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CORONAVIRUS & OUR WORKPLACE 

 
 
Hi Team,  
 
To continue safe practices during this time, please eliminate person to person 
contact.  To mitigate risk for all teammates we should be using phone 
conversations, conference calling to talk with one another for up to 3 people, 
and scheduling Go To Meetings if the call requires more.  Attached is the 
instructions on conference calling.  Should you need to share screens to 
effectively communicate Go To Meetings can help you with achieving this.  Also, 
please use email as much as possible instead of printing and passing 
paperwork. 
 
 
Thank you for your patience and understanding at this time. 
 
Michelle Goodhart  
 
Michelle Goodhart | Director of Human Resources 
 
MFG Tray 
6175 Route 6 | Linesville, PA 16424 
Office 814 683.4500  x235 |  Fax 814 683.4707 
mgoodhart@mfgtray.com | www.mfgtray.com 
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Overview of Cisco 7962 IP Phone 
Cisco 7962 Unified IP Phone is a telephone with many features providing communication over 
your computer network. This phone is used by businesses all throughout the United States. 
There are many easy to use features that allow users to transfer incoming calls, place hold 
on calls, forward telephone calls, access voicemail and conference calls. 
 
How to Transfer Calls 
1. Press ”Transfer”, the key that is located below the screen. 
2. Enter the extension number you are transferring the call to. 
3. Wait for the recipient to answer the call. 
4. Press the “Transfer” button to finalize the transfer. 
 
How to Put Calls on Hold 
1. Press “Hold”, the key that is located below the screen. 
2. Make sure the line you are transferring is highlighted on the phone’s screen. 
3. When you are ready to take the call off Hold, press “Resume”. That is the same key you 
used to place the call on Hold. 
 
How to Use Call Forwarding 
1. Press the “CFwdAll” button. The telephone will beep twice. 
2. Enter the extension or telephone number you would like your calls to be forwarded to. The 
telephone will beep once. Call forwarding is now complete. 
3. To cancel the call forwarding feature, press the “CFwdAll” button again. 
 
How to Access Voicemail 
1. Press the button with the envelope icon. This is the voicemail button. 
2. You will hear a set of voicemail instructions that will guide you through the steps of 
setting up your voicemail greeting. 
3. When you have a voicemail, a red light will flash on the handset and an indicator will be on 
the right corner of the phone’s screen. 
4. You can listen to your voicemails by pressing the “Envelop” icon on the right side of your 
phone. 
5. Follow the voicemail instructions. 
 
How to Use Conference Calling 
1. Make your first call. 
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2. After that call answers, press the “Confrn” button. This button is located under the 
telephone’s screen. 
3. Make your second call. 
4. Press the “Confrn” button again. 
5. Repeat the above to add more calls. 
 


