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Model 
3905 

      WEST HARTFORD SCHOOLS  
 

             CISCO UNIFIED COMMUNICATIONS MANAGER REFERENCE GUIDE 
 

 
 
DIALING OUT:    External:  Dial 9 and an outside number.   

Internal: Dial the 4-digit extension number. 
Redial:  Press REDIAL key             to automatically dial the last 
number entered. 

 
 
ANSWERING A CALL:     Lift the handset or press the speakerphone button  
      to answer on speakerphone. 

 

HOLD:      While on a call, press the HOLD/RESUME key.   

HOLD RETRIEVE:   Press HOLD/RESUME key again. 

 
 
CALL TRANSFER:  While on a call, press TRANSFER key   & dial 4-digit 

extension.  Announce the call (optional) and press TRANSFER 
key again to complete the transfer. 

 
TRANSFER TO VM:   Press TRANSFER key,   press *(star) and 4-digit mailbox 

number.  Press TRANSFER key again to complete the 
transfer.  

 
 
CONFERENCE:  While on a call, press & release the hook switch to get dial 

tone. 
Dial 2nd party, (either a 4-digit extension or 9 & an outside 
number.)   

 Press & release the hook switch again to create the 
conference. 

 
 
CALL FORWARD:     In the center of the Navigation bar, press the FEATURE button. 
      Select Call Forward All and press the FEATURE button. 
      Listen for a confirmation tone & then enter the number to  
      forward calls to.   
      To cancel call forwarding:  In the center of the Navigation bar, 
      press the FEATURE button.  Select Call Forward All and press 
      the FEATURE button.   

 
APPLICATIONS KEY:   Customize ring settings and access call history.     

          
 
VOLUME UP & DOWN:           Adjusts the volume on the ringer, handset and speaker. 

 

Feature 
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ACCESS VOICE MAIL:          Dial 7401. 
      Press * (star). 
      Enter your ID (mailbox/extension number) and #  
      Enter your PIN and #. 

AS A NEW USER, your default voice mail PIN is 0000 #. 
New users must complete a new user tutorial.  Follow the prompts to 
record your name, greeting, and change you PIN. 
 

ALTERNATE VOICE MAIL ACCESS: Not at your desk, dial 7401 on any Cisco phone. 
 Press * (star) key.  
 Enter your ID (mailbox/extension number) and #. 
 Enter your PIN and #.   
 
REMOTE VOICE MAIL ACCESS: Call 860-561-7401. 
 Press * (star) key when you hear the automated message.  
 Enter your ID (mailbox/extension number) and #. 
      Enter PIN and #. 

 

EXPRESS MESSAGING: From your phone, press * and dial an extension/mailbox number.  You 
may press # to bypass the greeting & leave a message.  Hang up to 
send the message. 

 
 

Unity Connection Voice Mail Flow Chart 


