Phone System Directory

To use the directory feature in the phone system:

1. Press the “Directory” button on your phone if programmed.

2. Start entering last name. First entry of query will be displayed on the screen. You can
continue to enter additional characters to receive a more specific query.

3. Press “Next” button to go to the next entry in query.
Press “Directory” button to perform another query.

5. Press the Phone/Exit button (has phone icon on it) to return to the normal screen.

NOTE - Contact the IT Service Desk to have the directory feature added to your phone.



