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PLACING AND ANSWERING OUTSIDE CALLS

PLACING AN OUTSIDE CALL To access an outside fine for dialing out:

Press outside line button or pool button.
ON/OFF button LED will light and dial tone will
be heard.

o Dial desired party.

e When called party answers, lift handset to con-
verse or use speakerphone.

. . L > [f LCR is enabled, dial [9], then the phone num-

Station user may also dial the individual trunk ber.

group access code to access an outside line.

PLACING AN OUTSIDE LINE ON > Ifyour system is programmed for Exclusive Hold
HOLD Preference, press HOLD button once for Exclu-

sive Hold and twice for System Hold.
> If your system is programmed for System Hold

Preference, press HOLD button once for System
Hold and twice for Exclusive Hold.

ANSWERING AN OUTSIDE CALL ¢ Lift handset or press ON/OFF button.

e Pressslow flashing outside line button, or Loop
button. (If your telephone is programmed with
Preferred Line Answer, you may answer an
outside line by lifting the handset or pressing
ON/OFF button.)

ANSWERING A RECALL When an outside line has remained on hold for an

extended period of time, you will be reminded with
arecalling ring. (If preferred Line Answeris enable,

skip next step.)

s Pressoutside line, Loop or Pool button flashing
at very fast rate.

+ Lift handset or press ON/OFF to converse.

When connected to an outside line:
e Press FLASH button to disconnect outside line
and reseize outside line dial tone.

FLASH

CALLING STATION TONE MODE Aliows a calling station to override a called stations
OPTION “‘H” or “P” intercom switch settings. ]
When placing a call fo a station and Tone ringing
is desired:
o Dial [6#] on the dial pad.
— Dial three-digit station extension,
or
— Press DSS button of desired station.
e (Call tone rings station.
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CALL PICKUP

CALL PICKUP There are two ways to pick up a call ringing at
another telephone:
CALL PICKUP (GROUP) When intercom tone ringing, transferred outside

line ringing, recall ringing or initially ringing call is
heard at an unattended telephone.
o Lift the handset or press ON/OFF button.

— Dial [#0] on the diali pad,

or

— Press the PICK-UP button to be connected to the
You must be in the same pickup group as the ring- calling party.
ing telephone to pickup the call

CALL PICKUP (DIRECTED) When incoming, transferred, or recalling outside
line ringing, intercom ringing, or Gamp On ringing
is heard at an unattended telephone.
o Dial the station number of the known ringing
telephone. Receive ringback or Call Announce
NOTE: User MUST have access to the specific Tone.

outside line or a Loop button to do a directed call e Press the PICK-UP button to answer the call.
pick-up.

CALL PARK

CALL PARK To place an outside call in park and consult with,
page, or call an internal party:
While connected to an outside line:
e Press TRANS button. The caller is put on Ex-
clusive Hold.
— Dial parking location (220 to 227),
or
— Press pre-programmed* CALL PARK Flex but-
ton.
e Hear confirmation tone.
If you hear busy tone:
— Press TRANS and dial another parking location,
or
— Press pre-programmed* CALL PARK Flex but-
ton.

*Refer to FLEX Button Programming

RETRIEVING A PARKED CALL e Lift handset or press ON/OFF button.
e Dial the pound [#] key.
— Dial the parking location where call was parked
{220 to 227),
or

— Press pre-programmed* FLEX button.
*Refer to FLEX Button programming.
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PERSONAL PARK )

PERSONAL PARK White connected to an outside line:
s Press the TRANS button. The caller is put on
Exclusive Hold.
— Dial the Personal Park code
or
— Press pre-programmed* PERSONAL PARK flex
button.

¢ Confirmation tone will be heard.

To retrieve a parked call:
From the station that parked the call:
— Dial the Personal Park Code, [228],
or
— Press pre-programmed* PERSONAL PARK flex
button.
e Both the station and the call will receive a
warning tone and then atalk path is established

*Refer to FLEX Button programming. between the two parties.

INTERCOM CALLS

PLACING AN INTERCOM CALL — Press the DSS button of the party to be called (if
programmed at your phone),
or
— Dial the three-digit station number (100-155).
o You will hear ringing if the called stations inter-
com signal switch is in the “T” position; or two
bursts of tone if in the “H” or “P” position.
e Lifthandsetor use speakerphone after the tone
bursts stop.
NOTE: Dialing a number in the numbering plan ac- « Hang up to end call.
tivates the telephone automatically.

ANSWERING AN INTERCOM CALL With your intercom signal switch in the:

s Hmode. (Leftswitch position) Youwill heartwo
bursts of tone and an announcement. Reply
handsfree or lift handset for privacy.

e T mode. (Center switch position) You will hear
repeated bursts of intercom tone ringing and
the HOLD button will slow flash. Lift handset or

‘ ‘ [ press ON/OFF button to answer.

e P mode. (Right switch position) You will hear

\\//l two bursts of tone and a one-way an-

nouncement. The calling party cannot hear
conversations in progress.
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INTERCOM CALLS - Cont’d

INTERCOM TRANSFER - Intercom transfer without DSS buttons:

» Receive or make an intercom call.

e Press the TRANS button. Intercom dial tone is
heard.

e Dial the station where the call is to be trans-
ferred.

e When 2nd station answers, you are in a super-
vised transfer mode. (1st station is staged for
transfer)

o Replace handset.(Station 1 and 2 are con-
nected)

- intercom fransfer using DSS buttons:

o Receive or make an intercom call using a DSS

button.
e Press TRANS button. Intercom dial tone is
heard.
e Press DSS button where call is to be trans-
ferred.
¢ Replace handset. (Station 1 and 2 are con-
nected)
GROUP LISTENING All digital key stations have built in speaker-

phones. Station users may use the speaker to

monitor a call while using the handset to converse

with the outside party. This enabies other people
in the room to listen to both parties in the conver-
sation.

While conversing, on the handset:

e Press the ON/OFF button. Both parties of the
conversation can then be heard on the digital
station’s speaker. The speakerphone micro-
phone will be muted while the handset is off-
hook.

To deactivate Group Listening while off-hook, the

ON/OFF button must be depressed.

Group Listening is NOT available when the station
is in the headset mode.

CALL TRANSFER

CALL TRANSFER Outside lines can be transferred from one phone
to another within the system. The transfer can be

either screened (announced) or unscreened to
either an idie or busy station, or a UCD Group or
Hunt Group.

SCREENED TRANSFER While connected to an outside line:

— Press station button where call is to be trans-
ferred (if programmed on your telephone),
or
— Press TRANS button and dial station number
(100-155).
e The called extension signals according to the
intercom signal switch position.
o When that extension answers, announce the
transfer.
e Hang up to complete transfer.
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CALL TRANSFER - Cont’d

ANSWERING A SCREENED Your intercom will be signaling according to the
TRANSFER intercom signal switch position.

o Answer the intercom and receive the transfer
notice.

e Press the outside line button or loop button

flashing on hold.

When attempting to locate a party:
— Press a station key to signal a station,
or
— Press the TRANS button and dial desired station.
Ifthe party is not located, press another station
key to continue the search, or press the
TRANS bution twice and dial the station num-
ber.
if the party is not located, press the TRANS
button twice again and dial another station
number to continue the search.
o When the called party answers, hang up to
complete the transfer.

UNSCREENED TRANSFER When the called extension begins to signal, hang

up to transfer the call. (Recall timer starts.)

PBX/CENTREX TRANSFER While connected to an outside line (PBX/Centrex):

e Press FLASH button. Transfer dial tone is
heard.

o Dial PBX/Centrex station number.

« Hang up to complete the transfer.

EXECUTIVE/SECRETARY TRANS- > If you are designated the Executive station and
FER your phone is busy or in DND, all calls will be

routed to the Secretary station.

> |f you are the designated Secretary station, you
can signal the Executive that is busy or in DND
by using the Camp-On feature.
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PAGING If you have been given the ability to make page
announcements.
70 In¥Ext All Call o Lift handset or press ON/OFF button.
71 Intemal Zone 1 — Dial the two or three—digit paging code,
72 Internal Zone 2 or
73 Internal Zone 3 — Press pre-programmed* FLEX button.
74 Interal Zone 4 e Speak in normal tone of voice to deliver mes-
75 Internal All Call sage.
76{0] Extemal All Call ¢ Replace handset to terminate the page an-
76[P] External Page Zones 1-7 nouncement.

Stations off-hook or in DND will not hear the page
*Refer to FLEX Button programming. announcement.

FLASH KEY ON INTERCOM When connected to a page zone or another inter-
nal party, press FLASH button to disconnect page
or intercom call. Intercom dial tone will be heard.

MEET ME PAGE

MEET ME PAGE To request another party meet you on a page:
— Dial the desired two or three-digit paging code,
or
— Press pre-programmed FLEX button.
s Request that party meet you on the page.

¢ Do not hang up; wait for the requested party to
answer.

*Refer to FLEX Button programming

ANSWERING A MEET ME PAGE  Go to the nearest phone:
— Dial[77] on the dial pad,
or
— Press pre-programmed* FLEX button.
* You will be connected to the party that paged
you.

“Refer to FLEX Button programming.
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CAMP ON

If a station is in DND, only the attendant can
Camp-On using the attendant override feature.

If you call a station that is busy and wish to alert

them to your call:

® Press the pre-programmed* CAMP ON button.
Called station will receive one burst of ringing.
Wait for their response.

o When called party answers, consuit with them
or hang up to transfer the call.

ANSWERING A CAMP-ON

If you are on a connected call, hear one burst of
muted ringing, and your CAMP-ON button is flash-
ing, you have a call waiting for you.
To answer
» Pressthe pre-programmed* CAMP ON bution.
Any outside line you are connected to will be
placed on hold. You may converse with the
station placing the call.
¢ Press the flashing outside line button, if a call
is being transferred.
If you do not have a pre-programmed* CAMP-ON
button, either:
— Go on-hook with present call. Camp-on will ring
through,
or
— Place outside CO call on hold. Then go on-hook.
Camp-on will ring through.

CALL BACK
CALLBACK

(FLEX)

NOTE When the Automatic Call Back Tlmer isl®

enabled, a call back request will automatlcally

be lnvoked anytlme a user llstens to lntercom

*A FLEX Button MUST be programmed for this
feature to operate. Refer to FLEX Button program-
ming.

If you dial a telephone that is busy and want to
leave a Call Back indication:

¢ Press the pre-programmed* CALL BACK but-
ton.

Hang up.

When busy station hangs up, you will be sig-
naled.

Answer the call; station you called will then be
signaled. (If your station is busy when signaled,
an automatic MSG will be piaced at your
phone.)

Only one Call Back request can be left at a sta-
tion; the second request will leave a message wait
callback request.
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MESSAGE WAITING

LEAVING A MESSAGE WAITING
INDICATION

Up to five messages can be left at any Key Station

If you dial a station that is busy, unattended, or in
ND, you can leave a message waiting indication.
e Press the MSG buiton. Called party’s MSG
button will flash slowly.
e Replace the handset to end the call.

ANSWERING A MESSAGE WAIT-
ING INDICATION

The first message left will be the first one called.

If your MSG button is flashing at a slow rate, you

have a message waiting for you..

e Press flashing MSG button. Station that left
message will be signaled with tone ringing.

o |f called station does not answer, press the
MSG button once to leave message.

LEAST COST ROUTING

LEAST COST ROUTING

To place an outside call when LCR has been

enabled in the system:

e Dial [9] on the dial pad.

e Dial desired telephone number (i.e.: i+area
code+number) 7-digit number.

o Wait for answer. Lift handset or use speaker-
phone to converse.

LCR QUEUING (AUTOMATIC)

If all lines available to you are busy, remain off-
hook for four seconds to automatically be queued
onto LCR for an available line.

Dial [9] on the dial pad.
Dial desired telephone number (i.e.: 1+area
code+number) 7-digit number.

s  Wait for answer.

LCR QUEUE CALLBACK

Only one LCR Queue Call Back request may be in- e

itiated by a station. When a second request is
made, the first request will be canceled.

If an LCR Queue Call Back has been activated:

» When telephone is signaled, answer the call.

o Desired telephone number will automatically
be redialed.

s Wait for answer. Lift handset or use speaker-
phone to converse.

To Cancel an active LCR Queue:

o Dial the LCR Queue Cancel code, {626].
Replace the handset or press the ON/OFF
button.
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CO LINE QUEUING

CO LINE QUEUING Ifyou see that a particular outside line is busy and
you wish to be placed on a list waiting for that line

to become available:
LINE QUE o Press desired busy outside line button or Pool

button. Receive busy tone.
e Press pre-programmed* LINE QUEUE button.
¢ Hangup.

*Refer to FLEX Button programming.
If a line within the same line group is available, it
NOTE: A station can queue only one ling at a time. will be presented immediately.

TO ANSWER A QUEUE CALLBACK !fyou hear Queue Call Back ringing and anoutside

line of the line group you queued is slow flashing:
e Lift handset or press ON/OFF button.
s Press flashing outside line button to answer.

If your station has been programmed for Preferred
Line Answer, you will have the line automatically
upon lifting the handset. Then dial the desired
number.

DO NOT DISTURB

ACTIVATING DO NOT DISTURB If you have been given the ability to place your
phone in Do Not Disturb:

o Pressthe pre-programmed* DND button. DND
button LED lights steady.

(FLEX) e The DND button can be pressed while the

phone is ringing to stop the ringing.(Refer to

One-Time DND below.

To cancet Do Not Disturb:
s Press the pre-programmed* DND button

“Refer to FLEX Button programming. again. DND button LED extinguishes.

ONE-TIME DO NOT DISTURB (DND) Allows you to prevent calis from ringing at your

station while you're on a call. The One-Time DND
condition will automatically cancel when you end
your call.
o Press the pre-programmed* DND button while
you're off-hook and connected to a CO line or
(FLEX) intercom call. The DND button LED lights and
off-hook tones at your station are canceled.

To Cancel One-Time Do Not Disturb
» Go on-hook or press ON/OFF button.
o The DND button LED extinguishes and DND is
canceled.
*Refer to FLEX Button programming.
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CALL FORWARDING

CALL FORWARDING - (ALL
CALLS)

*Refer to FLEX Button programming.

If you have been given the ability to forward your
calls:
o Lift handset or press ON/OFF button.
e Press the pre-programmed* FWD button.
— Press DSS button,
or
— Dial intercom number where calls are to be for-
warded, including UCD, Voice Mail, and Hunt
group pilot numbers.

Line Queue, Call Back requests, message wait re-
quests, and pre-selected messages are canceled
when a station activates call forward.

CALL FORWARDING - (NO AN-
SWER)

*Refer to FLEX Button programming.

If you have been given the ability to forward your
calls:
e Lift handset or press ON/OFF button.
e Press the pre-programmed* FWD* button.
e Dial the Call Forward No Answer code [7] on
the dial pad.
— Press DSS button,
or
— Dial intercom number where calls are to be for-
warded. Hear confirmation tone.
* Replace handset or press ON/OFF button.

CALL FORWARDING - (BUSY)

"Refer to FLEX Bution programming.

If you have been given the ability to forward your
calls:
e Lift handset or press ON/OFF button.
¢ Press the pre-programmed* FWD* button.
¢ Dial the Call Forward Busy code [8] on the dial
pad.
— Press DSS button,
or
— Dial intercom number where calls are to be for-
warded. Hear confiration tone.
¢ Replace handset or press ON/OFF button.

CALL FORWARDING - (BUSY/NO
ANSWER)

"Refer to FLEX Button programming.

If you have been given the ability to forward your
calls:
¢ Lift handset or press ON/OFF button.
e Press the pre-programmed* FWD button.
o Dialthe Call Forward Busy/No Answer code [9]
on the dial pad.
— Press DSS button,
or
— Dial intercom number where calls are to be for-
warded. Hear confirmation tone.
¢ Replace handset or press ON/OFF button.

10
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CALL FORWARDING - Cont'd

CALL FORWARDING TO VOICE Intercom and Transferred CO callers may be
routed directly to your mail box by forwarding your
MAIL GROUPS phone to a voice mail group.

s Lift handset or press ON/OFF button.
e Press the pre-programmed* FWD button.
s Dial the desired code:
[7}=no answer calls
[8]=busy calls
[9]=busy/no answer calls.
Forimmediate forwarding, skip preceding step.
o Dial the three-digit Voice Mail group pilot num-
ber (440-447) for the group (1-8) where calls
are to be forwarded. Hear confirmation tone.
o Replace handset or press ON/OFF button.

*Refer to FLEX Button programming.

TO REMOVE CALL FORWARDING ¢ Press ON/OFF button.

o Press the pre-programmed* FWD button.
(ALL TYPES) + Replace handset or press ON/OFF button.

STATION OFF-NET CALL FOR- Allows stations to forward intercom and trans-

. B ferred calls to an off-net location.
WARDING (‘"a SPeed dlal) In a speed dial bin, store the number of the off-net

location where calls are to be forwarded. Follow

instructions provided for storing station or system

speed dial numbers.

o Lift handset or press ON/OFF button.

e Press the pre-programmed* FWD button.

Either:

o Dial an asterisk [¥] on the dial pad. Then dial
the speed bin numberthat contains the number
where calls are to be forwarded. Confirmation
tone is heard. FWD button LED is flashing.

Canceling Off-Net Forwarding:
o Lift handset or press ON/OFF button.
s Pressthe pre-programmed* FWD button. FWD

button LED is extinguished.
*Refer to FLEX Button programming

11
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PERSONALIZED MESSAGES

PERSONALIZED MESSAGES

-00
-01
-02
-03
-04
-05
-06
-07
-08
-09
-10

Clear Messages

ON VACATION
RETURN AM

RETURN PM
RETURN TOMORROW
RETURN NEXT WEEK
ON TRIP

IN MEETING

AT HOME

ON BREAK

AT LUNCH

Each station can select a preassigned message
to be displayed on the LCD of any Key Telephone
calling that station.
To select one of the ten available messages:
— Dial [633] on the dial pad,
or
- Press pre-programmed FLEX button.
¢ Dial the two-digit code for the message which
will appear. Refer to Table at left.
e Hang up. (Activating DND or Call Forwarding
cancels selected message.)

PERSONALIZED MESSAGES -
Date and Time Entry

-11 | VACATION UNTIL: MM/DD
-12  [RETURN: HH:MM xm or MM/DD
-13  |ON TRIP UNTIL: MM/DD
-14  |MEETING UNTIL: HH:MM xm
-15  |AT HOME UNTIL: HH:MM xm
-16  |ON BREAK UNTIL: HH:MM xm
-17 | AT LUNCH UNTIL: HH:MM xm
A=21 M=61 1=1# *=01
B=22 N=62 2=2# ,=02
C=23 0=63 3=3# ?=03
D=31 P=71 A=A /=04
E=32 Q=74 5=5# 1="1
F=33 R=72 6=64 $=*2
G=41 8=73 7=7# %=*3
H=42 T=81 8=8# &=*4
1=43 U=82 9=0# =g
J=51 V=83 0=0# (=#1
K=52 W=91 |[SPACE=11] )=#2
L=53 X=92 +=#3
Y=93 =12 ==#4
Z=94 -=13 #=it
=14

As an enhancement to the original canned mes-

sages, station users can activate certain mes-

sages that will allow the user to enter a specific

time or a date of return. These messages will

appear on the calling station’s display to alertthem

of the desired party’s return time or date.

To activate a message with a custom return time

or date:

e Dial [633] on the dial pad.

e Dial the two-digit code for the message which
will appear. Refer to Table at {eft.

e Enter the dateftime by using the buttons on the
dial pad as follows:

e Press the HOLD button to enter the message.
Confirmation tone is received.

To cancel the message:

o Dial the Message Access code [633}+[00] on
the dial pad.

e Replace the handset or press the ON/OFF
button.

PERSONALIZED MESSAGE CODE
ON A FLEX KEY

You can program code 633 on a flexible key to
speed access of pre-selected messages.

e Press SPEED bution twice.

® Press the desired flex button. LED flashes.

o Dial [633]+[#]. Confirmation tone is heard.
User can now press that flex button and dial the
two-digit message number 00-10. Confirmation
tone is heard. Referto Personalized Messages for
a list of codes. ’

12
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CUSTOM MESSAGES

CUSTOM MESSAGES A station wishing 1o select a custom message:
¢ Dial [633] on the dial pad.

The system administrator (Sta 100) programs the or .
ten custom messages atthe firstattendant station. ® Press the pre-programmed* Message Access

These messages can be used in the same manner fiexible button. .
as Personalized messages. ¢ Dialthe two-digit code for the desired message

to be displayed on your phone when called.
¢ Replace the handset or press the ON/OFF
button.

To cancel the message:

e Dial the Message Access code [633}+[00] on
the dial pad.

e Replace the handset or press the ON/OFF
button.

OFF HOOK VOICE OVER

OFF HOOK VOICE OVER (OHVO) Responding to an Off-Hook Voice Over (OHVO):

This feature allows users, off-hook on a call (CO * After receiving an OHVO announcement, two

or Intercom), to receive a voice announcement options are available to respond to the calling
through the handset receiver without interrupting = Pa1ys .
the existing call. The overridden party may then — The called OHVO station may respond to the
respond 1o the calling party using CAMP-ON pro- calling OHVO station by using the Camp-On
cedures to talk to the calling party or may use feature. The called OHVO station presses the
Silent Text Messaging to respond to the calling flashing HOLD button to consult with the calling
party via LCD Displays. station. The existing call (CO line) goes on Exclu-
Placing an Off-Hook Voice Over (OHVO) call: sive Hold automatically. This method, then fol-
~ When an OHVO station calls a busy OHVO sta- lows Camp-On procedures and operation.
tion, and busy tone is received, the calling OHVO or ) .
station can dial the OHVO code [628] on the dial ~ — The called station may respond to the calling
pad, station by using the Silent Text Messaging (this

or

— Press a pre-programmed* OHVO button to initi-
ate an OHVO announcement. The HOLD button
LED will flash at the called OHVO station.

e The OHVO receiving station will receive a one
beep warning tone, the called OHVO station
must be in the "H” mode, and then the calling
OHVO party may begin the voice an-
nouncement to the called OHVO party.

feature is only available to digital key terminals,
and the called station must be a digital display
terminal.) The called OHVO station may press
pre-programmed Message button to respond to
the voice over announcement without being re-
leased from the current call, (i.e. by pressing a
flex button pre-programmed for the message “iN
MEETING”), the calling station will receive this
message on the calling station’s LCD display.
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TEXT MESSAGING

TEXT MESSAGING (Silent Re-
sponse)

31 | WILL TAKE CALL

32 TAKE MESSAGE

33 TRANSFER TO SECRETARY
34 PUT CALL ON HOLD

35 CALL BACK

36 ONE MOMENT PLEASE

37 | WILL CALL BACK

38 WHO IS IT?

39 IS IT LONG DISTANCE?

This a feature allows a station user to use text
messages to respond to a caller that has either
Camped-On or has used the Off-Hook Voice Over
feature to alert a busy station l_lser of a waiting call
or message. The camped on” station may re-
spond to the caller via the canned, custom, and
silent response text (LCD) messages. The text
messages appear on the calling party LCD Dis-
play.

While receiving a Camp-On, or OHVO cali:

— The called party may press a flexible button
programmed for message access [6334#], then
dial the desired two-digit message code. Exam-
ple : [633] + [38] means that a telephone calling
the station will receive the message “WHO 1S

40 IS IT PERSONAL?

4 IS IT AN EMERGENCY?

42 IS IT IMPORTANT?

43 IS IT URGENT?

44 SEND CALL TO VOICE MAIL
45 PARK CALL

46 OUT OF SERVICE

47 PUT CALL THROUGH

48 | AM BUSY
49 OK.

50 NO

51 YES

1T?".
The additional messages (with their codes) listed
in the chart can also be sent as a text response:

NOTE: The calling station must be a digital display
telephone and the call station must be a keyset.

EXECUTIVE OVERRIDE

EXECUTIVE OVERRIDE

THE Exécun E _OVERRIDE WARN!NG}
TONE IS DISABLED MAY BE INTERPRETED
AS A VIOLATION OF FEDERAL, STATE, OR

LOCAL LAWS, AND AN INVASION OF PRI-
VACY. CHECK APPLICABLE LAWS IN YOUR
‘AREA BEFORE INTRUDING ON CALLS US-
ING THIS FEATURE. .

Allows stations designated as “Executive” the
ability to override and “barge in” on other keysets
engaged in CO Line conversations.

If you call a busy station:

e Dial [625] on the dial pad. Executive station will
be bridged onto the CO conversation in pro-
gress at the called station.

Optional warning tone is heard and presented
to all parties prior to cut-thru.

e Replace handset at Executive station to termi-
nate the override.

14
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CONFERENCE

CONFERENCE COMBINATIONS

> Fourintemal and one external or five party inter-

nal - Add-on Conference.

> One internal and two external - Multi-Line Con-

Only stations that have Conference enabled will

be able to initiate a Conference.

ference.

ESTABLISHING A CONFERENCE

Only stations that have Conference enabled will
be able to initiate a Conference.

A maximum of five parties can be included in a
conference.

Lift the handset.

Select intercom station or dial desired outside
party. When called party answers, press CONF
button.

Add nextconference party by selecting another
outside line or intercom station.

When party answers, press the CONF button
twice. All parties are connected.

EXITING A CONFERENCE (Control-
ler Only)

*Refer to FLEX Button programming.

There are three methods of exiting a conference:

e Press the ON/OFF bution to ON. Press the
MUTE button, and replace the handset (to
monitor a conference).

Use this method only if Muiti-Line Conference is in

progress:

o Press HOLD button to place outside parties on
hold. Hold timer starts. If one of the two parties
is internal, that party will be dropped.

e Press the pre-programmed CONF button and
hang up or press the ON/OFF button to leave
the other conference parties still connected in
an unsupervised conference. The CONF but-
ton LED will flash and timer will start. There will
be a warning tone before the other parties are
dropped.

RE-ENTERING A CONFERENCE

*Refer to FLEX Button programming.

When the controller re-enters the conference, the

disconnect timer is reset.

¢ Lift handset to re-enter a monitored confer-
ence.

e To re-enter a conference placed on hold, re-
peat steps for establishing a conference.

s To re-enter an unsupervised conference, fift
handset and press flashing CONF* button. The
CONF* button lights steady and confirmation
tone will be heard.

TERMINATING A CONFERENCE

*Refer to FLEX Bution programming.

To terminate a Conference:

s Replace handset or press ON/OFF bution to
OFF.

e You must be actively in the conference.

For conferences involving another station, it may
be necessary to press the flashing CONF button
after going on-hook. .

15



STORING SPEED NUMBERS Station Speed numbers can be entered by keyset

users. System Speed numbers must be entered
by the first programmed attendant. If no attendant
is specified, enter at Station 100.
s Press the SPEED button once.
— Press a desired outside line key,
or
— Select an outside line automatically by pressing
the SPD button a second time.
e Dial the speed bin location.
00 to 19 for Station Speed numbers
o Dial telephone number. (including special
codes at ieft)
HOLD button=Pause e Press the SPEED button.
FLASH button=Flash o Hang up.
TRANS button as 1st entry=Display Security

TDAMNC hiHAan_Didon_in. ~
FANG vuaUnisr uioCaiv=runc

N
3

DIALING A SPEED NUMBER if no outside line has been specified in program-

ming, one will be chosen automatically or you can
choose one now.
o Press the SPEED button.
— Dial the speed bin location,
or
— Press programmed speed bin button.
00 to 19 = Station Speed numbers
20 to 99 = System Speed numbers.
e When called party answers, pick up handset or
use speakerphone.

LAST NUMBER REDIAL o Press the SPEED button.
o Press the pound [#] key. The last number di-
aled over an outside line will be automatically

redialed.
SAVE NUMBER REDIAL If you wish to save the last number you dialed for
use later:
e After placing an outside call, keep handset
off-hook.

o Press the SPEED button twice.

TO DIAL A SAVED NUMBER e Press the SPEED button.

e Press the asterisk [*] key. Saved number is
automatically dialed.

AUTOMATIC SELECTION

Pressing an outside line button, Loop or Pool button, a Speed button, a Station button, or dialing a
number in the Starplus Digital System Numbering Plan will automatically activate the speakerphone
and light the ON/OFF button, if your keyset is programmed as a speakerphone.

16
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| UNIFORM CALL DISTRIBUTION (UCD

DISPLAY CALLS IN QUEUE FOR
ucD GROUPS

This feature cannot be used with a call in progress
and the station will be considered busy for incom-
ing calls.

From an idle display key telephone:
— Dial [567] on the dial pad, followed by the three-
digit UCD Group number (55x),
or
— Press pre-programmed flex button. ON/OFF but-
ton LED lights steady
o Your display will tell you how many calls are in
queue for that group.
e Dynamic update of display occurs as queue
condition changes.
o Replace handset or press the ON/OFF button
to terminate mode.

AVAILABLE/UNAVAILABLE MODE

*Refer to FLEX Button programming.

MISCELLANEOUS

HEADSET MODE

*Refer to FLEX Button Programming.

ifyou are a UCD Agent, you may place yourstation

in the Available mode to receive UCD type of calls

or you may place your station in the unavailable
mode to block UCD type of calls from ringing your
station.

To go Available:

e Dial [566] on the dial pad or press pre-pro-
grammed* Available/Unavailable FLEX button.
You may now receive calls.

To go Unavailable:

e Dial [566] on the dial pad or press pre-pro-
grammed* Available/Unavailable FLEX button.
You are now blocked from receiving UCD calls.

if you wish to use a headset and have been given
the ability to do so in programming.
To Activate Headset Mode:
— Dial [634] on the dial pad,
or
— Press pre-programmed* FLEX button. LED will
light steady.
While Headset mode is active, the ON/OFF bution
will activate the headset and disable speaker-
phone and intercom call announce operation at
your station.

To De-Activate Headset Mode:

Dial [634] on the dial pad,

or

Press the pre-programmed* FLEX bution. LED
will extinguish.

17
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DIAL BY NAME

DIAL BY NAME The system will allow station users to dial exten-
sion numbers by entering a name of a person that
ALPHA NUMERIC DIGIT has been programmed for that station. The system
CHARACTER database will allow entry of a name (alphanumeric)
AB,C 2 up to 24 characters in length for each station. This
: programmed name can be used for dialing-by-
DEF 3 ; ; ;
] name station users and in some cases LCD dis-
G,H,| 4 plays.
JKL 5 To dial a station user by name:
— —~ Dial the Dial-By-Name code [6*] on the dial pad,
M,N,O 6 or
P,Q*,R,S 7 — press the pre-programmed* DIAL-BY-NAME flex
T,UV 8 button.
WXY.Z* 9 e Dial the desired person’s name using the keys
e on the key pad. For example: if you wanted to
*does not appear on dial pad call Linda Murphy, and last names were enter-
ing into the directory dialing list, you would
When the system finds a unique numeric match press the digit 6 (M), then the digit 8 (U), then
(MURPHY=687748) to the name being dialed, the  the digit 7 (R), the digit 7 again (P), the digit 4
call will be placed to the station matching the (H) and finally the digit 9 (Y).

name. The intercom call will signal the station ac-
cording to the H-T-P switch setting. If fewer than 8
digits are dialed, the numeric match will be dialed
after a 10 sec. interdigit time-out occurs, or if a “#”
(pound), is pressed.

NAME IN DISPLAY

PROGRAMMING NAME INTO DIS- Everyextension (Key or SLT) has the capability to

PLAY program the users name so that people using
display telephones wili see the name instead of the
« station number.
Q;S; 'L’,‘;S; ;;;z Fg; e Dial [690] on the dial pad.
C=23 0=63 3=3# 2-03 e Enteryour name (up to 7 characters) using the
D=31 P=71 A=A# /=04 pattern shown.
E=32 Q=74 5=5# 1=*1 o Press SPEED button to complete the program-
F=33 R=72 6=6# $=*2 ming process.
G=41 S=73 7=7# %=*3
H=42 T=81 8=8# &=*4
=43 U=82 9=94# =g
J=51 V=83 0=0# (=1
K=52 W=01 Space=11 )=#2
L=53 X=92 =12 +=#3
Y=93 -=13 ==#4
7=94 =14 #=tit
UNIVERSAL NIGHT ANSWER If you hear outside line ringing at another station
(while the system is in Night Service) and wish to
answer it:
NOTE: Each telephone utilizing Universal Night ~ ® Dial [#3]on the dial pad. The connected outside
Answer must have a loop button appearance ifthe  line can be transferred or disconnected.

ringing outside line does not appear at their phone.

18
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DIRECTORY DIALING

DIRECTORY DIALING - Stations

Station Users and Attendant(s) with Executive
Display telephones may view a list, of up to 100
names on SPD 1428 System, and up to 200
names on SPD 2856 System from the System
Directory on the station’s LCD display. Then auto-
matically dial the station or speed dial bin by
pressing a single button. Names placed in the
directory list may be associated to intercom num-
bers, System Speed dial bins, or entries in the
Local Number/Name Transiation Table. Users
may view the directory list beginning with any letter
of the alphabet, then scroll through the list either
forward or backwards. Directory dialing may also
be used to transfer a call from one station to
another.

To view the directory list:

— Dial the Directory List dial code [680] on the dial NO?E Ifthere are no names in the Dlrectory
List beginning with the desired lett
\with the next higher letter will be shown
the LCD display. :

pad,
or

— press the pre-programmed* flex button pro-

grammed as a directory dialing button.

» Press a button on the key pad, once, twice or
three times, to represent the letter of the alpha-
bet, to begin viewing the list of names. (i.e. the
first depression of the digit 2 produces the
names beginning with an “A”. The second de-
pression of the digit 2 produces the names
beginning with a “B”, while the third depression
of the digit 2 produces the names beginning
with a “C".) The letters of the alphabet are
represented on the key pad as foliows:

ALPHA NUMERIC
CHARACTER DiGIT

AB,C 2
D,E,F
G,H,I
JKL
M,N,O
P,Q*R,S
TUV
WX, Y,Z*
*does not appear on dial pad.

© (i~ (] |0 AW

Names beginning with the letter chosen will
appear on the LCD display.

— Dial an [*] on the dial pad to scrofl up (next entry)
through the list,
or

— Dial a [#] on the dial pad to scroll down (previous
entry) through the list,
or
press another button to view the list for a different
letter of the alphabet.

e When the desired name is shown on the LCD

display, pressing the SPEED button will auto-
matically dial the destination station or outside
phone number (via speed dial).

TRANSFERRING A CALL USING
DIRECTORY DIALING

*Refer to FLEX Button programming

While on a call:
o Press the TRANsfer button.
— Dial the Directory Dial Code [680] on the dial
pad,
or
— Press a pre-programmed* flex button pro-
grammed for directory dialing.
e Press the SPEED button to automatically
dial the destination station.
e Hang up to complete the transfer.

NOTE: Calls may only be transferred to internal
stations only. An attempt to transfer a call off-
net (via a speed dial bin) will result in the call re-
calling upon going on-hook.

19



starpLUs® Station User Guide

OFF-HOOK PREFERENCE

OFF-HOOK PREFERENCE If your phone has been programmed for Off-Hook

Preference, you will access an outside line, or a
feature by going off-hook or pressing the ON/OFF
button.
e While Off-Hook Preference is enabled, you
may access Internal intercom dial tone by:
— Pressing your pre-programmed* ICM button.
LED lights steady,
or
— Dial your own three-digit intercom number. (Do
not lift handset or press ON/OFF button before
dialing intercom number).
Intercom dial tone will be heard.
e Youmay now dial an internal station or Feature
Access code.

*Refer to FLEX Button programming. Also refer to
Prime FLEX Button programming.

MISCELLANEOUS

VOLUME CONTROLS There are two volume control slide switches on the
front of the key telephone. Sliding the switch to the

left will decrease the volume.
— Left switch - voice, background music, and
speakerphone.
— Right switch - tone ringing volume.

MUTE The MUTE button provides privacy during speak-
erphone or handset operation by disabling the
microphone.

e Press MUTE button while off-hook on speak-
emphone or handset to activate. (MUTE button
LED lights steady)

e Press MUTE button again to deactivate.

BACKGROUND MUSIC (OP- To activate Background Music:

TION AL) - E:ess [632] on the dial pad (music is heard),
— Press pre-programmed FLEX Button.*

To de-activate Background Music:
— Press [632] again and music is discontinued,

or

— Press pre-programmed FLEX Button.*

e When you pick up the handset or press the
ON/OFF button, music is discontinued auto-
matically.

*Refer to FLEX Button Programming.
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SPEAKERPHONE

ON/OFF |

For further references in this section where “lift
handset” is specified, you may also use the
method of pressing the “ON/OFF” button, if the
telephone is programmed to be a true two-way
speakerphone.

— Press station key of desired party,
or

— Press available outside line button and dial num-
ber.

Speakerphone is activated.

Press ON/OFF button to end call.

USING ACCOUNT CODES

*A FLEX button must be programmed onto your
phone to use the Account Code feature. Refer to
FLEX Button programming.

When connected to an outside line call:

Press pre-programmed* ACCOUNT CODE
button.

Dial account code up to 12-digits. (The other
party will not hear the digits being dialed).

> |faccount code is less than 12-digits, an asterisk

[3] must be entered to return to the call.

> If account code s are forced, the account code

must be entered prior to dialing the outside num-
ber.
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USER PROGRAMMING

TO PROGRAM FLEXIBLE BUT- .
TONS y

Press SPEED buiton twice.
Press button to be programmed (it must be
programmed in data base as a flexible but-

ton.)
e Dial desired code (Refer to chart).

100-155 Station Intercom Numbers

22[C] Call Park Location 1-7 (system)

228 Personal Park

33[H] Hunt Group Pilot Numbers 0-7

44 V] Voice Mail Group Pilot Numbers 0-7
55 [U] -ACD/UCD Group Pilot Numbers 0-7
566 ACD/UCD Available/Unavailable
567 ACD/UCD Calls in Queue Display
601 Attendant Override

602 Disable Outgoing CO Line Access
603 CO Line Off-Net Forward

604 Night Service

620 Camp-On

621 Line Queue

622 Call Back

623 Message Wait

624 Conference

625 Executive Override/Monitor Barge-In
627 Account Code Enter

628 OHVO Enable

629 MUTE Button

631 Do Not Disturb

632 Background Music

633 [ZZ] Personalized Messages

633 00 Clear Personalized Messages

634 Headset Mode

640 All Call Forward

640 [7] No Answer - Call Forward

640 [8] Busy - Call Forward

640 [9] Busy/No Answer - Call Forward
640 [*] Off-Net - Call Forward (SLT only)
70 All Call Page (Internal & External)
71 Internal Page Zone 1

72 Internal Page Zone 2

73 Internal Page Zone 3

74 Internal Page Zone 4

75 Internal All Call Page

76 [0] External All Call Page(All Ext Zones)
76 [P] External Page 1-7

77 Meet-Me-Page Answer

0 Attendant

#0 Group Call Pick Up
#1 Directed Call Pick-up
#3 Universal Night Answer
[SPEED] YY Speed Dial Access

(00-19 Station) (20-99 System)
[SPEED]* Save Number Redial
[SPEED] # Last Number Redial

YY = Speed Dial Bin numbers,

ZZ = Personalized Messages,

U = ACD/UCD Group Number 0-7,
C = Call Park Location 0-7

H = Hunt Group Number 0-7,

V = Voice Mail Group Number 0-7

P = External Page Zone Number 1-7

PRIME FLEX BUTTON PROGRAM-
MING

o1

BRRREERE
FAREREEEEE

*Refer to Off-Hook Preference

If your phone is programmed for off-hook prefer-

ence* and have been given the ability to enable or

change the Prime Flex button.

e Dial [691] on the dial pad.

o Dial two-digit button number. (Refer o map to
the left)

To disable Off-Hook Preference:

e Dial [691] on the dial pad.

e Dial [00] on the dial pad.

PROGRAMMING PBX/CENTREX
CODES ONTO A FLEX BUTTON

*8ystem Speed dial programming can only be per- *

formed at the Attendant station.

For easy one-button access to Centrex or PBX

features, perform the following steps:

e Program the Centrex or PBX code into a Sta-
tion or System speed dial bin, including hook-
flash (Flash key), [*], and [#] commands. (Refer
to Station or System Speed dial programming)
Program that speed bin onto a FLEX button.

- (Refer to FLEX bution programming)
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DIRECTORY ‘

BIN BIN
00 10
BIN BIN
01 11
BIN BIN
02 12
BiN BIN
03 13
BIN BIN
04 14
BIN BIN
05 15
BIN BIN
06 16
BIN BIN
07 17
BIN BIN
08 18
BIN BIN
09 19
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SYSTEM SPEED BINS

Monitored by Toll Restriction Overrides Toll Restriction
BIN 20 BIN 60
BIN 21 BIN 61
BIN 22 BIN 62
BIN 23 BIN 63
BIN 24 BIN 64
BIN 25 BIN 65
BIN 26 BIN 66
BIN 27 BIN 67
BIN 28 BIN 68
BIN 29 BIN 69
BIN 30 BIN 70
BIN 31 BIN 71
BIN 32 BIN 72
BIN 33 BIN 73
BIN 34 BIN 74
BIN 35 BIN 75
BIN 36 BIN 76
BIN 37 BIN 77
BIN 38 BIN 78
BIN 3¢ BIN 79
BIN 40 BIN 80
BIN 41 BIN 81
BIN 42 BIN 82
BIN 43 BIN 83
BIN 44 BIN 84
BIN 45 BIN 85
BIN 46 BIN 86
BIN 47 BIN 87
BIN 48 BIN 88
BIN 49 BIN 89
BIN 50 BIN 90
BIN 51 BIN 91
BIN 52 BIN 92
BIN 53 BIN 93
BIN 54 BIN 94
BIN 55 BIN 85
BIN 56 BIN 96
BIN 57 BIN 97
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sTARPLUS® Station Numbering Plan

O 100-127
0 100-155
0199
Ci22[cC]
0228

033 [H]

[3 420 [XXX]
O 421 [XXX]
D44 [V]
0155 [U]
{1566
0567 55 [U]
0570 [BB]
0574
0572
01573
0574
1575
0576
o577

0 6# [XXX)
O6x%

0 601
0602
1603
1604
0620
0621
01622
01623
0624
0625
1626
0627
1628

3631

1632
0633 [#]
0633 [ZZ)
0 633 [00]
0634
01635

L1 636 [XXX]
O [FWD]

O [FWD}+{7]
[ [FWDJ+[8]
LI [FWDJ+{9]
O [FWD}+[*]
1680

Station intercom Numbers (SPD 1428)
Station Intercom Numbers (SPD 2856)
Modem via DISA access or transfer
Call Park Location 0-7 (system)
Personal Park

Hunt Group Pilot Numbers 0-7

Voice Mail enable MSG Wait

Voice Mail cancel MSG Wait

Voice Mail Group Pilot Numbers 0-7
ACD* or UCD Group Pilot Numbers 0-7
ACD* or UCD Available/Unavailable
ACD* or UCD Calls in Queue Display
ACD* Call Qualifier

ACD* Agent Logout

ACD* Agent Login

ACD* Group Member Status

ACD* Supervisor/Agent Help

ACD* Supervisor Logout

AGD* Supervisor Login

ACD* Supervisor Queue Status

Tone Mode Ring Option

Dial By Name

Attendant Override

Disable Outgoing CO Line Access
CO Line Off-Net Forward

Night Service

Camp-On

Line Queue

Call Back

Message Wait

Conference

Executive Override/Monitor-Barge-In
LCR Queue Cancel

Account Code Enter

OHVO Enable

Do Not Disturb

Background Music

Personalized Message on a Flex Button
Personalized Messages

Clear Personalized Messages
Headset Mode

ICLID* Display - (unanswered calls)
Station Relocate

All Call Forward

No Answer - Call Forward

Busy - Call Forward

Busy/No Answer - Call Forward
Off-Net - Call Forward

Dial Speed Directory

690 Name in Display Programming
0691 [BB] Off-Hook Preference Programming
[Je92 Time & Date Programming
(1st programmed Attendant)
[0 695 Distinctive Ringing
o770 All Call Page (Intemal & External)
071 Intemal Page Zone 1
o772 Intemal Page Zone 2
Oo73 Intemal Page Zone 3
074 Intemal Page Zone 4
a7s Intemal All Call Page
076 (0] External All Call Page (All Zones)
O7e[P] Extemnal Page Zones 1-7
077 Meet-Me-Page Answer
081 COQ Line Group 1
(if LCR is enabled)
82 CO Line Group 2
083 CO Line Group 3
[184 CO Line Group 4
i85 CO Line Group 5
1886 CO Line Group 6
Os7 COLine Group 7
oss8 All CO line Groups
(CO Line Off-Net Forward)
09 LCR or CO Line Group 1
(if LCR is disabled)
oo Attendant
J#0 Group Call Pick Up (Key & SLT)
O #22 [C] Call Park Pickup (Key and SLT)
J#3 Universal Night Answer

[1[SPEED] [YY]Speed Dial Access

[} (00-19 Station) (20-99 System)

1 [SPEED]}+[*]Save Number Redial

O [SPEED]+{#]Last Number Redial

O [*][*]+[3226]Data Base Admin Manager
(default [DBAM])

XXX = Intercom Station Numbers

YY = Speed Dial Bin numbers

ZZ = Personalized Messages

BB = Button Number

U = ACD* or UCD Group Number 0-7
C = Call Park Location 0-7

H = Hunt Group Number 0-7

V = Voice Mail Group Number 0-7

P = External Page Zone Number 1-7

* Features available with optional software.
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