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Make a Call with a Headset

1. Lift the handset or press the Speaker

key.

2. Dial the required number (For external 

calls, dial the Trunk access Code 9 first).

Transfer a call

1. Press the Transfer Key while 

speaking to someone.

2. Enter the number of the person 

you wish to transfer.

3. Press the Conf window on the 

touch screen to talk to both 

parties at same time OR

4. Hang-up to transfer the call. 

*You can hang-up before the second 

person answers to transfer the call 

without announcing to the second 

person.

Make a Call with the Speaker phone

1. Press the Speaker key

2. Dial the required number (For external 

calls, dial the Trunk access Code 9 first).

Access Your Voicemail Service

1. Dial 8999 to access your 

voicemail.

2. When prompted entered your 

password.

Mute your Audio

1. Press Mic

2. Press Mic again to turn mute off

https://www.vumc.org/it/voice-vanderbilt-bedford-county-hospital

https://www.vumc.org/it/voice-vanderbilt-bedford-county-hospital


DT930 IP Touch Panel Phone Start Guide (cont.)

Setting up your voice mail

1. Press Feature.

2. Press Enter.

3. Dial desired “Voicemail System” access 

code.

4. Press Feature again.

Answer a call

1. Press the Answer key.

2. Lift the handset or press the 

Speaker key and talk hands free.

*If you are talking hands free, you will 

need to turn on your microphone to be 

heard. To do this, simply press the Mic

key on your handset.Originate your voice mail

1. Press one-touch key registered 

voicemail access.

2. Hear ring back tone.

3. Next, follow the voicemail

guidance.  For more details, refer 

to the voicemail user guide

Access Your Voicemail Service

1. Dial 8999 to access your 

voicemail.

2. When prompted entered your 

password.

Mute your Audio

1. Press Mic

2. Press Mic again to turn mute 

off
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Transfer a call 

While you are already talking to someone, regardless if they called you or you called them, 
press the Transfer key.

You will hear a broken dial tone. Enter the number of the person you wish to transfer the 
call to, during this time the other person is placed on hold. 

When the second person answers you can: 
• Press the Transfer key again to alternate between the parties
• Press the CONF window on the touch screen to talk to both parties.
• Hang up to transfer the call.  

Note: You can hang up before the second person answers to transfer the call without 
announcing it to the second person.  
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Transfer with two other people (Conference)

While you are already talking to someone, regardless if they called you or you called them,
Press the Transfer key.

• You will hear a broken dial tone. Enter the number of the person to whom you wish to 
transfer the call. 

• When the second person answers you press the CONF window on the touch screen. 

You can hang up at any time to exit the conference. The other two parties will remain 
connected. 
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Spectra link Handset Features

Spectralink 8400 Phone Quick Start Guide

Understanding the handset features
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• If you are having an issue or need help setting 

up a phone, contact the VUMC IT Help Desk at 

615-343-4357 (HELP) or submit a Pegasus 

ticketing using the following link: 

https://pegasus.vumc.org/ViewCI.aspx?id=143

135.

• Information on how to submit a Pegasus 

Ticket is here.

Assistance and Support
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