CKSD NEW SHORETEL PHONE SYSTEM

Voice Mail — To Set Up your mailbox
1. Press Voice Mail button, Enter the default password: 1234 #
2. Eollow the prompts to Change your Password and Record your Na
3. Press 7 + 1 and Record your standard Greeting ** do not skip this step

Dial 3 for all outside calls

Dial 4-digits inside the building

Dial 3+662-xxxx for other CKSD buildings

Account Codes: Dial 3 + telephone number, when prompted enter your accoun

Place a Call:

Receive a Call:
line button — no need to press Hold button, unless you are se

Transfer a Call: Press Transfer button, dial extension, hang-
Press Cancel softkey to return to caller.

3-way Conference: Press Conference button, dial another number (3 for outside

Lift the handset, press Speaker or press the Answer softkey. To answer a vl
tting down the handset.

me (just your name)

t code followed by #.

up or announce the call, then hang-up.

), press Conference again.

Mode — To Forward Calls to VM Press Mode softkey, Display will change to In A Meeting.

Very Important: Make sure to record a greeting for this Mode

Group Pickup — To answer a call in your group,
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GUIDE TO LEDS
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GUIDE TO STATUS ICONS
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— login to VM, press 7+1 and record the greeting.

press the 3rd line key on your phone labeled GrpPU.
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