Frequently Asked Questions (FAQ’s)

About Your Phone

1) How do I access my voicemail for the first time?

a) Dial your extension number.

b) Listen for system message: “The party you have called….”

c) Press “*”, your extension # (default password), and then “#”.

d) Follow the instructions.

2) How do I access my voicemail after the first time?

a) If you have a message the “Msgs” menu item will be active on your phone display. 

b) Press the “Msgs” button.

c) Listen for your voicemail message.
d) Press “*” and then your password.

e) Follow the instructions.

3) How do I access my voicemail from outside the office?

a) Dial your 7 digit phone number from any phone outside the office.

b) Listen for your voicemail message. 

c) Press “*”, your password, and then “#”.

d) Follow the instructions.

4) How do I bypass a voice mail greeting and leave a message?

a) Press the “#” button.

5) There appears to be a “lag” time between when I dial the number and my phone actually dialing the number. What can I do to speed up the dialing process?

a) After you press the phone number into your phone, press “#”, which will cause the number to dial without the “lag” time. 
6) Do I need to dial “9” to reach an outside line?

a) Dialing “9” to reach an outside line is no longer necessary.

7) Do I need to dial “9” to reach an outside line when faxing?

a) Dialing “9” to reach an outside line is no longer necessary.

8) Do I need to dial “1” when dialing long distance? 

a) Dialing “1” when calling long distance is no longer necessary.

9) Has the phone list been updated?

a) Click here to print or view the updated phone list.

10) What is the web based “Integrated Communications Package” (ICP) that comes with my phone?

a) You can use the web based ICP to initiate conference calls, access your voice mail, and manage how you want to handle your incoming and outgoing calls. You can also synchronize your contacts and calendars. This enables you to collaborate and maintain presence as long as you have Internet access – whether you are in the office, mobile, traveling, or remote.

11) How do I access ICP?

a) The web based ICP is accessed through the web.

b) A user name and password will provided to you by email on 11/29/10.

12) How do I change my password for the web based ICP?

a) Please follow these instructions.

13) Will training be provided for the web based ICP?

i) Online training is not available.

ii) Quick User Guide is not available.

iii) Full User Guide.

14) All of my outgoing and incoming calls are displayed on my phone. How do I delete them?
a) Press the “menu” button on your phone.

b)  “Features” should be highlighted. Press the [image: image1.png]


 button on your phone.

c) Scroll down to “Call Lists” using the arrow keys. Press the [image: image2.png]


 button on your phone.

d) Scroll down to “Clear” using the arrow keys. Press the [image: image3.png]


 button on your phone.

e) Choose either “Received” or “Placed” calls by using the arrow keys. Press the [image: image4.png]


 button on your phone.
f) Choose either “Cancel” or “Yes”.

15) Will my hands free headset work with my phone?

a) If somehow your headset is not functioning please contact Cecile and she will schedule an appointment with Merritt Communications..







