FacetPhone Quick Reference

	Note:  n = Extension/ID number

	
	INTENTION
	ACTION

	HOLD
	To place or pick up a call on Hold
	· Press the "Flash" button

	
	
	

	PARK
	To PARK a call on Hold
	· Press “# 3” 
-Listen for call ID #- 

	
	
	

	UNPARK
	To pick up PARKed call
	· -Remember call ID #-
Press “# 4  n #” 

	

	First, HOLD a call for the current user to pick up
Then, PARK a call for any user of the group to pick up

	
	
	

	CALL
	

	To User
	To CALL to 
User Extension
	· Press “n” 

	To VM
	To CALL
Voice Mail
	· Press “# 1 2 n” 

	To Station
	To CALL
Station
	· Press “# 1 3 n” 

	
	
	

	TRANSFER
	-  Place Call on HOLD First!

	To User
	To TRANSFER call to User Extension
	· Press “# 2 1 n” 

	To VM
	To TRANSFER call to Voice Mail
	· Press “# 2 2 n” 

	To Station
	To TRANSFER call to Station
	· Press “# 2 3 n” 

	
	
	

	PICKUP RINGING CALL
	To pick up a call ringing to Operator group
	· Press “# 0” 

	
	
	

	CONFRNCE
	Conference call from two calls on Hold
	· Press “# 5” 

	
	
	

	PAGING
	Paging to PC speakers
	· Press “# 6” 
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