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Quick answer

Dialing an extension is an essential function when contacting businesses, organizations, or even
VoIP-based phone systems. Extensions allow calls to be routed efficiently, connecting you to the right
department or individual without the need for multiple public phone numbers.

Dialing an extension is an essential function when contacting businesses, organizations, or even
VoIP-based phone systems. Extensions allow calls to be routed efficiently, connecting you to the right
department or individual without the need for multiple public phone numbers. In this guide, we will
explore how extensions work, methods to dial them on different devices, and best practices to ensure
smooth communication.

Understanding Extensions

An extension is a short numerical sequence, typically 2 to 4 digits long, assigned to specific users or
departments within a business phone system. Instead of dialing an entirely new number, an extension
directs a call to a particular desk, voicemail, or department within the same organization.

Extensions are commonly found in business phone systems, VoIP services, and office PBX setups. The
advantage of using extensions is that they streamline communication while keeping the main business
number consistent for all customers.

Methods to Dial an Extension

1. Dialing an Extension Through an Automated Menu

Most business phone systems provide an automated menu (also called an IVR system) to guide callers to
their intended destination.

Steps:

1. Dial the main business number and wait for the call to be answered by the automated system.

2. Listen carefully to the menu options. You might hear prompts such as:

- "If you know your party’s extension, you may dial it at any time."

- "Press 1 to dial an extension."

- "Enter the extension, followed by the pound (#) key."

3. Enter the extension number when prompted.

4. Wait to be connected to the specified department or individual.

Note: If a live operator answers, simply request to be transferred to the extension instead of entering
it manually.

2. Dialing an Extension on an Android Phone
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Android devices offer built-in dialing features to enter an extension without waiting for the automated
menu.

Steps:

1. Open the Phone app and enter the main number.

2. Tap the three-dot menu (?) or additional options.

3. Select "Add 2-sec pause" (this inserts a comma "," after the number, pausing before dialing the
extension).

4. Enter the extension number after the pause.

5. Tap the Call button. The system will first dial the main number, pause for 2 seconds, then dial the
extension automatically.

Alternative Method:

- Instead of adding a pause, you can select "Add wait" (a semicolon ";" is added). This method waits for a
manual confirmation before dialing the extension.

3. Dialing an Extension on an iPhone

iPhone users can also automate extension dialing using the built-in Phone app.

Steps:

1. Open the Phone app and enter the main number.

2. Press and hold the "*" (asterisk) key until a comma "," appears, indicating a pause.

3. Enter the extension number after the comma.

4. Tap the Call button to dial both the main number and the extension in sequence.

Alternative Method:

- Press and hold the "#" key to insert a semicolon (";") , which prompts you to manually confirm dialing the
extension.

4. Dialing an Extension on a Landline

Landlines lack automated dialing features, so extensions must be dialed manually.

Steps:

1. Dial the main business number and wait for the call to connect.

2. When the call is answered, enter the extension immediately if permitted.

3. If the system does not allow immediate extension input, listen for menu instructions. Follow the prompts
to dial the extension.

4. For frequent use, check if your landline supports speed dialing with pauses.

- If supported, store the main number with two pauses followed by the extension in the speed dial
memory.

VoIP and Business Phone System Extensions

For businesses using VoIP services, extension dialing works the same way as traditional PBX systems.
Employees can connect with colleagues simply by dialing an assigned extension, regardless of their
location. Softphone apps on computers or mobile devices can also use extension dialing.

Benefits of VoIP Extensions:
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- Seamless connectivity: Employees can be reached from any location using their extension.

- Call routing efficiency: Calls can be transferred directly to departments or voicemail boxes.

- Integration with digital systems: CRM tools and helpdesk platforms can be linked with VoIP extensions.

Best Practices for Managing Extensions

1. Maintain a consistent extension structure - Use uniform numbering for better organization (e.g., all
extensions are 4 digits starting with "7").

2. Avoid starting extensions with "1" - This prevents conflicts with auto-attendant menus.

3. Keep extensions sequential - Assign numbers in order (e.g., 101, 102, 103) for easy memorization.

4. Exclude emergency numbers - Avoid extensions that resemble "911" or "988" to prevent accidental
calls.

5. Assign voicemail extensions logically - A user’s voicemail can follow a structured pattern (e.g., if the
user’s extension is 7020, their voicemail could be 7720).

6. Provide training on extension use - Ensure employees and customers know how to dial extensions
correctly.

7. Use dedicated extensions for queues and ring groups - Sales or support teams can be reached more
efficiently with a designated extension.

Conclusion

Dialing an extension simplifies communication within organizations, allowing quick and efficient call
routing. Whether you are using a landline, an Android, an iPhone, or a VoIP system, knowing the
correct method for dialing an extension can save time and improve efficiency. By following the best
practices outlined above, businesses can optimize their phone systems and enhance caller experience.

TechRounder | Page 3 of 3
https://www.techrounder.com/pdf/blog/how-to-dial-an-extension-complete-method.pdf


