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ANSWERING CALLS

Receive incoming ring signal:

· Lift handset (press flashing Line Key if necessary).

· Converse.

PLACING OUTSIDE CALLS

· Lift handset.

· Dial 9 for outside line.

· Dial telephone number.

· Converse

NOTE: Press SPKR (speaker) to dial and monitor a call without using the handset. Lift handset to converse            or ensure MIC LED is lit to conduct hands free/speakerphone conversation.

HOLDING CALLS

· Press HOLD key once.

NOTE 1: To return to a hold call, press flashing Line Key.

NOTE 2: Hold calls will recall after a predetermined time and ring and flash rapidly at your phone.

TRANSFERRING CALLS

With a call in progress:

· Press TRF (transfer) key. 

· Dial extension number.

· Announce call (if desired).

· Replace your handset to complete the transfer.

NOTE: If called station is busy or unanswered, press TRF key to return to the original party.

CONFERENCE

  3-Party Conference

   With a call in progress:

· Press TRF (transfer) key.

· Place second call and announce conference.

· Press CNF key to establish conference.

LAST NUMBER REDIAL

· Lift handset or press SPKR (speaker).
· Press LND/SPD key.

· Press   * to place call.
Display Telephone:

· Lift handset or press SPKR.
· Press LND/SPD key until desired number is displayed. Up to 5 previously dialed numbers.

· Press  * . The number on the display is automatically redialed.
CALL FORWARD -  ALL CALLS

SET

· Lift handset.

· Confirm you are connected to the extension to be forwarded.

· Dial *3  then the destination extension .

· Replace handset.

· All calls will immediately be directed to that destination.

CANCEL

· Lift handset.

· Confirm you are connected to the appropriate extension.

· Dial  # 3.

· Replace handset.
CALL PICKUP

To answer an extension within a pre-assigned Group

· Lift handset.

· Dial  * 2.
· Converse.

PROGRAMMING ONE TOUCH KEYS

(If assigned)

With telephone idle

· Press FNC (function) key.

· Press one Touch Key to be programmed.

· Enter extension number to be stored OR  9 and outside telephone number.

· Press FNC key to store.
       Press One Touch Key to dial stored number.
PROGRAMMING SPEED DIAL

(if assigned)

· Lift handset.

· Dial program code * 6.
· Dial a speed memory code (0~9).
· Enter 9 and telephone number to be stored.

· Replace handset and repeat for each number.

To dial a stored number

· Dial  * 9.

· Dial the memory location (0~9).
CONTROL KEY

(up and down arrows)

This key adjusts several functions based on the telephone status when accessed:

· Ringing = ring volume.

· Off hook on handset = handset volume.
· Speakerphone mode = speaker volume.


RING TONE SELECT/VOLUME

· Press FNC (function) key.

· Press 3 repeatedly to select desired ring tone.

· Press the arrow key (up or down) to adjust the volume.

· Press FNC key to set and exit.
MICROPHONE CONTROL

ON/OFF

· Press FNC (function) then press 1.

NOTE: A lit MIC LED indicates the microphone is on.
CALL FORWARD – BUSY

               SET

· Lift handset.

· Confirm you are connected to the extension to be forwarded.

· Dial *4  then the destination extension.

· Replace handset.

· All calls will immediately be directed to that destination when the line is in use.

      CANCEL

· Lift handset.

· Confirm you are connected to the appropriate extension.

· Dial #4.
· Replace handset.

CALL FORWARD – NO ANSWER

              SET

· Lift handset.

· Confirm you are connected to the extension to be forwarded.

· Dial *5  then the destination extension.

· Replace handset.

· All calls will be directed to that destination after 15 sec. When the line is not answered.

CANCEL

· Lift handset.

· Confirm you are connected to the appropriate extension.

· Dial  #5  

· Replace handset.
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