
 
  

 

Guide on Helpful Office Phone Features 
- Your office phone is a Yealink SIP-T54W office phone. You can learn about some of its 

features below…  

 

Parking and Retrieving a Call 
- Park is a feature that allows you to place a call on a “public hold” by utilizing one of 

three available “parking spaces” – this is so that you or another sta= member can 
park and unpark calls to answer the call from any phone on campus. On your o=ice 
phone, you see these parking spots as Park 1, Park 2, and Park 3 keys (see number 3 
on the key legend)  

o If you want to park an active call, just press one of three Park line keys – this 
puts the call into a shared parking space and allows anyone to unpark the 
call.  

Place a call on hold 
- If you need to place a caller on a brief hold, simply press the Hold button found on 

the softkeys when you’re on a call (see number 4 on the key legend)  



 
  

 
- To return to the call, press the same button you pressed to put the call on hold (this 

time, the button will be labeled Resume)

 
- While the caller is on hold, you will also have the ability to make another call by 

pressing the “New Call button” To return to your previous call on hold press the X 
button (number 15 on legend)  

Transferring a Call 
- To transfer a call to another extension, press the “Transfer” key and then dial the 

extension of another member you would like to transfer the call to.  
o This is an “attended” transfer which means you will speak to the other party 

you have dialed before your call is transferred.  
§ If you want to do a “Blind Transfer”, this will automatically transfer the 

party to the other extension and ring their phone.  

Conference Call 
- While you are on an active call, you have the option to conference another party in.  

o To conference in another extension, press the Conference key and then dial 
the extension you would like to bridge in. After the other extension picks up, 
press “Conference” again to join them to the call.  


