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Placing a call on H
old

1.
W

hile speaking to an inside or outside party,
press the hold button.

2.
To retrieve the  call, press the corresponding
Line button, or press the hold button again.

Transferring a Call
1.

W
hile speaking to the calling party, press the

Transfer button.
2.

Press the program
m

ed button or dial the
extension num

ber of the person that w
ill

receive the call.
3.

W
hen the party at the exension answ

ers, or
if the extension is in voice announce m

ode,
you m

ay announce the caller.
4.    H

ang up to com
plete the transfer

D
irect M

ailbox Transfer
1.

W
hile speaking to the calling party, press the

preprogram
m

ed voice m
ail button.

2.
Press the preprogram

m
ed button or dial the

extension num
ber

3.
H

ang up to com
plete the trasfer

Paging
1.

Press Feature and dial 5
0

2.
Select [a

l
l

] for everyone, [e
x
t
e
r
n

] for
external only, [b

o
t
h] for internal and external,

or group for a specific group 1
-6

3.
M

ake announcem
ent

4.
H

ang up

Answ
ering a Call

1.
W

hen an incom
ing call rings to your phone,

pick up the handset or press the speaker
button.

2.
W

hen you are through, place the handset back
in the cradle or press the speaker button.

Placing an O
utside Call

1.
Pick up the handset or Press the speaker
button

2.
D

ial 9 or Press an available CO
 Line button.

3.
D

ial the num
ber and talk.

4.
W

hen you are through, place the handset back
in the cradle or press the speaker button.

Placing an Intercom
 Call

1.
D

ial the extension num
ber or Press the

preprogram
m

ed Intercom
 Button or Pick up

the handset and dial the extension num
ber of

the person you w
ish to speak w

ith.
2.

W
hen you are through, place the handset back

in the cradle or press the speaker button.

Change from
 H

andset to Speakerphone
1.

W
hile talking on the handset, press the

Speaker button (The LED
 w

ill light).
2.

Place the handset on the cradle.

Change from
 Speakerphone to H

andset
1.

Pick up the handset.  The speakerphone w
ill

be deactivated.

Extension N
am

e:    ___________________

Extension N
um

ber: ___________________

Extension Psw
d:    ___________________
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C
onferencing

1.
W

hile on a telephone call, press hold
2.

M
ake the next call:

a.
P

ress a line button and dial the
telephone num

ber.
b.

D
ial an extension num

ber
3.

P
ress the C

onf. button to establish the
conference.

4.
R

epeat steps 2 and 3 for up to three
additional parties.

C
all V

oice M
ail

The display w
ill show

 how
 m

any new
 and saved

m
essages you have. For exam

ple, w
hen you

have 1 new
 and 1 saved m

essage the follow
ing

w
ill be displayed. N

:
1
 
S
:
1

Press the preprogram
m

ed voice m
ail button.

Enter D
efault Passw

ord:__________________

Enter a N
ew

 Passw
ord: __________________

The voicem
ail w

ill announce how
 m

any m
es-

sages are in the m
ailbox.

1
 - P

ress 1 to listen to m
essages

A
fter listening to a m

essage:
1

 - R
eplay

2
 - Save
3

 - D
elete

4
 - R

eply
5

 - Envelope Inform
ation

6
 - C

opy
*

 - S
kip

M
ailbox M

enu O
ptions

1
 - Listen to m

essages
2

 - S
end a M

essage
3

 - C
hange Passw

ord
4

 - R
ecord G

reeting
5

 - R
ecord N

am
e

6
 - P

ager N
otification

7
 - C

ellular Telephone
8

 - A
ssistant E

xtension
9

 - D
irect M

essage D
elivery

0
 - Transfer
*

 - C
lipboard R

ecordings

N
avigation Keys

The follow
ing features can be found on the

N
avigation keys:

C
all Log

Stores up to 50 inbound and 50 outbound
telephone num

bers. Scroll through, to find the
desired num

ber, P
ress the select key to dial.

Speed D
ialing

S
tores up to 80 S

ystem
 speed dial bins. P

ress
the dow

n arrrow
 to start at the beginning of the

list. P
ress the select key to dial.

Feature C
odes

R
eview

 feature codes and directory num
bers

Extension D
irectory N

um
bers

S
croll through a list of directory num

bers

Paging
P

ress the dow
n arrow

 to select a group, or
press the up arrow

 to select all page.

B
ackground M

usic
D

igital telephones m
ay m

onitor background
m

usic. U
se the select key to enable/disable.

Left/R
ight

Arrow

U
p Arrow

S
elect K

ey
D

ow
n Arrow
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