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Business Services Internal Procedure 

 
Telephone Dialing Instructions 

 
 

How to Call 
 
For on-campus call….dial the listed four-digit number 
For local off-campus call….dial 9 + seven-digit number 
For directory assistance…. 
  On-campus directory assistance….dial 7021 
  Off-campus directory assistance LOCAL CALLS….dial 9 + 1 + 411 
  Off-campus directory assistance LONG DISTANCE….dial 9 + 1 + area code + 555-1212 
For Person, Collect and Credit Card calls….dial 9 +0 + area code + number.  Tell Operator on a 
Person call the name of person called.  Credit Card call….card number.  Collect Call….collect and 
your name.  Charge to another number….the charge to area code and number.   
 
 
Long Distance Business Calls: 9 + 1 + area code + 7 digit number + telephone ID code 
 
International Calls:     9 + 011 + country code + city code + phone number 
     + telephone ID code  
 
 
Repairs 
 
To report a telephone malfunction dial call the Office of Business Services at 6219.  Give the 
telephone number, building and room number, and a detailed description of the telephone 
malfunction.  It will then be reported to the telephone company.   
 
Conference Calls 
 
Make arrangements in advance by call Business Services at 6219.  
 
Installation/Move 
 
Please contact Business Services for instructions regarding telephone moves or installations at 
6219.   
 
Transfer 
 
To transfer a call to a third party, depress the switchhook, hear recall dial tone, dial third party, 
announce call, and hang up.  Call is transferred.  If busy, no answer or wrong number, depress 
switchhook twice (pause between depressions) to return to original call.   
 
Three-Way Conference 
 



To add third party to an existing call, depress the switchhook, hear the recall dial tone, dial third 
party, announce call, depress the switchhook again and begin talking immediately.  If busy, no 
answer or wrong number, depress switchhook twice (pause between depressions) to return to 
original call.   
 
Call Pick-Up 
 
To answer a ringing phone in your pick-up group, listen for dial tone, dial *9 and begin talking.   
 
Call Hold 
 
To put a call on hold, depress the switchhook, dial *7, hear the recall dial tone, lay handset down do 
not hang up.  To return to your held call, dpress switchhook, hear recall dial tone, dial *7, resume 
conversation.   
 
Call Forwarding:  All Calls 
 
To have all your incoming calls ring at another phone.  To activate, listen for dial tone, dial *72, 
hear recall dial tone, dial number to which calls are to be forwarded, hear confirmation tone and 
hang up.  While Call Forwarding is activated your phone may be used to originate other calls.  To 
cancel, listen for dial tone, dial *73, hear confirmation tone and hang up.   
 
Call Forwarding:  Busy/Don’t Answer 
 
To provide backup coverage for your incoming calls if your phone line is busy or is not answered in 
3 rings, call Business Services at 6219 to request this feature.   
 
Ring Again 
 
To be called back when a busy extension becomes free.  To activate (after you hear a busy signal at 
the called extension) depress switchhook, listen for recall dial tone, dial 108, hear confirmation tone 
and hang up.  When you are called back your phone will ring, lift handset and hear ringing, wait for 
called party to answer.   
 
To Consult 
 
To consult privately with third party.  To hold call and consult, depress switchhook, hear recall dial 
tone, dial third party, party answers, converse.  To return to held call, depress switchhook twice and 
resume conversation with held party.  
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