
Long Distance Code Usage 
 

Username:  
 
Authorization Code:  
 
Username:  Your telephone extension will be modified to require a authorization code 
within 24-36 hours of this notice, if it does not already. 
 
Dialing from your regular phone 
Dial:  9 +1 +Area Code + Number (three (3) beeps) + Authorization Code 
The exchanges below will NOT require this.  Everything else will. 
 
Dialing from your office Fax 
Fax services will require an authorization code for Long Distance.  Most fax machines 
have a “pause” button that allows for digits to be dialed after a short delay during 
the normal dialing sequence.   
   
Dial:  9 +1 +Area Code + Number + PAUSE Button + Authorization Code 
 
Dialing from your office Fax without code showing on reports 
For those persons that do not want to have their Authorization code printed on the 
Confirmation sheet and Activity Logs.  Please do the following to dial a Long Distance 
call: 
 
1. Press HOOK* (you should now hear a dial tone). 
2. Dial 9 +1 +Area Code + Number – You should Hear the three (3) beeps 

requesting authorization code 
3. Enter Code 
 
While remote station is ringing, press the START button.  This should set the fax 
machine to send the document(s) when the remote side has answered. 
 
One person in each office where the fax machine is resides, will have a training 
session before the respective fax machine has been locked down.  
 
The exchanges below will NOT require this.  
 
Local 810-762 and 810-232 Exchanges (Main Campus) 
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Local 810-667 Exchanges (Lapeer Extension) 
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Local 517 Exchanges (Livingston Regional M-TEC) 
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If you have any questions concerning this or the phone system, please call Jared at 
extension 20545.  You can also place a service ticket with the Help Desk at extension 
2-Help (2-4357). 
 
Note: 
Please use 5-digit dialing whenever possible.   
 
* Most Canon Fax Machines use HOOK   - HP Laserjet 3200’s use the START button – Still others may have other labeled buttons. 

 

 


