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VoIP 101 

Welcome to your new Mitel 6867i phone.   

 

 

The “67i” is the default VoIP (Voice over Internet Protocol) phone for IUP.  It 
comes with 2 call appearances of your phone number (buttons L1 and L2), 
speakerphone, call transfer, forwarding, conferencing, voicemail, and many other 
capabilities.  Please explore the buttons on your phone (as shown below) and see 
what will be useful for you. 
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1. Placing a Call 
a. Take the phone off-hook by either lifting the handset, pressing the L1 

or L2 button, or by pressing the green Speakerphone
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11. Navigation 
a. User interface navigation on the 67i can be performed by using the 

multi-directional navigation control located to the right of the 



6 
 

b. Enter the number of the party you wish to transfer the call to – the 
call will automatically dial. 

i. For a “blind” transfer, press the Transfer button again before 
the receiving party answers. 

ii. For a “consultative” transfer, remain on the line to speak with 
the called party to let them know that you are transferring a 
call to them, then press the Transfer button again. 
 

14. Conference Calls 
a. You can create a conference call with up to 15 participants on the 
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c. Using the down arrow navigation, move to the “On” checkbox beside 
the respective Call Forward mode(s) and press the select button to 
enable that mode. 

d. Press the “Save” softkey to save your changes. 
 

16. Do Not Disturb 
a. Press the programmed DND softkey to turn on the Do Not Disturb 
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20. Voicemail  

a. You can access Voicemail by pressing the Voicemail button in 

the lower right set of buttons on your phone or by dialing 724-357-

1287 if you are away from your phone. 

b. The first time you enter the Voicemail system you should enter the 

default passcode of 701798 when prompted.  You will then be asked 

to change the passcode and to record your name.  Your new 

passcode must be between 6 and 12 numeric characters and cannot 

include your extension/phone number. 

c. It is recommended that you record Busy and No Answer Greetings 

immediately, as shown below in Access Voice Messages. 

d. In the Voicemail system, choose from the following options: 

i. Access Voice Messages – press 1 

1. Press 1 to listen to messages 

a. Press # to save the message 

b. Press 7 to delete the message 

c. Press 2 to repeat the message 

d. Press 5 to hear the Message Envelope 

(information about the call date, time, and caller) 

e. Press 9 for additional options 

i. Press 1 to reply to the message 

ii. Press 2 to forward the message 

2. Press 2 to access the Busy Greeting menu 

a. Press 1 to record a new Busy Greeting 

b. Press 2 to listen to the current Busy Greeting 
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c. Press 3 to revert to the default Busy Greeting 

d. Press # to repeat the options 

e. Press * to return to the previous menu 

3. Press 3 to access the No Answer Greeting menu 

a. Press 1 to record a ne
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e. Press 7 to set or clear a Confidential Indicator 

f. Press # to repeat the options 

g. Press * to return to the previous menu 

6. Press 7 to delete all messages 

7. Press # to repeat the options 

8. Press * to return to the previous menu 

ii. Record Greetings – press 3 

1. Press 1 to record your Name 

a. Press 1 to record your name 

b. Press 2 to play current recording 

c. Press # to repeat the options 

d. Press * to return to the previous menu 

2. Press 2 to record a Conference Greeting 

a. Press 1 to activate the Conference Greeting 

b. Press 2 to deactivate the Conference Greeting 

c. Press 3 to record a new Conference Greeting 

d. Press 4 to listen to the current Conference 

Greeting 

e. Press # to repeat the options 

f. Press * to return to the previous menu 

3. Press # to repeat the options 

4. Press * to return to the previous menu 

iii. Record Announcements – press 5 

1. Press 1 to record an Audio Announcement 

a. Press 1 to accept the recording 



12 
 



13 
 

 
 
 



14 
 

 



15 
 

 


