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Getting to Know Your Phone 
 
Your Digium phone has several functions and some you may not even be aware of. We hope this 
instruction guide will help you get a better understanding of these functions. Depending on 
phone model, these buttons might be slightly different. 

Explanation of Buttons 
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Common Functions 
 
Hold: While on a call, press Hold. The line key flashes red. You can press either the 

flashing line key or the Resume softkey to resume the call. 
 
Transfer: There are three options when transferring a call: 

Assisted 
a. During a call press the Transfer button. 
b. Enter a number or press the Contacts softkey to find a number. 
c. Press the Dial softkey. When someone answers, inform them of the call to 

be transferred. 
d. Press the Transfer softkey to complete the transfer 

 
Unassisted 

a. During a call, press the Transfer button. 
b. Enter a number or press the Contacts softkey to find a number. 
c. Press the Transfer softkey to complete the transfer. 

 
Transfer to Voicemail 

a. Only available when you use the Contacts option for the transfer. 
b. Press the Transfer VM softkey instead of Transfer. 
c. The call will be sent to the contacts voicemail. 

 
Conference (3 way calls): While on a call, press the Conference softkey. This will place the 

call on hold and you can dial the third participant or use Contacts. Press the 
Conference softkey to join all calls together. 
You can separate the calls back to individual calls by pressing the Split softkey. 
Then you can select the participant you want to drop from the call. 

 
Record: You can record a call by pressing the Record softkey to start the recording. Press 

Stop Record when you are done. You will be able to find the recording by logging 
into your phone on the Digium website, hovering over Voicemail/Fax and 
choosing Mailbox. 

 
 

Back to the top 
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Logging into your Digium phone 
 
You can log into your desk phone via the Digium website. 

Logging In 
1. Launch Chrome or Firefox. 
2. Navigate to the website below that pertains to your phone: 

 
https://10.200.5.251/main (if your number starts with 320-963-####) or 
https://10.200.25.60/main (if your number starts with 281-671-####) 
 Note: You may need to click Advanced and then Accept the risk or continue to unsafe 

10.200.##.## links to get to the login page. 

3. Enter your Extension and password. 
If you do not know your password, you will need to submit a helpdesk ticket to have it changed. 

 

4. Click Sign in. 
 
 
If you need assistance, please submit a ticket by emailing apigroup@service-now.com with 
a description of the problem or if it is urgent call IT at (320)963-2890. 
 
Tips: 

• Chrome and Firefox work the best to get logged in. 

• Bookmark the website for easy access next time. 
Back to the top 

  

https://10.200.5.251/main
https://10.200.25.60/main
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Digium Voicemail 
This article will walk you thru setting up voicemail on your Digium desk phone. 

Setting up Voicemail 
1. Log into your phone (see instructions for ‘Logging into your Digium phone’. 

2. Point to Voicemail / Fax and click Voicemail Options from the drop down. 

 

3. Click Create Recording. 

4. Enter a Name for the greeting. 

5. Enter a Description if you choose but it is not required. 

6. Make sure Recording Source is set to Record Over Phone. 

7. Enter your extension in the Extension To Ring field and click your name to enter 
it into the field. 
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10. Click Ring Extension when you are ready to begin your recording. Your desk 
phone will ring. Once you answer, you can record your message. 

11. Click Save Recording. 

12. You can now playback, edit or delete the greeting by clicking on one of the 
Action buttons. 

 
 
 
 
 
 
 
 
 

Back to the top 
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Setting up Greeting Rule 
Now that you have created your greeting, you need to set it as the message the caller 
hears when they call. 
 
1. Click on the Greeting Rules tab. 

 

2. Click Create Greeting Rule. 

3. Give the rule a name. You can leave Status and Time Frame on their defaults. 

4. Choose your new greeting from the drop down for Unavailable Greeting. 

5. You can leave Busy Greeting as the default. 

 

6. Click Save Greeting Rule. 
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Messages Stored on Phone 
If you have voicemail messages stored on your phone, you can disable this option so you 
only receive them in your email. 

 
1. Hover over the Voicemail/Fax option and click on Voicemail Options from the 

menu. 
2. Click on the Voicemail Notifications tab. 

3. Toggle the Delete Local Copy to Yes. 

 

 

If you need assistance, please submit a ticket by emailing apigroup@service-now.com with 
a description of the problem or if it is urgent call IT at (320)963-2890. 

Tips: 
• You need to be in the office or connected to the VPN to access the Digium 

website if you need to make changes remotely. 
• If you choose to keep voicemails on your phone, note there is a limitation on 

storage. If you do not remove old messages, your box will get full and no one will 
be able to leave a message. 

 
 
 
 
 
 

Back to the top  
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Rapid Dial 
 
Rapid dial is the equivalent of saving contacts in your smartphone. You can add people you 
speak to the most on your rapid dial list, including people who are not part of the Digium 
system. 

Adding Contacts to Rapid Dial 
1. Log into your phone from Chrome or Firefox: 

2. Click Features, then Phone Features 

 

 

3. Click the Rapid Dial Favorites tab.  

4. Click Add Extensions.  

5. Click on the person(s) you want to add, click the Arrow. 
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6. When done, click Submit. 

7. You can grab the green arrow to rearrange the users on the list. 

 Some phones can only have 2 contacts while other can have many more. 

8. When you are done, it will take a few minutes for your phone to sync the changes. 

 

 

Adding External Contacts 
Before you can add external contacts to your phone rapid dial list, you first need to create 
the contact. 

1. Click Features, then click My External Contacts. 

 
2. Click Create External Contact. 

3. Fill out the form. No need to add a 1 or 9 in the number. 
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4. Click Save. 

5. To add them to the rapid dial, follow the same steps from the “Adding Contacts to 
Rapid Dial” section. Except click Add External Contacts. 

 
 
If you need assistance, please submit a ticket by emailing apigroup@service-now.com with 
a description of the problem or if it is urgent call IT at (320)963-2890. 
 
Tips: 

• You can see if the contact added to rapid dial is on the phone. 

• If you have phone that can have more than 2 contacts for rapid dial, there is a “page” 
button that allows you to have “pages” of rapid dial contacts. 

 

 

 

 

 

 

 

 

 

 
Back to the top  
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Call Rules 
 
Call rules control what happens to incoming calls. There are four Call Rule categories: 

Unanswered Call: (displayed by default and rules you will work with the most) rules set to perform an action 
when a call is received and not answered. 

Busy Call: specify how a call is handled when you are on the phone. 

Call Blocking: Switchvox lets you specify phone numbers from which you do not want to accept calls. You can 
block specific phone numbers, any numbers that begin with the same prefix, and you can block them at all times 
or during specified time frames. 

Messages/Prompts: These message/sound prompts are used in your Call Rules Secret Code actions. You can 
change the prompts by recording your own sound over your phone, or by uploading a new sound file. 

 

Creating an Unanswered Call Rule 
1. Click Create Call Rule Set button from the unanswered Call Rules tab. 

 
2. Give the rule a name. 

3. Set the time you want the rule to run. 

4. Set the status you want to the rule to be associated with. 

5. When finished, click the Save Call Rule Set button. 

6. You will now be brought to the Actions tab where you assign the action you want to 
this rule to have. 
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7. Click the Create Action button. 

 

8. Choose a type from the list. Depending on the type chosen, will depend on the 
information that needs to be completed. 

9. Fill in the fields for the option chosen and click Save Action. 

 
 
If you need assistance, please submit a ticket by emailing apigroup@service-now.com with 
a description of the problem or if it is urgent call IT at (320)963-2890. 
 
 
Tips: 

• The Actions in your Call Rules need to be prioritized because Switchvox executes 
them from top to bottom. To prioritize Actions, use the green arrows to the left of 
each rule in the list to move call rules up or down. 

• You can have multiple actions for one rule. Click the Create Action button again to 
add additional actions. 

 
 
 
 
 

Back to the top 
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Status Options 
 
You can change the status on your phone to initiate certain rules to apply if you are gone on 
vacation for example. By default, your phone is set to the Available status. Everyone currently 
has a default list of statuses, but you have the ability to create additional statuses based on your 
needs. Then you apply the status to the appropriate rule on how you want the incoming call to 
be handled. 

Creating a Status 
1. Point to Features and click on Status Options when the menu appears. 
2. You will see all the pre-set options currently available. 

 
3. Click the Create Status Option button. 

4. Pick the Status category that your new status would fall under. 

a. For example, choose Extended Away if you want to add a new status for 
extended time out of the office. 

5. Give your sub-status a name, such as Medical Leave. 

6. Click Save Status Settings. 

7. You will now see the new status in the list. 
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Assign an Action to a Status 
1. Your new status is now ready and can be applied to a rule.   

2. Go to your Call Rules. 

3. Edit the rule by clicking on the “pencil” button. 

4. Click on the Settings tab and change the Rule Set Status to your new status. 

 
 

Change Your Status Remotely 
1. You can change the status of your phone when you are not in the office. 

2. First you need to be connected to the VPN on your computer. 

3. Navigate to the Digium website to login. 
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4. Click the Set My Status icon in the upper right corner of the screen. (icon will depend 
on the current status your phone is set to). 

 

 

If you need assistance, please submit a ticket by emailing apigroup@service-now.com with 
a description of the problem or if it is urgent call IT at (320)963-2890. 
 
 
Tips: 

• Whenever you set your phone to the new status, always place a test call from 
another phone to verify the rules are working as expected. 

 
 
 
 

Back to the top 
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