Phone FAQs


Q: How do I set up my voicemail the first time?
A: Press Messages button, enter your <4-digit extension>, and follow the prompts.

Q: How do I set my Out of Office message on my phone?
A:
1. Press Messages, enter your password followed by #
2. For setup options, press 4
3. For greetings, press 1
4. To edit greetings press 3
5. To edit alternate greeting, press 3
6. To record, press 1, speak, press #
7. To make alternate greeting active, press 3
8. To set an end date, press 1 (highly recommended)

Q: How do I forward all my calls to another extension, cell phone, or external phone number?
A: Press soft key CFwdALL
Enter the target extension or phone number, just as you would normally dial it.
(Dial 9, area code, number.) 

Q: How do I cancel call forwarding?
A: Press soft key CFwdALL

Q: Can I transfer a call directly to a person's voicemail?
A: Yes.  Precede the extension with an * (asterisk).  For example: (with caller on phone)
1. Transfer
2. *4330
3. Transfer

Q: How do I make a conference call?
A: With a call active, tell your party you are placing her/him on hold to conference.
1. Press the soft key More.
2. Press the soft key Confrn.
3. Dial the number of person to conference.
4. Wait for the person to answer.
5. Press the soft key Confrn.
(Repeat to add more parties.)

Q: How can I check voicemail if I am out of the office?
A:
1. Dial the main city number (830) 221-4000.
2. As soon as the greeting starts, interrupt by pressing *
You will be prompted as usual:
3. “Enter your ID” (extension number) and press #
4. “Enter your password” (voicemail  password) and press #

