
Quick Reference for some 
of the most common uses



HOTDESK (Login) 

   
At the bottom of your desk phones LCD screen.  

  

  

1. Tap the Hot Desk softkey  

2. Enter your 4 digit extension number 

  

3. Tap the enter softkey 

  

4. Enter your PIN (the default pin is 1111) 

   

5. Tap the enter softkey 

  

 

  

* Your voice mailbox PIN # and Hotdesk PIN # are the same. Once you setup your mailbox and 

reset your voicemail PIN; your Hotdesk PIN will be changed as well.   

  

Instructional video https://www.youtube.com/watch?v=E6qfAFvuBEk 

https://www.youtube.com/watch?v=E6qfAFvuBEk



Call Forwarding









Examples:

Internally to another phone
Enter the last 4 digits (the user extension)

Externally
Enter 9+full ten-digit phone number

(In some cases a 1 in front of the area code will be necessary, even in the 501 area code)



Transferring a Call



Transferring a call

There are two types of call transfers that can be performed on 
the Mitel phone:

1.Blind Transfer:
An blind transfer is when you transfer a call directly to another 
extension without consulting with the person receiving the call. 
To do this, complete the transfer immediately after you have 
entered the number. The call goes directly to the extension or 
outside line to which you transferred.

2.Consultative Transfer:
You also have the option to consult with the person to which 
you are transferring the call, before you complete the transfer. 
To do this, remain on the line until the receiving party answers 
the call. After consulting with the receiving party, you can 
either complete the transfer or cancel the transfer to go back 
to the original call.

Reference Youtube Video https://youtu.be/EqxQ6IFyVfc?t=871



STEP 1. Ensure you are on active call with the party you wish to transfer. 
(Transfer options will not be available until there is an active call.) 
                                           

 
Image 1. Example of an incoming call 
             

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Image 2. Example of available options after taking a call 
 



STEP 2. Press the Transfer softkey.The active call is placed on hold. 
 
STEP 3. Enter the transfer recipient’s number. 
 
STEP 4. Blind Transfer Press the Transfer softkey or hang up the handset to 
complete an unattended call transfer 
          
or 
 
STEP 5. Consultative Transfer Wait for an answer, consult, and then press 
the Transfer softkey or hang up the handset to complete an attended transfer. 
                                     
 
 
 

 
Image 3. Example of  available transfer options 



Restarting a 6920IP Phone



Restart   Mitel MiVoice 6920 IP Phone 

 
 
The Restart setting allows you to restart your phone. You may need to restart your phone if you 
have been asked to do so by your System Administrator should you experience any unexpected 
behavior. 
 

1. Press the  (Settings) key on the phone to enter the Static Settings menu.  
 

 
 
2. Navigate *  to the Right, to the  Restart option and press the Select button or Select softkey.  
 

 

 
 

3. When the prompt, Restart Phone? appears, navigate to the Yes button and press the Select 
button or press the Restart softkey.  
 
Note: Your phone will be temporarily out of service during the restart process. 
 

 
 
 

Alternatively the phone's ethernet cable can be disconnected.  

 



Note: this method will disrupt an attached computer until the phone boots back up. 
 
* Navigation is performed using the navigation keys located to the right of the softkeys 

 
 
There are four directional keys (up, down, left, and right) on the navigation cluster that can be 
used to navigate through the various applications and settings menus.  
 
The center key acts as a Select button that is used to set options and perform actions. 
 



Set up a speed dial button



Speed Call 
 

The Speed Call key allows you to dial a specified number with one key press. Speed Call keys can 
     be useful as they can be programmed to dial external numbers, dial directly to another person’s 
     extension or quickly access features that use feature access codes. You can also transfer calls to 
     or create conference calls using your Speed Call keys in place of dialing out manually. 
      
     To program or edit a Speed Call key: 

1. Press and hold the applicable programmable key for four seconds. 
 

 
 
 
 
 
 

2. In the Label Name field, enter a label to apply to the key. 
 
Note: If necessary, use the ABC 4 softkey to specify uppercase letters or lowercase letters 
when entering the label and use the Backspace softkey to delete the last character/digit entered. 

      
3.  Press the down navigation key to move to the Number field and enter a number using the 

             Dialpad keys. 
      
     4.    (Optional) Press the down navigation key to move to the Private checkbox and press the Select 

     button to make the key a Private Speed Call key. When a Private Speed Call key is pressed, 
         the call is considered private and caller ID information is not displayed in the phone’s call history. 

    
     5.    Press the Save softkey to save the information to the key you selected. 
    To make a speed call, press the key that you have programmed with Speed Call functionality 


