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1.Settingupyourphone



PhoneSetup

PhoneSetupInstructions
VoIPphonesorderedthroughSkytelarrivefullyconfiguredwithyourextensionandlineassignmentsalready
provisioned.Simply:

1.Plugthephonesintopower,and
2.Connecttotheinternet.

RecordingYourVoicemailGreeting–TocustomizeyourSkytelmailbox:
1.Dialintothemailboxfromyourextensionphone,either:

oPresstheMessagebutton,or
oPress*97andpressSend

2.Enterthevoicemailpasswordassignedtoyou.
3.Onceinthemailboxmenu,press0formailboxoptions
4.Thenpress:

o1torecordyour“Unavailable”Greeting
o2torecordadifferent“Busy”Greeting(optional…onlyifyouwanttoplayadifferent“I’mon

anotherline”messagewhenyou’retiedupwithanothercall)
o3torecordyourname(tobeusedintheDirectory,ifapplicable).

TestingTools–Wesuggestrunningthesetwoshorttestswithyournewphone:
*43–EchoTest:Everythingyousaywillberepeatedbacktoyou.Thistestgivesyouasenseofthelatency
betweenyouandournetwork.
*65–ExtensionTest:Dial*65,andSkytel’sNetworkwillsaytheextensionnumberbacktoyouon
thehandset.Ifyougetafastbusytonethenthesystemistellingyouthatthephoneisnotconnected
properlyandthatitisnotregistered.
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PhoneUsage

VoicemailMenu
Threewaystoaccessyourmailbox:
1.Press*97fromyourphone,andenterpassword.
2.DialyourSkytelnumber(orextension).Whenyourvoicemailgreetingplays,press*(starkey)andenterpassword.
3.Dial*98fromanotherextension.Youwillbepromptedfor,“Extension”and“Password”.



PhoneUsage

CallTransfer
CallTransfertoExtensionoroutsidephonenumber
1.PresstheTransferkey(orsoftkeyonthephone’sdisplayscreen),
2.Enterextension(orphonenumber)ofthepersonyouaretransferringto.Add#atendofthenumber,
3.PresstheTransferkeyagaintosendcallerontothedestination(“blind”transfer).Or,remainonthelinefor

“warm”transferoptions:
oTelltheextensionownerwho’sabouttobetransferred(thenpressTransferkeyagain).
oReturnbacktothecalleriftheotherextensiondoesn’tpickup(pressCancelkeytoabortTransfer).

CallTransferDirectlytoExtension’sVoicemail
Keyin##*(extensionnumber)#.Example:*104#transfersthepersontotheVoiceMailforextension104.

CallTransferfromyourMobilephone
WhenyourmobilereceivesaFollowMecall,press##andyouwillbepromptedbyavoiceaskingyouto,
“Transfer”.Keyintheextensionoroutsidenumberyouwanttotransferthecallto,followedbythe#key.

CallForwarding(usingthephonekeypad)
*72–ActivateCallForwardingforAllCalls–Voicecommandwillaskyoutoenter:

o“Yourextension.”Keyinyourextensionnumber.
o“ExtensionTargetattendant.”Keyintheforwardtoextensionoroutsidephonenumber.

*73–DeactivateCallForwardingforAllCalls
*74–DeactivateCallForwardingforAllCalls,withPrompt–Voicecommandwalksyouthroughthesteps,
allowingyoutoentertheextensioncallforwardingisbeingdeactivatedfrom.

*90–ActivateCallForwarding,onlywhenyourPhoneisBusy
*91–DeactivateCallForwarding,onlywhenyourPhoneisBusy
*92–DeactivateCallForwarding,onlywhenyourPhoneisBusy,withPrompt

DoNotDisturb(usethesekeycommandsifthemoreconvenient“DND”buttonisnotavailableonyourphone)
*76–DNDToggle–TogglesDNDonoroff.Voicecommandconfirmssetting.
*78–DNDActivated–Voicecommandconfirmssetting.
*79–DNDDeactivated–Voicecommandconfirmssetting.6



PhoneUsage

ThreeWayConferenceCalling

UsingSIPPhones:MostSIPphoneshaveaconferencesoftkeyonthedisplay,makingitfairlysimpletoconferencewith
otherparties.Forexample,usingtheYealinkSIPphone:
1.PresstheCONFbutton.Thisplacesthecalleronhold,
2.Dialthethirdparty’sextensionorphonenumber.Whencallisestablished,youmaytalkprivatelywiththirdparty,
3.PresstheCONFbuttonagaintojoinallpartiestogetherinathreewaycall.Repeatthestepstoaddafourth.

UsingAnalogPhones:Fromyouranalogphone(supportedbyanATAadapter):
1.Tapthephonecradle.You’llhearadialtone,andthecallerisputonhold,
2.Dialthethirdparty’sextensionorphonenumber.Whencallisestablished,youmaytalkprivatelywiththirdparty.
3.Tapthephonecradleagainandallthreeindividualswillbejoinedinthesamecall.

Note:Iforiginatethethreewaycallandyouhangup,bothremainingpartieswillbedisconnected.

ConferenceBridge

SkytelhostsVoiceConferencingbridgesforourcustomers,supportingfrom4100participants.Ifyourcompanyneeds
Conferencingservicesadded,contactsupport@skytelsystems.co.Wecansetupaccesstothebridgeseveralways:

1.DialingBridgefourdigitextensionfromyourofficephones,
2.Providingyouwithalocalnumberforoutsidepartiestoaccess,or
3.ConnectingBridgeasamenuoptionfromyourmaincompanygreeting.

AfixedfourdigitPINnumberwillbegiventoyoutoaccessyourConferenceBridges.

7


