
That To print these brochure 

instructions, choose Print from 

Configuring Voicemail 

 

Using this template, you can create a 

professional brochure. Here’s how: 

 

1.  Insert your company information in place 

of the sample text. 

 

2.  Print pages 1 and 2 back-to-back onto 

sturdy, letter size paper. 

 

3.  Fold the paper like a letter to create a 

three-fold brochure (positioning the panel 

with the large picture on the front.) 

TO CHANGE PARAGRAPH 

STYLES 

To change the Style of any paragraph,our 

cursor anywhere in the paragraph. With your 

cursor blinking in the paragraph, select a Style 

from the drop-down Style list at the top-left of 

your screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

See reverse side for important 

information. 

Cisco IP Phone 
Quick Reference 

Guide 
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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 
  

 

Forward all calls 
 

 Press the CFwdALL soft key. 

 

 Dial the number you wish to         

forward all your calls to. 
 

 The phone display will be    

updated to indicate that calls 

will be forwarded.  
 

 To cancel call forwarding press 

the CFwdALL soft key. 

 
 

Place a Conference Call 
 

 During a call press the More 

soft key and then the Confrn 

soft key.  
 

 Dial the number you wish to 

join the call. When the call 

connects press the Confrn 

soft key again. 
 

 
In Case of an 
Emergency: 

Dial 911 
 

mailto:Helpdesk@tamhsc.edu
mailto:Helpdesk@tamhsc.edu


  

Hold a Call 

1. Sample text. 

 

2. Sample text. Sample text. Sample text. 

Sample text. 

 

3. Sample text. Sample text. Sample text. 

Sample text. Sample text. Sample text. 

Sample text. Sample text. Sample text. 

Sample text. 

 

4. Sample text. Sample text. Sample text. 

Sample text.  

MUTE A CALL 

  

1. Insert your company logo into the template 

or use one of the industry logos on the CD. 

Click on the “Place Logo Here” icon to 

select it. On the Insert menu, select Picture, 

then click Clip Art or From File. Find the art 

or file you want to use and double-click it. 

Industry logos are located on the CD in the 

folder named Logos. 

 

2. If you have Office 97 or 2000, right-click the 

picture and click Format Picture. Click the 

Position tab and make sure the Float over 

text box is checked. Next, click the Wrapping 

tab and click None. 

 

3. To resize art, drag the corner handles in or 

out while holding the Ctrl key. Depending on 

the size of your artwork, you may need to 

add or delete carriage returns to bring the 

template to its original format. 

 

Center Page 

Breaks in a word document appear as labeled 

dotted lines on the screen. Using the Break 

command, you can insert manual page breaks, 

column breaks, and section breaks. 

 

To insert a break, choose Break 

from the Insert menu. Select one 

option. Click on OK to accept 

your choice. 

 

HOW TO WORK WITH SPACING 

To reduce the spacing between, for example, 

body text paragraphs, click your cursor in this 

paragraph, and choose Paragraph from the 

Format menu. Reduce the Spacing After to 6 

points, making additional adjustments as 

needed. 

 

To save your Style changes, (assuming your 

cursor is blinking in the changed paragraph), 

click on the Style in the drop-down Style list at 

the top-left of your screen. Press Enter to save 

the changes, and update all similar Styles. 

 

To adjust character spacing, select the text to be 

modified, and choose Font from the Format 

menu. Click Character Spacing and enter a new 

value. 

 

 

 

 

 

Page 3 

To change a font size, choose font from the 

Format menu. Adjust the size as needed, and 

click OK or Cancel to exit. 

 

To change the shading of shaded paragraphs, 

choose Borders and Shading from the Format 

menu. Select a new shade or pattern, and 

choose OK. Experiment to achieve the best 

shade for your printer. 

 

To remove a character style, select the text 

and press Ctrl-Spacebar. You can also choose 

Default Paragraph Font from the Style drop-

down. 

 

SAMPLE TEXT 

Sample text. Sample text. Sample text. Sample 

text. Sample text. Sample text. Sample text. 

Sample text. 

 

Sample text. Sample text. Sample text. Sample 

text. Sample text. 

 

 

 

 

 

CALL (000) 555-0000 

 

Place a Call on Hold 
 

 Press the Hold soft key. 

 
 To retrieve the call press 

Resume. 

 

Transfer a call 
 

 During the call push the 

Transfer soft key. This places 

the call on hold. 

 
  Dial the number to which you 

wish to transfer the call.  

Note: To cancel the transfer 

press End Call then the 

Resume soft key. 
 

 There is also the option of 

making a “blind” transfer.  To 

make a blind transfer, press 
the Transfer soft key as soon 

as you hear the line ringing. 

 
Mute a call 

 
 During a call, press the Mute 

 button. It will 
automatically light. This 

indicates that the other party 

cannot hear you. 

 To deactivate the mute function 
press Mute again. 

 

 

 

Place a Call from your 

Corporate Directory 
 

 Press the Directories 

 button then press 

5. 

 

 Press the up and down buttons 

to navigate to select the Last, 
First, or Number fields search 

option.  

 

 Using the dial pad, enter the 
last name or first name for 

the entry. 

 

 Press the Search soft key to 
find your selection.  

 

 Use the navigation button to 

select the correct number. 

Then press the Dial softkey. 

 

Configuring Voicemail 
 

 Press the Message  
button. You will be asked for 

your password. Enter 

1234567. 

 
 Follow the voice instructions to 

set up your personalized 

greetings and to change your 

password.  

 

 

Retrieve Voicemail    

Messages 
   

 Press the Messages  
button and follow the voice 

instructions. 

 

Retrieve Voicemail from 
An outside line  

 
 

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

 

  Enter your 5 digit extension 

then press #. 

 Next, enter your pin, then press 
#. 

 

 

Forward calls to    
voicemail 

 
 Press the CFwdALL button then 

the Message button. 
 

 To cancel the forward press 

CFwdALL.  


