
Welcome	to	the	WSD	phone	system!	
	
The	district	has	Shoretel	phones	at	all	sites.		
	
Some	quick	tips	for	using	your	new	phone:	

• You	still	dial	a	9	to	get	an	outside	line	
• To	dial	long	distance,	you	still	need	to	dial	9,	then	1,	then	the	10	digit	number	
• 9-1-1	calls	will	work	both	with	and	without	the	9	to	get	an	outside	line	911	or	9911	

• Please	set	up	your	voicemail.		Pick	up	the	receiver,	
press	the	voicemail	button,	and	push	the	soft	key	
(below	the	LCD	screen)	for	Call	VM.	Next,	follow	the	
voice	instructions	to	change	your	password	and	
record	your	name.		

• The	default	voicemail	password	for	everyone	is	1234	
• Your	new	phone	has	a	directory	of	all	extensions.		You	can	access	it	by	pressing	the	

directory	button.		To	search	by	first	or	last	name,	just	type	in	the	keys	that	make	up	the	
name	you	are	searching	for	–	for	example,	to	search	for	LES,	press	5	for	L,	3	for	E,	and	7	
for	S,	and	it	will	show	you	any	names	(first	or	last)	that	start	with	that	combination.		You	
can	use	the	directory	both	for	people	in	your	school	as	well	as	district	wide.		

• DO	phones	start	at	3000,	WHS	start	at	3100,	Excelsior	at	3200,	JMS	at	3400,	CCMS	at	
3500,	Cape	at	3600,	Gause	at	3700,	Hathaway	at	3800,	and	CRGE	at	3900.		

	
You	can	use	4	digit	dialing	for	all	schools,	or	just	use	the	directory	to	look	people	up.	
	
Thanks!	
	
WSD	Tech	-	Les,	Sean,	Karen,	Linda,	Brian	and	Mat	
	
	
Get	help	quickly:		You	can	visit	the	WSD	Technology	Webpage	to	find	videos,	support	
documents,	and	other	materials	to	help	with	your	new	phone.			
http://www.washougal.k12.wa.us/technology/	
	
	


