Description of features

Standard options:

Message – Lamp to indicate message waiting, direct dial to voicemail

Forward All – Sends all calls directly to voicemail

Redial – Calls the last number dialed

Auto Dial – Programmable by user to store number to direct dial

Program button – used for programming the Auto Dial buttons

Additional options:

Extensions - These lines can be used to pick up incoming calls, they can be set to ring, delayed ring, or silent (blinking on button only).

Direct dial – These are button that will call directly to programmed extensions on campus and can be used to transfer calls to the extensions programmed on the phone.
Additional features are not commonly used and can be presented down the road should the need arise.

Please keep in mind the (12) button phones are (1) way speaker phone sets and the (24) button phones are (2) way.  Please only order the 24 button for those that truly need this feature.  It would be best for the support staff within the department to obtain the majority of these.

Default options will be:

Message light, Forward All, Redial, (2) Auto Dial, and Program

Instructions:
Choose the (12) or (24) button template to be assigned for the user.

Determine what features you want and where on the phone template.  If you are selecting default, please check the box on the top of the template form and the standard programming will be used.  
If you are putting extensions on the phone:

please indicate P-xxxx R/S/DR (P-for pick up, the 4 digit extension, R-ring/S-silent/DR-delayed ring), D-xxxx (D-for dial and the 4 digit extension), and indicate any of the standard options you would like on the phone.  If you provide names with extension on the template they will be typed on the template for you, they must however be indicated on the draft in order to extend this courtesy.
If there are questions please contact Chriss Parson at x3216 or email – cparson@uccs.edu
