Voice over IP (VoIP) Phone FAQs

1) How do I access my voicemail when I’m not in the office? 
1. Call your 10- digit phone number (area code + phone#), during your greeting press the * (asterisk) key. 
2. When prompted, Enter your ID, which is your 10-digit phone number, follow by the # (pound) Key. 
3. When prompted to enter your Password; enter your voicemail password. Please allow a few moments while the system parses through your voicemail messages. 
4. Follow the desired prompt 

2) I forget my Voicemail pin. How do I reset my pin? 
1. To reset the pin, you will need to contact the GSA IT Helpdesk and they will reset it for you. They can be reached either by phone (1-866-450-5250) or via email (itservicedesk@gsa.gov). 

3) How do I connect multiple calls? 
1. Choose any call on the line by using the blue navigation button in the center of your phone. 
2. Press the Select sofkey. 
3. Repeat this process for each call that you want to add to the conference.  You can add up to 5 calls to your conference 
4. From one of the selected calls, press the Join softkey. 
5. The selected calls are automatically added to the conference. 

4) How do I do call forwarding when working from home or on a business trip? 
1. Any incoming calls can be forwarded directly to any external mobile device such as you cell phone, or home phone 
2. Press the Call Forward (CFwdALL) softkey. 
3. After the first beep, enter the number you wish to forward your calls to, including a 9+1+area code and number. 
4. Press the CFwdALL softkey again to active the forwarding feature. 
5. To disable, press the CFwdALL softkey to deactivate 

5) How can I change the ring tone on the phone? 
1. Press the Settings button, press Select to chose the User Preferences (which should be the first option) 
2. Select “Ring” 
3. Select "Default Ring”. Then Select the ringer that you would like to use. Select “Play” to preview. 
4. Press “Select” to chose the ringer, then press “Save” 



6) What if I accidently deleted my voicemail, can I retrieve it? 
1. Yes, you can retrieve your voicemail by going into deleted messages. 
2. Press “Messages”, enter you voicemail pin#. 
3. Press “3” to listen your old messages 
4. Press “2” to listen your deleted messages 
5. Press “1” to review your deleted messages 
6. Press “2” to restore your deleted messages 
7. Note: Deleted messages will only store in the system up to 5 days 

7) When I am listening to my voicemail, sometime I would like to skip it and move onto the next one. Can I skip the voicemail? 
1. Yes, while the message is being play, you will need to press “#” to skip the message. 

8) How can I transfer a call? 
1. There are two types of transfers: Transfer and Direct Transfer 
2. Transfer: This will allow you to speak to the person that you are transferring the call to before transferring the call. 
1. Select the “Transfer” softkey 
2. Enter the number that you wish to transfer the call to. Speak to the person that you are transferring the call  
3. Press the “Transfer” softkey, then hang up  

3. Direct Transfer: This will allow you to transfer the call without letting the other person know that you are going to transfer the call.  
1. Select the “Dirtrfr” (Direct Transfer) softkey. You may have to press “More” to see the softkey.  
2. Enter the number that you wish to transfer the call to.  
3. Press the “Transfer” softkey, then hang up  

9) Can I change the speed of the voice mail?  
1. Yes, you can control the speed of the voice during a message by either pressing “4” to slow it down or “6” to speed up the voice. 

