
Boss/Secretary 

 

The boss/secretary feature allows a boss and a secretary to share one extension number while using their 
own individual numbers and the intercom feature. 

Bosses and secretaries can be connected 1:1  

Figure 1.  Boss/Secretary 

 

While configuration may vary by administrators, we recommend that you configure the feature in the 
following order for maximum efficiency: 

 

 

Scenario: 

Boss’ Extension = 4200 

Secretary’s Extension = 4201 

Shared Extension=4202 
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BOSS’ phone:  

 

1. Configure Multi Extension Phone = 4200 (Configuration > User > Multi-Extension Phone)  

2. Phone Verification = MAC Address or IP Address 

3. Enter the MAC Address or IP Address as required 

4. Set User Type to Manager 

 

 

1. Configure Multi Phone User = 4200 (Configuration > User > Multi-Phone User)  

2. Type your Extension number and Name 

3. Set all User IDs and Passwords along with the PIN number 

 

 

 

 



SECRETARY’s phone:  

 

1. Configure Multi Extension Phone = 4201 (Configuration > User > Multi-Extension Phone)  

2. Phone Verification = MAC Address or IP Address 

3. Enter the MAC Address or IP Address as required 

4. Set User Type to Secretary 

 
  

1. Configure Multi Phone User = 4201 (Configuration > User > Multi-Phone User)  

2. Type your Extension number and Name 

3. Set all User IDs and Passwords along with the PIN number 

 

 

 

 

 



Shared Line:  

1. Configure Multi Phone User = 4202 (Configuration > User > Multi-Phone User)  

2. Type your Extension number and Name 

3. Set all User IDs and Passwords along with the PIN number 

4. Set Multi Type to Multi Line & Multi Device 

5. Set Call Appearance to SCA 

 

 

Assign the Shared Line to BOSS’ phone:  

1. Go back to Boss’ Multi-Extension Phone: 4200  
2. Make sure EXT 4200 and 4202 are assigned to the phone. 

 
 

 



Assign the Shared Line to SECRETARY’s phone:  

1. Go back to Secretary’s Multi-Extension Phone: 4201 
2. Make sure EXT 4201 and 4202 are assigned to the phone. 

 

 

Setup Intercom Service on Boss’ phone (EXT 4200) to intercom with Secretary (EXT 4201) 

1. Go to Configuration > Service > User Service > Intercom > Hit Create 

 



Setup Intercom Service on Secretary’s phone (EXT 4201) to intercom with Boss (EXT 4200) 

1. Go to Configuration > Service > User Service > Intercom > Hit Create 

 

 

Setup Phone Key Programming on Boss’ Phone 

1. Go to Configuration > User > Phone Key Programming > Hit Change on Boss’ phone                                 

2. Button 1 = .Call Key with EXT 4200 

3. Button 2 = .Line Key with EXT 4202 

4. Button 3 = .Intercom Key with Value of 4201 to Intercom with Secretary 

 
 

 



Setup Phone Key Programming on Secretary’s Phone 

1. Go to Configuration > User > Phone Key Programming > Hit Change on Secretary’s phone                                 

2. Button 1 = .Call Key with EXT 4201 

3. Button 2 = .Call Key with EXT 4202 

4. Button 3 = .Intercom Key with Value of 4200 to Intercom with Boss 

 
 

 

Setup No Ring on Boss’ Phone (Optional): 

If you do not want Boss’ shared line (EXT 4202) to ring, you can setup No Ring on Boss’ phone for that 

particular shared line. 

1. Go to Configuration > User Group > Change User Group > Options > Hit Change on your User Group                                                              

2. Enable “No Ring for Multi-Device” field 

 



3. Go to Configuration > User > Multi-Extension Phone Setting > Hit Change on Boss’ phone 

4. Set No Ring on Boss’ Shared Line 

 

 

 

TEST: 

 

Redirect an incoming call to the Shared Line (EXT 4202). 

Boss and Secretary have shared the same SCA number (EXT 4202) and each have its own private number. 

A call is incoming to the SCA number (EXT 4202) and after the Secretary answered the call, Secretary using 
his/her private number (EXT 4201) makes an intercom call to the private number of Boss (EXT 4200) to 
explain who is calling to the Boss.  

If the Boss wants to talk, Secretary hangs-up the call on his/her phone and the Boss picks up the held SCA 
call by pressing SCA line button (Button#2) on the Boss’s Phone. 

 


