
Basic phone 
features
This guide provides an overview of your 
new phone’s features. More information, 
including voicemail and fuller guides to all 
the phone’s functions, is available at  
www.gla.ac.uk/schools/computing/ 
studentstaff/informationforstaff/VoIP

To place a call, either:
•	 Lift the handset and dial the number
•	 Press the line button then dial
•	 Press speaker then dial

To answer a call, either:
•	 Lift the handset
•	 Press flashing amber line button

To mute a call:
•	 Press mute (the button will glow red)
•	 To disengage, press mute again

To put a call on hold:
•	 Press hold 
•	 To return to the call, press flashing green 

line button or the resume soft key

Transferring calls:
•	 During a call, press the transfer button. 

This places the call on hold
•	 Dial the number
•	 Wait for the recipient to answer and  

announce the call or if you simply want 
to transfer it, press the transfer soft key 
and hang up

Forward all calls:
•	Press the Fwd all soft key.  You will hear 

two beeps.
•	Dial the number which you want to 

forward all your calls to.  The screen 
will display a message confirming the 
number to which the calls are being 
forwarded.

•	To cancel call forwarding, press the Fwd 
OFF soft key

Phone volume:
•	To silence your ringer, press the volume 

bar down once while the phone is ringing
•	To increase or decrease the ringer 

volume, press the volume bar up or 
down while the phone is in the cradle

•	To increase or decrease the call volume, 
during a call, press the volume bar up or 
down

Please log any problems with IT at the self service login:  
www.gla.ac.uk/it/selfservice


