Radio Frequency (RF) Telephone

User Guide

The George Washington University Hospital has deployed nearly 210 Radio Frequency (RF) telephones throughout the hospital. These phones have proven to be very effective and efficient in areas that provide direct customer service. Each RF telephone (depending on program) has the capability of making and receiving local and long distance calls or just dialing four digit extensions from within the hospital.

The phones have been programmed only to work within the hospital. Any attempt to use the RF phone outside of the building will cause a lost of signal and dropped calls.

To turn phone on and off

· To turn on, press and hold PWR key for three seconds

· To turn off, press and hold PWR key for three seconds

To make a call

· To make a call, press START key and begin dialing. You must dial “9” to call outside of hospital and if calling long distance, you must enter an authorization code to complete the call. 

· To make a call within the hospital, press START key and dial the four (4)-digit extension of the party.

· To redial a number, press END key to hang phone up and follow steps to making a call.

To answer a call

· To answer a call, press START key. 
To end a call

· To end a call, press END key. 

To transfer a call (within hospital only)

1. Press FCN key to begin process

2. Press the number two (2) key

3. Dial the extension of the party you wish to transfer the caller to.

4. Press FCN key

5. Press the number two (2) key

6. To end, press END key
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To make a conference call (within hospital only)

1. Press FCN key to begin process

2. Press the number three (3) key

3. Dial the extension(s) of the party you wish to Conference

4. Once the called party answers

5. Press FCN key

6. Press the number three (3) key

7. To end, press END key

To place caller on hold

1. To place caller on hold, press HOLD key

2. Press END key 

To retrieve caller from hold

1. Press START key to get dial tone

2. Press LINE key

3. Press the number one (1) key to go back to caller

4. To end, press END key

To change ringer of phone from audible to vibrate

1. To turn on, press and hold PWR key for three seconds
2. Press FCN key for three seconds
3. Press pound key, to display Ring Type
4. Press zero key, to select Telephone Ring
5. Press zero key, to select Normal Ring followed by pressing FCN to save

6. Press pound key, to select Vibrator Ring
7. Press zero key, to select Vibrator Ring followed by pressing FCN to save

8. To end, press END key

9. Note, The asterisk key will appear next to selection made. There is a limited amount of time in making selection. Phone will reset back to normal operation if time has expired in making selection

Voice mail message indicator

· If a voice mailbox has been installed onto the RF telephone and there is a new message pending, MSG will appear on the bottom right corner of the display of the phone. 

· To retrieve message follow steps under the Voice Mail reference guide

