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Lines shared across multiple phones 

A line is a phone key programmed to make and receive calls. Idle lines display a solid icon such as .  If the icon is the outline of a 

phone (rather than solid-color) such as , the line is not in service and should be reported to ITS. 

 

For those with shared lines across multiple phones (the phone line is not unique to your phone) there are some important things to 

consider: 

 “Do Not Disturb” button: unless the lines on your phone are unique to your phone (they only appear on your set), we 

discourage use of “Do Not Disturb.” Its activation can disrupt the busy and no-answer treatment intended for a line that is 

shared among phones.  

 In a similar fashion, changing forwarding on a line shared by several people will change behavior for that line on all phones 

where it appears. Treatments for lines that appear on multiple phones should be managed by one individual in the office to 

prevent unintended routing of callers to departmental numbers. Contact ITS with questions about this. 

 If you would like to silence a particular line on your phone, press: Menu, Settings, Basic, 5-Ring Type, Silent Ring, Select. (On 

the IP 321 set, Ring Type is submenu 3, not 5.) 

 

Busy Lamps  

A “busy lamp field” (BLF) refers to one or more phone keys programmed to monitor the status of other people’s lines. This key 

cannot make or receive calls.  For a BLF key:  when the monitored line is idle, you’ll see this icon  and the associated LED will be 

dark; the icon/LED color will change this icon and green LED when the line is ringing; or to this icon  and red LED when the 

line is in use.  

For some customers, the admin line and all monitored lines are part of a call pickup group. If this is the case, a “Pickup” soft key will 

appear on the admin’s phone when a monitored line is ringing, allowing the admin to answer the call. 

A BLF key also acts as an “auto-dial” key. Lifting the handset on the phone to activate a line and pressing the BLF key will 

automatically dial the monitored line’s number. This capability also works when transferring calls to that number. 

 

Call Pickup Groups (CPU)  

A call pickup group is similar to the “77 pickup” on the legacy phone system. CPU groups allow an end customer to answer a phone 

number programmed within the group without actually having that line on their set. If a customer’s line is part of a CPU group and 

the customer hears another member’s phone ringing in the office, he/she can answer the ringing phone line by dialing 66 + 3-digit 

group number (provided at deployment). Depending on your phone hardware, the “66 + 3-digit” code can be programmed in the set 

for simpler dialing.  Contact ITS with questions about this. 

Setting up speed dial on phone set keys 

Speed dials are programmed by the customer once they receive their new phone. In order to create a speed dial you first need to 

program a number into your contact directory. The instruction to do so on an IP 550/670 can be located here: 

https://wikis.utexas.edu/x/zww4Aw. Once this is complete, open that contact in your phones directory and scroll down to set the 

Speed Dial Index. Your first Speed Dial Index (1) will show up as a speed dial on the first unused key on your phone. This speed dial 

icon will appear next to the speed dial number for that key:   You can continue to add speed dial indices; however you will only 

see speed dials appear on unused keys on your phone. For example, If Joe has an IP 550 with four (4) keys, one (1) is in use for his 

primary line, one (1) is in use for a shared department line, he will have two (2) keys available for speed dials (those assigned to 

Speed Dial Index 1 and 2 will appear associated with third and fourth keys on his phone). 

 

Roll over numbers/Hunt group 

Generally this approach is no longer necessary; in most cases phones have call waiting. Each line is capable of having one (1) caller 

on hold while talking to the second caller.  
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