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General Information about Placing Calls. 

 

 

 

 

In Case of an Emergency: 

Dial 911 

 

To Contact the Campus Security Office:  

Round Rock: 14200 

(512) 341-4200 

Bryan: 69000 

(979) 436-9000 

Houston (Alkek): 77464 

(713) 677-7464 

 

To Dial an Outside Line: 

Dial: “8” then the number. 

 

To make a long distance call: 

Dial “8” then “1” then the area code and number. 
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Configuring Voicemail 
 

 

1.  Press the Messages button located to the right of the 
navigation keypad. 

                                   2.  Enter 1234567. 
3.  Continue following the voice instructions. (NOTE: after 

recording the name and/or a new greeting, press the pound 
key (#) to 

stop recording. 
 
Forwarding calls to voice mail 
If a call is not answered after 4 rings, the call will automatically be forwarded to 
voice mail. Follow the directions below to forward all calls to the voice mail 
system. 

1.  Press the CFwdALL Softkey. 
2.  Press the Messages mode button. After a brief pause the 

phone line will automatically turn on the voicemail system. A 
notice will appear at the bottom of the LCD screen stating 
that calls have been forwarded to voicemail. 
 

 
Canceling voice mail forward 

1.  Press CFwdAll Softkey. 
 

Retrieving Voice Mail Messages 

 
The red light on the phone’s handset lights up when there is a voice mail 
message. The LCD screen displays the number of messages that have been 
received. 

 
1. Press the Messages               button  and follow the 

voice instructions.  
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Accessing voicemail from an outside line 

 

1. Dial your number. When your voicemail picks up press *. 

2. Enter your 5 digit extension then press #. 
3. Next, enter your pin, and then press #.   

 

 

 

 

Forwarding Calls to another number 

 
1.  Press the CFwdAll Softkey. 
2.  Dial the local number to which calls should be forwarded. 
3.  After a brief pause, a notice will appear on the bottom of the 

LCD screen stating that calls have been forwarded to that 
number. 
 

To Turn Off Forwarding  
 

1.  Press the CFwdAll Softkey 

 

 

Selecting Calls 
Many phone features require that you select the calls you want to use with a 
particular feature. For example, if you have four held calls, but only want to join 
two of them to a conference call, you can select the calls that you want to add to 
the conference before activating the feature. 
Highlight a call: Use the Navigation button to scroll through the call list. 
Highlighted calls appear slightly darker than other calls. 

 
Select a call: 
Highlight a connected or held call and press Select. You may need to push the 
More softkey to find the Select softkey. 

 
Then Verify selected calls: 

Use the Navigation button to scroll through the list of calls. Selected calls are 
grouped together in the call list 
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Viewing Calls and Switching Between Calls 
These tips can help you switch between calls on one or more lines. If the call you 
want to switch to is not automatically highlighted, use the Navigation button to 
scroll to it. 

 
Tips 

• Only one call can be active; other calls will be placed on hold 
automatically. 

• When you have multiple calls on one line, calls with the longest duration 
display at the top of the call list. 

• Calls of a similar type are grouped together in the call list. For example, 
calls that you have interacted with are grouped near the top, selected calls 
are grouped next, and calls that you have not yet answered are grouped 
last. 

 
 
If you want to: 

 
Switch between calls on one line: 

Highlight the call you are switching to and press Resume. The other call is 
placed on hold automatically. 

 
Switch from a connected call to answer a ringing call… 

Press Answer or press the corresponding button for the line with the incoming 
call. Doing so automatically places the first call on hold. 

 
Switch between calls on different lines: 

Press the corresponding button for a line that has a call on hold. (The line 

displays the call-on-hold icon    .) If there is a single call holding on the line, 
it will resume automatically. If there are multiple calls holding on the line, scroll 
to the specific call (if necessary) and press Resume. 

 
 

To place or answer calls using the headset   
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The headset must be Plantronics H series compatible. 
1.  Plug the approved headset into the back of the phone base. 

The headset jack is located on the lower right side of the 
back of the phone, directly above the handset jack. 

2.  To place a call using the headset, press the Headset button 
on the lower right corner of the phone base and dial the 
number. 

3.  To hang up, press the Headset button on the lower right 
corner of the phone base. 

4.  To answer a call using the headset, press the Headset 
button on the lower right corner of the phone base. 

5.  To hang up, press the Headset button again. 
(Some wireless headsets might have different directions) 
 
 

Redialing the most recently called number 
1.  Lift the Handset. 
2.  Press the Softkey for Redial. 

 

To place a caller on hold: 
1.  When a call is active, the word Hold will appear along the 

bottom of the LCD screen. Press the Hold Softkey located 
directly below the word Hold on the LCD screen to place the 
caller on hold. 

2.  To return to that call, press the Softkey located directly 
below the word Resume on the LCD screen. 

 
To place a caller on hold and then call another person on a second 
line: 

1.  Press the Softkey located directly below the word Hold on 
the LCD screen to place the caller on hold. 

2.  Press the Softkey located directly below the words New 
Call on the LCD screen to get a dial tone. 

3.  Dial the desired number. 
4.  To return to the first caller, press the Softkey located directly 

below the word Hold on the LCD screen which will place the 
second caller on hold. 

5.  Press the Up or Down scroll arrows, located below the 
LCD screen to highlight the original caller’s ID. 

6.  Press the Softkey located directly below the words Resume 
on the LCD screen to return to the original caller. 

7.  To end the call, press the Softkey located directly below the 
words End Call on the LCD screen to drop the active caller. 

8.  Press the Up or Down scroll arrows, located below the 
LCD screen to highlight the remaining caller’s ID. 

9.  Press the Softkey located directly below the word Resume 
on the LCD screen to return to the selected caller. 

 
Using multiple lines 

On some phones, multiple lines may be available. Callers 
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are automatically put on hold when a user moves from one 
line to another. The buttons for the different available lines 
are located on the right hand side of the LCD screen. A 
telephone icon is displayed on the screen for each line. 

 

 

 

 

 

 

Transfer a Call 
1.  To transfer an active call, press the Softkey located directly 

below Transf. on the LCD screen. 
2.  Dial the number to which the call is to be transferred. 
3.  Once the line begins to ring, push the Transf. key again or 

wait until the party answers, announce the call, and then 
press the Transf. key. 

4.  Hang up to end involvement in the call. 
• Note: If you need to cancel your transfer (such as the person you 

are transferring the call to does not answer), press the End Call 
softkey to end that call and then press Resume to return to your 
original call. 

 
 
 
 

Transfer a Call Directly to Voicemail 
1.  Press the Transfer Softkey. 
2.  Then the 5 digit phone number. Ex: **33333 
3.  Press the Transfer Softkey again to complete the transfer. 

 
 
 
 

Placing a Conference Call 
1.  Place the initial call. 
2.  Press the Softkey located directly below the word more until 

Confrn is visible. The caller is automatically on hold and a 
new line is opened. 

3.  Dial the new party. 
4.  After the call is answered, press the Confrn Softkey again. 

This will add the second party to the call. 
5.  Repeat steps 2-4 to access more participants to the 

conference call. (NOTE: when the initiator of the conference 
call disconnects, the call is terminated. If the hold button is 
used by the initiator, the other parties cannot talk to each 
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other. Use the Mute  button in order to avoid disrupting 
other callers. 

Note: You may add up to 3 to your conference call for a total of 4 conferees. 
 

 
 

Dropping the last caller from a conference call 

While on a conference call the user can drop the last person who had been 
added to the conference call. 

1.  Press the More Softkey. 
2.  Choose RmLstC (remove last caller) Softkey. The last 

person is dropped from the call. 
 
 

Remove Conference Participants 
 
Allows the conference initiator to drop participants from the conference call by 
using Remove or Remove Last Conference Participant: 

 
• Remove drops the selected participant 
• Remove Last Conference Participant drops the most recently added 

participant. 
 
To find the Remove Softkey, the user will need to first hit the More Softkey 

located at the bottom right hand corner of the LCD screen. 

Associated Softkeys: Remove and RmLstC 

 

 
 

View Conference List 
 
This feature allows you to view current participants in a conference call. 

Associated Softkey: ConfList 

To find the Conference List Softkey, press the More softkey. This will then 
bring up another set of Softkeys at the bottom of the LCD screen.  Press the 
ConfList softkey to see the conference participants.  When a participant is 
added or removed, the existing participants will hear a tone through the handset. 
They can then press the Update softkey to see the changes in the participant list. 

 
The ConfList is a “snapshot” of the conference call.  To clear the screen, the user 
should hit the Exit Softkey twice to return to the normal phone screen. 

 
 

Join 
 
Allows you to join two or more calls that are on one line to create a conference 
call. You remain on the call. 
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Associated Softkey: Join 
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Using the Mute Button 
 
 

The mute button will allow the user to prevent the caller from hearing what the user 
or someone in the user’s room is saying. 

To Mute the Handset, Speakerphone, or Headset 

The mute functions the same way regardless of which voice receiver is 
being used. 

1.  Press the Mute button on the lower right corner of the phone 
base to mute the user’s end of the conversation. 

2.  Press the Mute button again to allow the caller to hear the 
user’s end of the conversation. 

 

 
 

Customizing the Phone Settings 
 

 

Adjusting the Volume Level 

The volume level can be adjusted for whichever voice receiver (handset, 
speakerphone, or headset) is currently active. 
Adjusting the Handset Volume 

1.  Lift the Handset from the cradle. 

2.  Press the Up or Down Volume Arrows located on the lower right 
side of the phone base. 

3.  Press the Softkey located directly below the word Save on the 
LCD screen to save the changes. 

4.  Hang up the Handset to hang-up. 
Adjusting the Speakerphone Volume 

1.  Press the Speaker button. Press the Up or Down Volume 
Arrows located on the lower right side of the phone base. 
Press the Softkey located directly below the word Save on the 
LCD screen to save the changes. 

2.  Press the Speaker button to hang up. 
Adjusting the Headset Volume 

1.  Press the Headset button. 

2.  Press the Up or Down Volume Arrows located on the lower right 
side of the phone base. 

3.  Press the Softkey located directly below the word Save on the 
LCD screen to save the changes. 

4.  Press the Headset button to hang up. 
Adjusting the ringer volume 

1.  Press the Up and Down Volume Arrows located on the 
lower right side of the phone base. 

2.  The ringer will automatically play. Continue pressing the Up or 
Down Volume Arrows until the desired ringer level is 

reached. 
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Changing the ringer sound 

There are 25 different ringer sounds to choose from. 
1.  Press the Settings mode button located on the lower right side 

of the phone base. 
2.  Press the number 1on the number pad to select the Rings option. 
For the primary line on the set, remain on the DEFAULT ring line of 
the phone, otherwise you will change the ring for other lines on the 
set. 
3.  The Ring Type menu list is displayed. To select a ring type, 

press the Up and Down Scroll Arrows, located below the 
LCD screen to highlight the desired ring. 

-OR- 
Using the number pad, press the number that corresponds to the desired 
sound to select that ring type. 

1.  Press the Softkey located directly below the word Play on 
the LCD screen to hear the selected ring type. 

2.  Repeat steps 3-4 until the desired ring type is found. 
3.  Press the Softkey located directly below the world Select on the 

LCD screen, in order to choose the highlighted ring type. 
4.  Press the Softkey located directly below the word Save on the 

LCD screen to save the changes. 
 

Making Calls from the Corporate Directory 
1.  Press the Directories button. 
2.  Press the 5 on the number pad or use the Down Scroll 

Button to highlight Corporate Directory and then press the 
Select the Softkey. 

3.  The Directory Search screen appears. Use the Number Pad to 
type in a person’s first name if desired. For example, if the 
person’s name was Anne Smith, the user would press 2 
once because the letter A is the first letter on the 2 button. 
Pause for a second. Then the user would press 6 twice 
because the letter N is the second letter on the 6 button. 
Pause for a second. Press the 6 twice for the second N. 
(NOTE: if a mistake is made, press the <<Softkey to 
backspace.) 

4.  Press the Scroll Down Arrow to move to the Last Name 
field. 

5.  Follow the same procedure as in step 3. (NOTE: it is not 
necessary to enter a person’s entire name in order to query 
the directory. Users may enter the first few letter of a 
person’s first or last name for their query.) 

6.  Press the Search Softkey. 
7.  The number is displayed on the LCD screen. Lift the Handset 

(or press the Speaker or Headset button) and the number is 
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automatically dialed. 
8.  If there are multiple listings returned in the search, use the 

Scroll Down Arrow to highlight the desired entry before 
lifting the receiver. 
 

Using the Call History 
Through the directory services users can see a list of missed, received, or 
recently placed calls. 

 

 
 

Viewing a List of Missed Calls 
1.  Press the Directories mode button. 
2.  Press the number 1 on the number pad to select the Missed 

Calls option. 
3.  A list of recently missed calls displays. The date and time of the 

missed call is displayed along the bottom of the LCD 
screen. 

4.  To select a different missed call, use the Scroll Down 

Button to highlight the desired listing. 
 

5.  Press the Dial Softkey to dial the highlighted record. 
6.  If the user does not wish to dial the number, press the 

directories mode button again to exit the directory. 

 
Viewing a List of Received Calls 

1.  Press the Directories mode button. 
2.  Press the number 2 on the number pad to select the 

Received Call option. 
3.  A list of recently received calls displays. The date and time the 

call was received is displayed along the bottom of the LCD 
screen. 

4.  To select a different received call, use the Scroll Down 
Button to highlight the desired listing. 

5.  Press the Dial Softkey to dial the highlighted record. 
6.  If the user does not wish to dial the number, press the 

directories button to exit the directory. 
 
Viewing a list of Placed Calls 

1.  Press the Directories mode button. 
2.  Press the number 3 on the number pad to select the 

Placed Calls option. 
3.  A list of recently placed calls displays. The date and time the call 

was placed is displayed along the bottom of the LCD 
screen, 

4.  To select a different placed call, use the Scroll Down 
Button to highlight the desired listing. 
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5.  Press the Dial Softkey to dial the highlighted record. 
6.  If the user does not wish to dial the number, press the 

Directories button to exit the directory. 

 
 
 
 
 

Help and Support 

If you are experience problems with your phone or voicemail. Contact the Help Desk at 

800-799-7472 or Helpdesk@tamhsc.edu 
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