted to enter the 1 or 
2-digit Intercom Station Code for the phone you wish to reach. 

3) Dial the 1 or 2-Digit code of the station you wish to connect to.  The Digital Phone with the 1 
or 2-digit code you dialed will either Automatically answer or Ring, depending on your setup, 
allowing you to be heard through the speaker on that phone. 

 



 
HEADSET (Headset Mode) 

1) This button allows you to put your phone in Headset mode allowing you to use a headset and 
answer calls via the Speaker button. 

 
SYS SPD (System Speed Dial List) (System Wide) 

1) This is a Speed Dial list that is available to all phones and can be accessed by dialing *6 and 
then dialing the speed dial position number of the number you wish to dial (001, 002, 003 etc)  
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