
	  

 

Quick Transfer and Forward Guide 

Here are the steps to quickly transfer a call of to someone else. 

Blind Transfer:  
This feature will send the calling party to the target extension without notice.  

1. Press the “TRANSFER” button on the phone. The call is placed on hold and you are 
returned to dial tone. 
2.  Press “BLIND” and enter the extension (or external phone number) of the user to 
whom you are transferring the call.   
3.  Press “SEND”  

 
Supervised Transfer:  
This feature Transfers the call; however, it allows you to announce party to be transferred to 
the target extension.  

1) Press the “TRANFER” button on the phone. The call is placed on hold and you are 
returned dial tone.  
2) Enter the extension, press the correct speed dial key, or dial the external number of 
the user whom you are transferring the call.  
3) Wait until they answer and then tell them who it is. When they have accepted the 
call press the “TRANFER” button again or hang up the call.  
4) If the person you are transferring to does not want to take the call or is not available, 
you can get the calling party back by pressing “CANCEL”. 

 
Transfer Directly to Voicemail:  
This feature allows you transfer a call directly to your co-workers voicemail without ringing 
their extension. This is good for times when you know that they are unavailable or on the 
phone.  

1) Follow the steps of a blind transfer.  
2) Enter the Straight Voicemail Extension number assigned to you co-worker.  
(Default is *9+extension number i.e. *9101)   

 
Forward an Extension:  
The forward function allows you to push your calls to another device or phone number. You will 
have a choice to enter another extension or external number. This means that your phone will 
no longer ring and the target device will ring until you turn the call forwarding off.  

1. Dial *72 + extension # or 10 digit telephone number followed by Dial key.  
2. You will hear “Call Forwarding” when you have completed this correctly.  

 
Un-forward an Extension:  

1. Dial *72 followed by Dial key to un-forward your calls.  
2. You will hear “Call forward canceled” when this has been completed.  


