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To access netphone open internet explorer  

 

Call Handling Icons:  

• To answer a call. Clck on the answer call icon (handset).  

• To place a call on hold. Click on the telephone icon. 

• To transfer a call. Click on the icon of the handset with a 

blue arrow through it and the DSS button for the        

intended recipient of the transferred call.  

• To end a call. Click on the icon of the handset with a red 

arrow over it. 

 

Placing Phone Calls:  

• Click on the dialing number window and enter the    

number using your keyboard. Press enter when done.  

• Or click on the dial pad icon. 

• Double click on the number in the call history screen.  

 

Transferring Calls Announced & Blind: 

• Click on the transfer icon and click on the  dss button 

stay on the phone and announce the call, then click  the 

hang up icon to complete the transfer. 

• Blind transfer click on the transfer icon, click on the dss 

button and click the hang up icon.  

 

Do Not Disturb:  

• Right click the DND Off  button and choose the status 

from the drop down menu. Or use the custom 2nd line to 

type your own message here.  

When enabled the DND Off icon changes to message on in red 
and the dss button on others phone has a little note.  
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Call Forwarding:  

• Right click on the FWD off icon, choose the forwarding 

function. (busy , busy no answer, etc). 

Choose the destination by entering an extension number. 
or an external phone number.  

 

Speed Dial: 

• Double click on the speed dial button Right click in 

the open window choose call now or edit. Edit will 

allow you to change an telephone number or add to 

input new numbers.  

• To place a call using the speed dials find the number 

and double click on it, right click and choose call now. 

   

Call History: 

• Click on the call history button, scan the list double 

click the number to place the call or right click on the 

line and select call now.  

• You can set up filters to show only incoming calls. 

Sort by days, sort for the week. Show calls with    

certain area codes, etc. You can also do a print out of 

the history.  

 

Chat:  

• Click on chat this will open a window with everyone is 

listed. Find the person you want to chat with you can 

type your message in the box and press send. Or you 

can choose from the short messages (i.e. hello or  

goodbye). 

You can also use the whiteboard in the left hand corner to 
insert pictures or files.   

 

Record Button Only for Tracer:  

• If this feature is active the tab will be red when a call 

is being recorded. Right click on record a drop down 

window appears. 

• Right click on tab to add new reasons. 

• Click on save for future use.  
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