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1. Always dial 9 for outside calls

2. Phone Directory (Directory listing of all the Whissell Allworx phones in Calgary and Lethbridge)
· Pick up the phone  PHONEBOOK soft key  Use either the              arrows or the keypad to spell the persons last name to navigate  




3. [bookmark: _GoBack]Message Center (Follow the prompts to listen to voicemails, manage greetings, change your password, etc.)
· Double press              Enter in your pin followed by the # sign. Listen to the menu options to find or change message center settings.MSGS

· Example default greeting: “Thank you for calling (name) with Whissell Contracting, please leave your name and number and I will get back to you.”

4. Transferring Calls (Transfer the caller to another Whissell employee)
· Press                    Dial the extension or use the phone directory  TRANSFER



5. Do not disturb (Stops your phone from ringing and sends the caller directly to your voicemail)
· Press                      to send calls directly to your voicemail. Press                      to end the do not disturb feature and receive phone calls. MUTE/DND
MUTE/DND


6. Hold – Press             to place the caller on hold, press             again to speak with the caller.HOLD
HOLD
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