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How Can I Use My Flash Button To Transfer Calls?



The Flash button will let you: 

· Transfer a call to another extension. 

· Transfer a call to an outside number/party. 

· Transfer a call to someone's voicemail. 

· Conduct conference calls (For more information on conference calls, click on the following: Conference Calls). 

To transfer a call to another extension: 

1. Ask the caller to wait. 

2. Press the Flash button (You will hear dial tone). 

3. Dial the extension number where you want the call transferred. 

4. Announce the call when the extension is answered and hang up. 

Note: 
· If the extension you dial is busy or does not answer, press the Flash button once to reconnect to the caller. 

· If the extension you dial is Call Forwarded to voicemail, hang up to connect the caller to the voicemail greeting or press Flash twice to return to the caller. 

· If the extension you dial answers and then hangs up, you will be automatically reconnected with the caller. 

To transfer a call to an outside number/party: 

1. Ask the caller to wait. 

2. Press the Flash button (You will hear dial tone). 

3. Dial the code for an outside line (9) and the outside number. 

4. Announce the call when the number is answered and hang up (The call will be transferred). 

Note: 
· If the number you dial is busy or does not answer, press the Flash button once to reconnect to the caller. 

· If the number you dial is Call Forwarded to voicemail, hang up to connect the caller to the voicemail greeting or press Flash twice to return to the caller. 

To transfer a call to someone's voicemail: 

1. Ask the caller to wait. 

2. Press the Flash button (You will hear dial tone). 

3. Dial "6199". 

4. When the voicemail automated receptionist answers, press the "*" key. 

5. Dial the person's extension number (mailbox number). 

6. Hang up. 

To transfer a call to the caller's own voicemail:
Click on the following: Transferring a caller to their own Mailbox
For more information about how to use your telephone to its maximum potential, check out Telephone Tutor on the Intranet: http://www.ct.gov/opmathome/cwp/view.asp?a=3266&Q=399336&opmathomePNavCtr=|#47922 
