
Setting Up Call Forwarding from Your Desk Phone 
 
This is a general guide on setting up call forwarding on your desk phone. Some of the 
instructions will depend on the model of desk phone but ALL Cisco branded desk 
phones have the call forwarding feature.  The button for this, in almost all cases, just 
below or sometimes next to the LCD.  The label might vary but here are the most 
common ones: Forward All, CFwdALL, or Fwd All. 

Here are examples of the button on different phone models: 

 

 

Figure 1 Cisco 7911 G 

 

 

Figure 2 Cisco 6921 
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Figure 3 Cisco 7900 Series 

 

 

Figure 4 Cisco 7921 or 7941 
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Locate the button on your phone and press it.  The phone will beep and give you a dialog box and this is where 
you will enter the number you are forwarding your calls to.   

 

 

 

If you are forwarding your desk phone to a number OUTSIDE the district like in the example above, YOU MUST 
PUT AN 8 AT THE BEGINNING.  This way the phone system knows to route the call outside the district.  This call 
forwarding WILL ONLY WORK WITH LOCAL CALLS.  You cannot forward your calls to a long-distance number.   

Once the last digit is entered, the dialog box will close, your phone will beep again and your calls are now 
forwarded.  If you made a mistake entering the number, press the call forward button and that will turn it off.  
Press the call forward button again and enter the correct number. 

 

To turn off call forwarding, just press the call forward and that will turn forwarding off. 

 

As a reminder, ALL OF THIS HAS TO BE DONE ON YOUR DESK PHONE.  If you need assistance, please contact 
the Information System HelpDesk at ext. 6710 or helpdesk@psd1.org. 

 


