
 

 

TO PLACE A CALL 

o Lift Handset or press speaker-phone button 
o External call: Dial “9” or press an outside line button – 

Dial desired number 
o Internal call: (Intercom Call): Dial extension number 

OR press pre-programmed extension (DSS) key 

TO ANSWER A CALL 

o When your phone rings and lamp flashes: Lift handset 
or press speakerphone button 

TO TRANSFER A CALL 

o With the caller on line press the transfer button 
o Dial the extension number or press the “DSS” button 
o Announce the call and hang up the headset 

TO TRANSFER A CALL TO ANOTHERS VOICEMAIL BOX 

o With the caller on line press the Voice mail transfer 
key 

o Dial extension number OR press extension “DSS” key 
and hang up the handset 

PUTTING A CALL ON HOLD 

o With the caller on the line press the hold button 
o The active outside line button flashes green on your 

phone 
o If the call is not picked up (in a certain amount of 

time) the caller will ring back to your phone 

TO RETRIEVE A CALL ON HOLD 

o Press the line button that the call is being held on. 
Lamp will turn solid green – begin speaking 

CONFERENCE CALLING 

o Yourself and up to eight other callers (internal or 
external) 

o With caller on line, press the conference button 
o Dial second number (or extension #) – when 

connected announce call and press conference 
button again; the conference call will be completed 

o Repeat same procedure for additional members 

LINE TO LINE TRANSFER 

o With caller on line, press the transfer button 
o Select another line – dial the number 
o When connected, announce the call and then press 

transfer button again and hang up 
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  Headset Jack 

Panasonic KX‐NT Series or KX‐DT Series Phone


