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CUSTOMIZING YOUR TELEPHONE:

FINDING OUT WHAT A BUTTON DOES USING “BUTTON INQUIRY”

-PRESS FEATURE (GREY NORTEL SYMBOL) * 0 (ZERO)

-PRESS THE BUTTON YOU WOULD LIKE TO KNOW THE FUNCTION OF

***NOTE*** TO DETERMINE WHAT EXTENSION # A PHONE IS, DO THE FOLLOWING STEPS ABOVE AND PRESS THE “INTERCOM” BUTTON

-PRESS RLS (RELEASE) ONCE YOU ARE DONE

TO PROGRAM AN EXTERNAL # ON YOUR TELEPHONE:

-PRESS FEATURE (GREY NORTEL SYMBOL) * 1

-CHOOSE THE BUTTON YOU WOULD LIKE TO PROGRAM ON

-ENTER THE “TELEPHONE #” AND PRESS THE # SIGN TO ACCEPT

***NOTE*** IF YOU HAVE TO DIAL “9” TO GET AN OUTSIDE LINE THAN DO THE FOLLOWING BELOW:

-PRESS FEATURE (GREY NORTEL SYMBOL) * 1

-CHOOSE THE BUTTON YOU WANT TO PROGRAM ON

-PRESS THE “INTERCOM” BUTTON AND ENTER “9”

-ENTER THE “TELEPHONE #” AND PRESS THE # SIGN TO ACCEPT

TO PROGRAM AN INTERNAL # ON YOUR TELEPHONE:

-PRESS FEATURE (GREY NORTEL SYMBOL) * 2

-CHOOSE THE BUTTON YOU WOULD LIKE TO PROGRAM ON

-ENTER THE “EXTENSION #” YOU WANT TO PROGRAM AND PRESS THE #       

 SIGN TO ACCEPT

TO PROGRAM A FEATURE CODE ON YOUR TELEPHONE:

-PRESS FEATURE (GREY NORTEL SYMBOL) * 3

-CHOOSE THE BUTTON YOU WOULD LIKE TO PROGRAM ON

-ENTER THE “FEATURE CODE” YOU WOULD LIKE 

TO CHANGE THE TIME & DATE:

-OPEN ELEMENT MANAGER ON YOUR COMPUTER 

(OR THE COMPUTER AT WHICH IT WAS INSTALLED ON)

-CLICK ON NETWORK ELEMENTS

-CLICK ON THE (+) SIGN

-CLICK ON THE IP ADDRESS THAT IS POPULATED (IE. 192.168.2.51)

-ENTER USER ID: nnadmin

-ENTER PASSWORD: Smiston99! 

(Please note this may be different if you have changed it)
-PRESS CONNECT OR HIT ENTER

-IF A MESSAGE FROM THE SERVER COMES UP PRESS OK

-CLICK ON THE + SIGN BESIDE SYSTEM

-CLICK ON DATE AND TIME

-ENTER NEW DATE AND TIME

-CLICK ON THE (-) SIGN AND THIS WILL CLOSE IT OUT

-CLICK ON DISCONNECT TO END YOUR SESSION

NAMING AN EXTENSION:

-OPEN ELEMENT MANAGER ON YOUR COMPUTER 

(OR THE COMPUTER AT WHICH IT WAS INSTALLED ON)

-CLICK ON NETWORK ELEMENTS

-CLICK ON THE (+) SIGN

-CLICK ON THE IP ADDRESS THAT IS POPULATED (IE. 192.168.2.51)

-ENTER USER ID: nnadmin

-ENTER PASSWORD: Smiston99! 

(Please note this may be different if you have changed it)

-PRESS CONNECT OR HIT ENTER

-IF A MESSAGE FROM THE SERVER COMES UP PRESS OK

-CLICK ON THE + SIGN BESIDE TELEPHONY 

-CLICK ON THE + SIGN BESIDE SETS

-CLICK ON ALL DNs

-CLICK ON THE EXTENSION # YOU WANT TO NAME OR CHANGE THE NAME 
-DOUBLE CLICK ON THE NAME AND ENTER NEW NAME AND PRESS ENTER
(NOTE: IF EXTENSION HASN’T BEEN NAMED, IT WILL SAY THE EXTENSION)
-CLICK ON THE (-) SIGNS AND THIS WILL CLOSE IT OUT

-CLICK ON DISCONNECT TO END YOUR SESSION

ASSIGNING LINE APPEARANCES ON INDIVIDUAL SETS

-OPEN ELEMENT MANAGER ON YOUR COMPUTER 

(OR THE COMPUTER AT WHICH IT WAS INSTALLED ON)

-CLICK ON NETWORK ELEMENTS

-CLICK ON THE (+) SIGN

-CLICK ON THE IP ADDRESS THAT IS POPULATED (IE. 192.168.2.51)

-ENTER USER ID: nnadmin

-ENTER PASSWORD: Smiston99! 

(Please note this may be different if you have changed it)

-PRESS CONNECT OR HIT ENTER

-IF A MESSAGE FROM THE SERVER COMES UP PRESS OK

-CLICK ON THE + SIGN BESIDE TELEPHONY 

-CLICK ON THE + SIGN BESIDE SETS

-CLICK ON ALL DNs

-CLICK ON THE EXTENSION # YOU WANT TO ASSIGN LINE APPEARANCES TO

-SCROLL DOWN TO BOTTOM OF PAGE AND CLICK ON LINE ASSIGNMENT

-CLICK ON ADD TO ADD A LINE THAT YOU WANT TO APPEAR ON THE PHONE AND PRESS OK (Ie. Line 1 – 001 – Enter 001)

-CLICK ON APPEARANCE TYPE WHERE IT SAYS (APPEAR & RING) AND CHANGE TO WHAT YOU WANT (Ie. Appear Only, Ring Only or Appear and Ring)

-CLICK ON THE (-) SIGNS AND THIS WILL CLOSE IT OUT

-CLICK ON DISCONNECT TO END YOUR SESSION

CALL FORWARD NO ANSWER

(This allows an individuals phone to ring a certain # of times before it goes into voicemail)
-PRESS FEATURE 985 AND WRITE DOWN THE # YOU SEE AND PRESS RELEASE OR HANG UP

-OPEN ELEMENT MANAGER ON YOUR COMPUTER 

(OR THE COMPUTER AT WHICH IT WAS INSTALLED ON)

-CLICK ON NETWORK ELEMENTS

-CLICK ON THE (+) SIGN

-CLICK ON THE IP ADDRESS THAT IS POPULATED (IE. 192.168.2.51)

-ENTER USER ID: nnadmin

-ENTER PASSWORD: Smiston99! 

(Please note this may be different if you have changed it)

-PRESS CONNECT OR HIT ENTER

-IF A MESSAGE FROM THE SERVER COMES UP PRESS OK

-CLICK ON THE + SIGN BESIDE TELEPHONY 

-CLICK ON THE + SIGN BESIDE SETS

-CLICK ON ALL DNs

-CLICK ON THE EXTENSION # YOU WANT TO ASSIGN CALL ANSWER TO 

-CLICK ON LINE ACCESS AT THE TOP OF THE PAGE

-CLICK ON PROPERTIES

-GO TO FWD NO ANSWER AT THE BOTTOM OF THE PAGE AND ENTER THE # THAT YOU WROTE DOWN AT THE BEGINNING OF THIS

-SCROLL DOWN TO FWD DELAY AND CHOOSE THE # OF RINGS YOU WANT THAT PHONE TO RING BEFORE IT GOES INTO VOICEMAIL

-CLICK ON THE (-) SIGNS AND THIS WILL CLOSE IT OUT

-CLICK ON DISCONNECT TO END YOUR SESSION

CALL FORWARD ON BUSY

(This means that if an individual is on their phone and another call comes through it will go directly into their voicemail) – This allows the individual to handle one call at a time.
-PRESS FEATURE 985 AND WRITE DOWN THE # YOU SEE AND PRESS RELEASE OR HANG UP

-OPEN ELEMENT MANAGER ON YOUR COMPUTER 

(OR THE COMPUTER AT WHICH IT WAS INSTALLED ON)

-CLICK ON NETWORK ELEMENTS

-CLICK ON THE (+) SIGN

-CLICK ON THE IP ADDRESS THAT IS POPULATED (IE. 192.168.2.51)

-ENTER USER ID: nnadmin

-ENTER PASSWORD: Smiston99! 

(Please note this may be different if you have changed it)

-PRESS CONNECT OR HIT ENTER

-IF A MESSAGE FROM THE SERVER COMES UP PRESS OK

-CLICK ON THE + SIGN BESIDE TELEPHONY 

-CLICK ON THE + SIGN BESIDE SETS

-CLICK ON ALL DNs

-CLICK ON THE EXTENSION # YOU WANT TO ASSIGN CALL ANSWER TO 

-CLICK ON LINE ACCESS AT THE TOP OF THE PAGE

-CLICK ON PROPERTIES

-GO TO FWD BUSY AT THE BOTTOM OF THE PAGE AND ENTER THE # THAT YOU WROTE DOWN AT THE BEGINNING OF THIS

-CLICK ON THE (-) SIGNS AND THIS WILL CLOSE IT OUT

-CLICK ON DISCONNECT TO END YOUR SESSION

ASSIGNING INTERCOM KEYS TO A PHONE EXTENSION

-OPEN ELEMENT MANAGER ON YOUR COMPUTER 

(OR THE COMPUTER AT WHICH IT WAS INSTALLED ON)

-CLICK ON NETWORK ELEMENTS

-CLICK ON THE (+) SIGN

-CLICK ON THE IP ADDRESS THAT IS POPULATED (IE. 192.168.2.51)

-ENTER USER ID: nnadmin

-ENTER PASSWORD: Smiston99! 

(Please note this may be different if you have changed it)

-PRESS CONNECT OR HIT ENTER

-IF A MESSAGE FROM THE SERVER COMES UP PRESS OK

-CLICK ON THE + SIGN BESIDE TELEPHONY 

-CLICK ON THE + SIGN BESIDE SETS

-CLICK ON ALL DNs

-CLICK ON THE EXTENSION # YOU WANT TO CHANGE OR ADD INTERCOM KEYS TO

-CLICK ON THE CAPABILITIES AND PREFERENCES TAB AT TOP OF PAGE

-CLICK ON PROPERTIES TAB AT BOTTOM OF PAGE

-GO TO INTERCOM KEYS AND CHOOSE THE # OF INTERCOM KEYS YOU WANT TO ASSIGN TO THAT PHONE EXTENSION

-CLICK ON THE (-) SIGNS AND THIS WILL CLOSE IT OUT

-CLICK ON DISCONNECT TO END YOUR SESSION

SYSTEM SPEED DIALS

-OPEN ELEMENT MANAGER ON YOUR COMPUTER 

(OR THE COMPUTER AT WHICH IT WAS INSTALLED ON)

-CLICK ON NETWORK ELEMENTS

-CLICK ON THE (+) SIGN

-CLICK ON THE IP ADDRESS THAT IS POPULATED (IE. 192.168.2.51)

-ENTER USER ID: nnadmin

-ENTER PASSWORD: Smiston99! 

(Please note this may be different if you have changed it)

-PRESS CONNECT OR HIT ENTER

-IF A MESSAGE FROM THE SERVER COMES UP PRESS OK

-CLICK ON THE + SIGN BESIDE TELEPHONY 

-CLICK ON THE + SIGN BESIDE GLOBAL SETTINGS

-CLICK ON SYSTEM SPEED DIAL

-CLICK ON THE SPEED DIAL # YOU WANT TO PROGRAM (Ie. 001)

-CLICK ON EXTERNAL NUMBER FIELD AND ENTER THE TELEPHONE # YOU WANT TO PROGRAM (Please note that if you have to dial 9 you must include the 9 in the #, also there are no dashes in between the #’s)

-IF YOU WANT THE NAME TO DISPLAY THEN DOUBLE CLICK ON THE DISPLAY FIELD AND CHOOSE NAME (you have a choice between name or digits)

-CLICK ON THE NAME FIELD AND ENTER THE NAME YOU WOULD LIKE TO APPEAR WHEN YOU USE THAT SPEED DIAL #

-YOU HAVE 70 SPEED DIALS YOU CAN PROGRAM

-CLICK ON THE (-) SIGNS AND THIS WILL CLOSE IT OUT

-CLICK ON DISCONNECT TO END YOUR SESSION

TO CHANGE OR DELETE A SYSTEM SPEED DIAL

-OPEN ELEMENT MANAGER ON YOUR COMPUTER 

(OR THE COMPUTER AT WHICH IT WAS INSTALLED ON)

-CLICK ON NETWORK ELEMENTS

-CLICK ON THE (+) SIGN

-CLICK ON THE IP ADDRESS THAT IS POPULATED (IE. 192.168.2.51)

-ENTER USER ID: nnadmin

-ENTER PASSWORD: Smiston99! 

(Please note this may be different if you have changed it)

-PRESS CONNECT OR HIT ENTER

-IF A MESSAGE FROM THE SERVER COMES UP PRESS OK

-CLICK ON THE + SIGN BESIDE TELEPHONY 

-CLICK ON THE + SIGN BESIDE GLOBAL SETTINGS

-CLICK ON SYSTEM SPEED DIAL

-CLICK ON THE SPEED DIAL # YOU WANT TO CHANGE OR DELETE (Ie. 001)

-CLICK ON THE EXTERNAL # FIELD OR ANY FIELD TAB IN WHICH YOU WANT TO CHANGE OR DELETE AND EITHER HIGHLIGHT AND DELETE OR CHANGE IT.
-CLICK ON THE (-) SIGNS AND THIS WILL CLOSE IT OUT

-CLICK ON DISCONNECT TO END YOUR SESSION

TO ADD USER SPEED DIALS

(This allows individual speed dial #’s for each telephone set)

-OPEN ELEMENT MANAGER ON YOUR COMPUTER 

(OR THE COMPUTER AT WHICH IT WAS INSTALLED ON)

-CLICK ON NETWORK ELEMENTS

-CLICK ON THE (+) SIGN

-CLICK ON THE IP ADDRESS THAT IS POPULATED (IE. 192.168.2.51)

-ENTER USER ID: nnadmin

-ENTER PASSWORD: Smiston99! 

(Please note this may be different if you have changed it)

-PRESS CONNECT OR HIT ENTER

-IF A MESSAGE FROM THE SERVER COMES UP PRESS OK

-CLICK ON THE + SIGN BESIDE TELEPHONY 

-CLICK ON THE + SIGN BESIDE SETS

-CLICK ON ALL DNs

-CLICK ON THE EXTENSION # THAT YOU WOULD LIKE TO PROGRAM USER SPEED DIALS ON

-CLICK ON THE CAPABILITIES AND PREFERENCES TAB AT TOP OF PAGE

-CLICK ON USER SPEED DIAL TAB AT BOTTOM OF PAGE

-CLICK ON ADD TO ADD A NEW SPEED DIAL #

-ENTER THE SPEED DIAL # YOU WOULD LIKE TO PROGRAM AND PRESS OK (Note: they start at 71-94)

-DOUBLE CLICK ON EXTERNAL # FIELD AND ENTER THE TELEPHONE # YOU WANT TO PROGRAM AND PRESS ENTER(Please note that if you have to dial 9 you must include the 9 in the #, also there are no dashes in between the #’s)

-CLICK ON THE (-) SIGNS AND THIS WILL CLOSE IT OUT

-CLICK ON DISCONNECT TO END YOUR SESSION

TO CHANGE OR DELETE A USER SPEED DIAL

-OPEN ELEMENT MANAGER ON YOUR COMPUTER 

(OR THE COMPUTER AT WHICH IT WAS INSTALLED ON)

-CLICK ON NETWORK ELEMENTS

-CLICK ON THE (+) SIGN

-CLICK ON THE IP ADDRESS THAT IS POPULATED (IE. 192.168.2.51)

-ENTER USER ID: nnadmin

-ENTER PASSWORD: Smiston99! 

(Please note this may be different if you have changed it)

-PRESS CONNECT OR HIT ENTER

-IF A MESSAGE FROM THE SERVER COMES UP PRESS OK

-CLICK ON THE + SIGN BESIDE TELEPHONY 

-CLICK ON THE + SIGN BESIDE SETS

-CLICK ON ALL DNs

-CLICK ON THE EXTENSION # THAT YOU WOULD LIKE TO PROGRAM USER SPEED DIALS ON

-CLICK ON THE CAPABILITIES AND PREFERENCES TAB AT TOP OF PAGE

-CLICK ON USER SPEED DIAL TAB AT BOTTOM OF PAGE

-CLICK ON THE SPEED DIAL # YOU WANT TO DELETE AND PRESS THE DELETE TAB

-CLICK YES IF YOU WANT TO CONFIRM AND DELETE IT

-TO CHANGE THE SPEED DIAL #, CLICK ON THE SPEED DIAL # YOU WANT TO CHANGE AND ENTER NEW #

-CLICK ON THE (-) SIGNS AND THIS WILL CLOSE IT OUT

-CLICK ON DISCONNECT TO END YOUR SESSION

SET RELOCATION
(If box is checked then it means you can unplug a phone and move it to another jack and it will keep the same extension and all the programming that was on the phone)

(If box is unchecked this means when you move a phone from one jack to another it will lose the extension # it had and all the programming)
-OPEN ELEMENT MANAGER ON YOUR COMPUTER 

(OR THE COMPUTER AT WHICH IT WAS INSTALLED ON)

-CLICK ON NETWORK ELEMENTS

-CLICK ON THE (+) SIGN

-CLICK ON THE IP ADDRESS THAT IS POPULATED (IE. 192.168.2.51)

-ENTER USER ID: nnadmin

-ENTER PASSWORD: Smiston99! 

(Please note this may be different if you have changed it)

-PRESS CONNECT OR HIT ENTER

-IF A MESSAGE FROM THE SERVER COMES UP PRESS OK

-CLICK ON THE + SIGN BESIDE TELEPHONY 

-CLICK ON THE + SIGN BESIDE GLOBAL SETTINGS

-CLICK ON FEATURE SETTINGS

-GO TO SET RELOCATION AND CHECK THE BOX IF YOU WANT IT ENABLED, UNCHECK THE BOX IF YOU DON’T WANT IT ON

-CLICK ON THE (-) SIGNS AND THIS WILL CLOSE IT OUT

-CLICK ON DISCONNECT TO END YOUR SESSION

TO CHANGE AN EXTENSION #
-OPEN ELEMENT MANAGER ON YOUR COMPUTER 

(OR THE COMPUTER AT WHICH IT WAS INSTALLED ON)

-CLICK ON NETWORK ELEMENTS

-CLICK ON THE (+) SIGN

-CLICK ON THE IP ADDRESS THAT IS POPULATED (IE. 192.168.2.51)

-ENTER USER ID: nnadmin

-ENTER PASSWORD: Smiston99! 

(Please note this may be different if you have changed it)

-PRESS CONNECT OR HIT ENTER

-IF A MESSAGE FROM THE SERVER COMES UP PRESS OK

-CLICK ON THE + SIGN BESIDE TELEPHONY 

-CLICK ON THE + SIGN BESIDE DIALING PLAN

-CLICK ON GENERAL

-CLICK ON CHANGE DN
-ENTER THE OLD EXTENSION #

-ENTER THE NEW EXTENSION # YOU WANT IT TO BE AND PRESS OK

-CLICK ON THE (-) SIGNS AND THIS WILL CLOSE IT OUT

-CLICK ON DISCONNECT TO END YOUR SESSION

TELEPHONE FEATURES 

SOFTKEYS: 

THESE ARE THE 3 TOGGLE BUTTONS BELOW YOUR SCREEN ON YOUR PHONE.

NOTE: THE FOLLOWING 5 FEATURES BELOW ARE ONLY AVAILABLE IF YOU HAVE A MAILBOX OR VOICEMAIL ON YOUR PHONE.

SEND A MSG: (FEATURE 980) 

TO LEAVE SOMEONE IN THE OFFICE A VOICEMAIL MESSAGE.

PRESS THE LEAVE MSG BUTTON AND ENTER IN THE MAILBOX # OF THE 

PERSON YOU WISH TO LEAVE A MESSAGE FOR.  RECORD YOUR MESSAGE 

AND THEN YOU MUST PRESS THE SOFT KEY THAT SAYS SEND FOR THE 

MESSAGE TO BE DELIVERED.  

OPEN MAILBOX: (FEATURE 981)

TO OPEN YOUR MAILBOX AND RETRIEVE YOUR MESSAGES

PRESS THE OPEN VM BUTTON THEN ENTER IN YOUR PASSWORD AND 

PRESS OK.

FWD TO VM: (FEATURE 984)

TO FORWARD ALL YOUR CALLS DIRECTLY TO VOICEMAIL.

IF YOU ARE GOING TO BE AWAY OR ARE BUSY PRESS THE FWD TO VM 

BUTTON AND ALL YOUR CALLS WILL GO DIRECTLY INTO YOUR 

VOICEMAIL AND WILL NOT RING ON YOUR PHONE.

TRANSFER TO VM: (FEATURE 986)

TO TRANSFER A CALL DIRECTLY TO SOMEONES VOICEMAIL.

ONCE YOU HAVE THE CALLER ON THE LINE PRESS THE TRANSFER TO VM

BUTTON AND ENTER THE MAILBOX # OF THE PERSON YOU WISH TO SEND

THE CALLER TO.  HANG UP.

INTERRUPT: (FEATURE 987)

VOICEMAIL INTERRUPT, THIS ALLOWS YOU TO INTERRUPT A CALLER 

LEAVING YOU A MESSAGE.

PAGE: (FEATURE 60)

MAKE A PAGE ANNOUNCEMENT THROUGH EITHER THE INTERNAL CODE (1)

OR EXTERNAL CODE (2) SPEAKERS, OR BOTH CODE (3).  ZONE 0 PAGES ALL 

ZONES.

CONFERENCE: (FEATURE 3)

ESTABLISH A CONFERENCE CALL BETWEEN YOURSELF AND 2 OTHER 

PARTIES.  

1. MAKE OR ANSWER THE FIRST CALL

2. PUT THE FIRST CALL ON HOLD

3. MAKE OR ANSWER THE SECOND CALL

4. AFTER THE SECOND CALL IS CONNECTED PRESS YOUR CONFERENCE BUTTON OR (FEATURE 3)

5. PRESS THE LINE OR INTERCOM BUTTON OF THE FIRST HELD CALL

6. PRESS THE RELEASE BUTTON TO END THE CONFERENCE CALL.

TO REMOVE YOURSELF FROM A CONFERENCE PERMANENTLY:

PRESS FEATURE 70.  THE OTHER 2 CALLERS REMAIN CONNECTED.  

TO PUT A CONFERENCE ON HOLD:

PRESS THE HOLD BUTTON.  THE OTHER 2 CALLERS CAN STILL TALK TO ONE ANOTHER.

TO SPLIT A CONFERENCE:

PRESS THE LINE OR INTERCOM BUTTON OF ONE CALLER TO CONSULT PRIVATELY WHILE THE OTHER CALLER IS ON HOLD.  TO RE-ESTABLISH THE CONFERENCE PRESS FEATURE 3 OR YOUR CONFERENCE BUTTON.

TO DISCONNECT ONE PARTY:

PRESS THE LINE OR INTERCOM BUTTON OF THE CALLER YOU WANT TO DISCONNECT, THEN PRESS THE RELEASE BUTTON.  PRESS THE LINE OR INTERCOM BUTTON OF THE REMAINING CALLER TO RESUME YOUR CONVERSATION.

TO INDEPENDENTLY HOLD 2 CALLS:

PRESS THE LINE OR INTERCOM BUTTON OF THE FIRST CALLER, THEN PRESS THE HOLD BUTTON.  THE SECOND CALLER IS AUTOMATICALLY PUT ON HOLD. TO RE-ESTABLISH THE CONFERENCE, RETRIEVE ONE CALL FROM HOLD, PRESS THE CONFERENCE BUTTON OR FEATURE 3 THEN RETRIEVE THE SECOND CALL FROM HOLD.

SPEED DIAL: (FEATURE 0)

DIAL AN EXTERNAL TELEPHONE NUMBER USING A THREE-DIGIT CODE.

TO MAKE A CALL USING A SPEED DIAL CODE:

USER SPEED DIAL CODES ARE USED EXCLUSIVELY AT YOUR TELEPHONE

1. PRESS FEATURE 0 OR YOUR SPEED DIAL BUTTON

2. ENTER THE 3 DIGIT CODE FOR THE NUMBER

NOTE: THESE SPEED DIAL #’S WILL BE PUT IN BY THE SYSTEM ADMINISTRATOR AND YOU WILL BE GIVEN A LIST WITH SPEED DIAL CODES.

CALL TRANSFER: (FEATURE 70) 

SEND A CALL TO ANOTHER TELEPHONE WITHIN YOUR SYSTEM, OR TO AN EXTERNAL TELEPHONE.  YOU MAY NOT BE ABLE TO TRANSFER A CALL ON AN EXTERNAL LINE TO AN EXTERNAL TELEPHONE, DEPENDING ON THE CAPABILITIES OF THE LINES.

1. MAKE OR ANSWER A CALL

2. PRESS THE TRANSFER BUTTON OR FEATURE 70

3. CALL THE PERSON YOU WANT TO TRANSFER THE CALL TO

4. STAY ON THE LINE IF YOU WISH TO SPEAK TO THE PERSON FIRST

5. PRESS RELEASE TO COMPLETE THE TRANSFER

IF AN EXTERNAL CALL IS TRANSFERRED TO A BUSY INTERNAL OR NETWORK EXTENSION, OR IS NOT ANSWERED AFTER A FEW RINGS, THE CALL AUTOMATICALLY RINGS YOU BACK.

CALL PARK: (FEATURE 74)

PUT A CALL ON HOLD SO THAT IT CAN BE PICKED UP FROM ANY TELEPHONE IN YOUR SYSTEM.  THE DISPLAY SHOWS A 3 DIGIT RETRIEVAL CODE.  TO RETRIEVE A PARKED CALL FROM A TELEPHONE, PRESS AN INTERCOM BUTTON AND DIAL THE RETRIEVAL CODE.  

VOICE CALL: (FEATURE 66)

MAKE A VOICE ANNOUNCEMENT OR BEGIN A CONVERSATION THROUGH THE SPEAKER OF ANOTHER TELEPHONE WITHOUT FIRST MAKING THE OTHER TELEPHONE RING.

LAST # REDIAL: (FEATURE 5)

DIALS THE LAST # THAT YOU DIALED.

CALL QUEUING: (FEATURE 801)

ANSWER THE NEXT CALL.  IF MORE THAN ONE CALL IS WAITING PRIORITY IS GIVEN TO INCOMING EXTERNAL CALLS OVER CALLBACK, CAMPED OR TRANSFERRED CALLS

INTERCOM:
THESE BUTTONS ALLOW YOU TO MAKE AN EXTERNAL CALL BY PRESSING 9 AND THEN DIALING THE PHONE #.

THEY ARE ALSO USED TO RECEIVE INTERNAL AND EXTERNAL CALLS AND TO PICK UP A PARKED CALL.

HANDSFREE/MUTE:

ALLOWS YOU TO TALK WITHOUT PICKING UP YOUR RECEIVER

AUTODIALS: 

EXTERNAL #:  TO PROGRAM AN EXTERNAL TELEPHONE # ON A BUTTON ON YOUR PHONE.

PRESS FEATURE * 1 THEN PRESS THE BUTTON YOU WANT TO PROGRAM AND PRESS AN INTERCOM BUTTON PRESS 9 (IF YOU HAVE TO DIAL 9 TO GET AN OUTSIDE LINE) THEN ENTER THE TELEPHONE # YOU WANT TO PROGRAM.

INTERNAL: TO PROGRAM AN INTERNAL # ON A BUTTON ON YOUR PHONE.

PRESS FEATURE * 2 THEN PRESS THE BUTTON YOU WANT TO PROGRAM AND ENTER THE EXTENSION #

FEATURE CODES: TO PROGRAM A FEATURE CODE ON A BUTTON ON 

YOUR PHONE.  PRESS FEATURE * 3 THEN PRESS THE BUTTON YOU WANT 

TO PROGRAM AND ENTER THE FEATURE CODE.                         
