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Preface

This guide provides information about how to program a Business Communications Manager
telephone. Thisinformation includesitems such as programming personal speed dials, transferring
acall, and using special features. Some of the features included in the Business Communications
Manager tel ephone system are:

» conferencecalls
» group listening

e group pickup

e directed pickup
« call tracking

Thisguide is aimed at the day-to-day operators of the Business Communications Manager
telephone system.

Before you begin

Plan the programming changes you want to make before you begin. Record the changes so that
you have theinformation at hand. For example, before you program system speed dial numbers,
create arecord so that you have all the numbers and codes available.

Programming applies to both North America and International telephonesin your Business
Communications Manager system.

Emergency 911 Dialing

Emergency 911 Dialing is the capability to access a public emergency response system.

State and local reguirements for support of Emergency 911 Dialing service by Customer Premises
Equipment vary. Ask your local telecommunications service provider about compliance with

applicable laws and regulations.

Emergency 911 Dialing may not apply to International systems.

Text conventions

This guide uses the following text conventions:

angle brackets < > Indicate the generic title on the telephone display.
Example: When querying a feature button.
<Feat ur e name> appearsin angle brackets.

Bol d Indicates a programming level within the telephone menu.
Example: Terminal & Sets programming level.

Telephone Features Programming Guide
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ClearDisrlas font.  Indicates what appears on the telephone display.

Example: CALL.

italic text Indicates new terms and book titles.
Example: Business Communications Manager Telephone
Feature Card.

Forward sl ash / Separates names where two actions are assigned to one button.

Example: Run/ St op.

Acronyms

This guide uses the following acronyms:

AL Alarm

ASM Analog Station Module

ATA Analog Terminal Adapter

BLF Busy Lamp Field

BRI Basic Rate Interface

CAP Central Answering Position

CFB Call Forward on Busy

CFAC Call Forward All Calls

CFENA Call Forward No Answer

CLID Cdlling Line Identification

COSs Class of Service

DID Direct Inward Dia

DISA Direct Inward System Access

DN Directory Number (Extension Number)
DND Do Not Disturb

DLR Distinctive Line Ring

DRP Distinctive Ring Pattern

DRT Delayed Ring Transfer

ERC Express Routing code

HS Hospitality Services

IP Internet Protocol

ISDN Integrated Services Digital Network
ISO International Organization for Standardization
PBX Private Branch Exchange

PRI Primary Rate Interface

P0937240 02
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RC Room Condition

RJIXX Registered Jack XX (Where XX is used to denote numbers, for
example: 45 or 5.)

RO Room Occupancy

SLR Selective Line Redirection

URL Uniform Resource Locator

Related publications

For more information about using Business Communications Manager 2.5, refer to the following
publications:

»  Business Communications Manager Installation and Maintenance Guide

*  Business Communications Manager Programming Operations Guide.
This document provides more information about using Unified Manager.

»  Business Communications Manager DECT Installation and Maintenance Guide

Telephone Features Programming Guide
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Chapter 1
Introduction

Your Business Communications Manager telephone system has many features that you can
customize to keep up with changes in your workplace.

Unified Manager

Unified Manager is the tool used to program settings for the system telephony features, and
settings for each telephone and external lines. Multiple levels of programming are accessible
through Unified Manager. You access the Business Communications Manager Unified Manager
from your web browser. For more information about navigation and making selections using
Unified Manager, see the Business Communications Manager Programming Operations Guide.

Telephone types

Figure 1 shows the three different Business Series Terminals, aswell asthe M7324 and M7324N
telephones. See “T7100, T7208, T7316, M 7324 and M 7324N telephones’ on page 20.

Telephone Features Programming Guide
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Figure 1 T7100, T7208, T7316, M7324 and M7324N telephones

Telephone installation

If you are connecting a Business Communications Manager telephone for thefirst time, refer to the
following illustrations and steps.

1 Disconnect the line cord from the wall socket before trying to carry out any work on the
telephone.

2 Toremove any of the cords, pressthe release latch on the plug and carefully pull the plug from
the socket.
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7

Connect the handset cord to the jack labelled with the telephone icon and route the cord as
shown.

If you are using a headset, route the cord aong the channel in the base and connect the cord to
the telephone jack that islabelled with the headset icon.

Route the line cord through the support and connect the cord to the telephone jack that is
labelled with the jack icon.

Attach the support using either pair of slots; to raise the back of the telephone to its highest
position, use these dots.

When the above work is complete, plug the line cord back into its wall socket.

Figure 2 shows the T7316 installation procedure. See “Installing a T7316 telephone (North
America)” on page 21.

Figure 2 Installing a T7316 telephone (North America)

Figure 3 shows the T7316 and stand wall mounting procedure. See “Mounting a T7316 telephone
with a stand on thewall” on page 22.
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Figure 3 Mounting a T7316 telephone with a stand on the wall

Figure 4 shows the T7316 without a stand wall mounting procedure. See “Mounting a T7316
telephone without a stand on the wall” on page 23.
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Figure 4 Mounting a T7316 telephone without a stand on the wall

Name a telephone or aline

You can assign names to identify external lines, target lines, and your colleagues telephones.
During a call, the name (if programmed) appears on the telephone display instead of the external
line number or internal telephone number of the caller. You need to start a Unified Manager
session to program this feature. For more information about programming using Unified Manager,
see the Business Communications Manager Programming Operations Guide.

Telephone names and line names can contain both |etters and numbers, but cannot be longer than
seven characters. You cannot use the # and * symbols.

Note: You can give the same name to a telephone and aline in your system. Use
=>| initials, abbreviations, or even nicknames to give each telephone a unique name to
avoid confusion.

Extension numbers

Each telephone in the system has an extension number. The length of extension numbersin your
system can range from two to seven digits. All numbersin your system are the same length. Your
installer assigns the length of extension numbers, called the extension length. The default
extension length is three.

To find out your internal number, use the Button Inquiry feature (&) (¥] (0 ]) from an intercom
button. On the T7100 telephone, Button Inquiry shows your internal number followed by the
function assigned to the memory button.

Telephone Features Programming Guide
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Line assignment

You can assign any of the linesin your system to any of your telephones.Y our installer assigns
lines to telephones. Assignmentsfor lines are:

e appear only
e appear and ring
e ringonly

Lines assigned to a telephone automatically have aline button on that telephone, when abutton is
available. The T7100 telephone has no line buttons.

Prime line

You can program your telephone to select aninternal, or external line, or aline pool automatically
when you lift the handset. Thisisyour prime line.

Private line

A privatelineislimited to a selected telephone. You can pick up calls put on hold, or not answered
on aprivate line, only at the prime telephone.

Target line

A target line routes a call directly to a selected telephone, or group of telephones. Target lines are
only for incoming calls. A single incoming line can provide connections to several different target
lines. Target lines allow each person or department in the office to have their own number without
having a separate external line for each number.

Overflow call routing

If acall comesinto atarget line that isbusy, the system routes the call to the prime telephone for
that target line. If there is no prime telephone assigned to the target line, or if you cannot direct a
call to atarget line, the call goes to the prime telephone for the external line.

Overflow routing for incoming calls uses the routing service programmed by your installer.
Service must be active for overflow routing to operate. Overflow routing is not available in normal
service.

Note: When you make a call and the programmed route is busy, you hear the

=»| expensive route warning tone and see a display indicating the use of an expensive
route. To avoid using the normal, expensive route, release your call.

Because overflow routing directs calls using different line pools, a call might be
affected by different line filters.
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Telephone buttons

This guide showsthe Business Series Terminals buttons. Table 1 shows which buttonsto use on the

different types of Nortel Networks telephones. See “ Telephone buttons’ on page 25.

Table 1 Telephone buttons

M7100, M7208, M7310,

M7100N, M7208N,

Button Name T7100, T7208, T7316 M7324 M7310N, M7324N
Feature
Handsfree Bottom right-hand button
Mute =
Hold =) =)
Volume Control ) —& YD+
Release =) (o)

You can enter (e ], [Feature

], or [ Fx_] and the code to use a feature. For example: Press

ED to access your mailbox.

The T7100tel ephone works differently from other telephones on your system because it does not
have line buttons. Where other telephones can require that you select aline button to answer acal,
on the T7100 telephone you pick up the handset. Where other telephones require you to select a
line button to take a call off hold, you press (s~=] on the T7100 telephone.

On T7100 telephones, you can answer a second call by pressing (e ]. Your active call is put on
hold and you connect to the waiting call. You can have no more than two active calls at one time.

The T7100 telephone does not have a button.

Table 2 shows the buttons and their functionsfor each telephone. See“ Telephone button functions’
on page 25.

Table 2 Telephone button functions

@ Dial pad Used for dialing numbers and for entering numbers and letters when
you are programming.
@ Display Shows instructions for calling and programming.

9 Display buttons The current use appears on the display above each button.
9 Memory buttons

@ Feature button

Dial a number or feature code stored on the button.

Allows you to enter a feature code while using or programming the
telephone.

@ Hold button Puts an active call on hold.

0 Release button

Hangs up an active call or ends programming.

For more information about tel ephone buttons, refer to your Telephone User Card.
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One-line and two-line displays

The T7100 and T7208 tel ephones have a one-line display. The T7316 and M7324(N) telephones
have a second line on the display which shows the functions of the three buttons below it. Figure 5
shows the different types of telephone display buttons. See “Display buttons’ on page 26.

Figure 5 Display buttons

(—

Contrast lewvel 2

DOWH up

Contrast level 2

DOWN UF Ok

Contrast level 2

—-_— ‘\T) —_— DOLN Up oK
( ) [ ) —]

Display buttons

— o aa» e |

Some display buttons, such as TRARHSFE and ALL, are shortcuts that are only available on atwo-line
display. Other display buttons, such asok and sHow, perform afunction necessary to proceed. Table
3 shows display button functions and dial pad buttons on a one-line display telephone. See

“ Substitutes for buttons on a one-line display telephone” on page 26.

Table 3 Substitutes for buttons on a one-line display telephone

Dial pad buttons on a T7100
Display buttons |and T7208 telephones
0k (=) Or Hold
QuIT (=Jor
ACC
SHOW
CAMCEL
LIEL
QOUERRIDE
BESP e J——=«] or [« )

All examples in this guide show the two-line display.

Buttons under the display

Thethree display buttons are for tel ephone features. The programming session determines what
the display shows and what each button does. Some display instructions are 0k, CHAMGE or COFY. In
this guide, display button instructions appear underlined.
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Memory buttons

You can use memory buttons as answer, autodial, line, and programmed feature buttons. Line,
intercom and answer buttons must have indicators. The T7316, T7208 and M7324(N) telephones
have memory buttons with indicators. The T7316 telephone also has memory buttons without
indicators. Thereisasingle memory button, without an indicator, on the T7100 telephone.

Program buttons

Press the button on the telephone followed by an activation code for persona programming.
For asummary of all the Feature button programming, refer to Appendix A, “ Feature Codes,” on
page 129.
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Chapter 2
Answer calls

There are three indications of an incoming call:

e ringing
« aline button flashing

e amessage on the display

You do not always receive al threeindications for any distinct call. For example, you can have a
line set up not to ring at your telephone. If so, you see only aflashing line button. There are many
possible combinations, depending on your system set up. For more information about the use of
lines, see“Line buttons’ on page 42.

Ring types

There are several different types of ring.

A double beep every ten seconds A call is camped to your telephone.
A long singlering There isan external call on theline for you.

A shorter double ring Thereisan internal call on thelinefor you, or acall
is being transferred to you.

A brief singlering A call arriving on an external lineisredirected to a
telephone outside of your system. You cannot
answer this call.

Three beeps descending in tone You arereceiving apriority call.

Distinctive Line Ring

There are four Distinctive Ring patterns (DRP) for incoming calls.

DRP4 Highest priority
DRP3 2nd highest priority
DRP 2 3rd highest priority
DRP1 Lowest priority
Call Ringing

When more than one call rings at a telephone, highest proprity DRP rings through first.
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Call Answering

When more than one call rings at atelephone, the user lifts the handset and automatically answers
the call with the highest priority.

Note: External calls have a higher priority than internal calls.
nd Y ou cannot press [6 ] to changethering type on atelephone when
the Distinctive Line Ring featureisin service.

For more information about the Distinctive Line Ring feature, refer to the Business
Communications Manager Programming Operations Guide.

Line buttons

For each line assigned to your telephone, you have one line button. Press the flashing line button to
select the line you want to answer. Having several line buttons gives you immediate access to more
than oneline.

The T7100 telephone has two intercom paths, instead of line buttons, to answer calls. You can
assign two lines to each T7100 telephone. You can press (~=] to switch between two calls, one
active and one on hold.

What line indicators mean

A Flashing on and off for equal Thereisan incoming call ontheline.
lengths of time

A Flashing on and off more You have placed acall on hold.
quickly
A Flashing on for longer than off A person has put acall on hold on that line.
A On, but not flashing You are connected to the call on that line or the
lineisin use.
Off Thelineisfree.

Information about a call on the display

If you subscribe to Call Display services from your local telephone company, one line of
information about an external caller appears on the display after you answer a call. Depending on
the setting and the external information available, either the caller name or telephone number
appears on the display. When you transfer an external call to another telephone in your system, the
same information appears on the recipient’s telephone display.

Depending on the services you subscribe to, Call Display information can contain up to three
parts:
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» thenameof the caller
e the number of the caller
e the name of the line in your system that the call ison

For each telephone, you can determine which information appears on the display first.

Call Display information becomes avail able between the first and second ring of an incoming call.

If you answer before the Call Display information appears on your display, press to
view the line number or line name. To use logging features with Call Display, see“Call Log” on

page 77.

Call Information for a specific call

Call Information allows you to see information about incoming calls. This information is more
detailed than the Call Display information you can receive automatically. For external calls, you
can see the caller name, telephone number, and the line name. For an internal call, you can see the
caller name and the internal number. You can see information for ringing, answered, or held calls.

Call Log shows the same information as Call Information, with the date and time of the call, and
the number of times the caller called.

View Call Information before or after answering

To find out who is calling or to view information about your current call:

1 Press .
2 Press [#] or WIEW for more information about an external call.

Call Display information appears between the first and second ring of an incoming call. If you
answer before the Call Display information appears on your display, and you press ,
you see only the line number or line name.

View Call Information for a call on hold

1 Press(e]@8]){]{]. Thedisplay shows A Select a call.
2 Select theline on hold. Information about the call appears on the display.
3 Press [#] or VIEW to display more information about an external call.

Note: If your telephone automatically shows Call Display information
-> for acall, press before you press [# ] or UIEW for more
information about the call.
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Make Call Display information appear automatically at a telephone

Each telephone that rings for an external line can show Call Display information for that line. After
answering a call, Call Display information appears on the display of the telephone that answered
the call. Your installer or customer service representative can program telephones to have
automatic Call Display.

Change which call information appears first

If the information is not available from your telephone company, you can see Unknown name Of
Unknown number on the display. If the caller blocks that information you can see Private name or
Private number on the display.

You need to start a Unified Manager session to program this feature. For more information about
programming using Unified Manager, see the Business Communications Manager Programming
Operations Guide.

Priority Call

If you receive apriority call and your telephone has no free internal line buttons, you cannot
transfer the priority call, you must accept or releaseit.

Answer calls at a prime telephone

The prime telephone is normally the attendant’s telephone. The installer or customer service
representative programs a prime telephone for aline. Calls not answered at their normal
destinations transfer to the prime telephone. Business Communications Manager allows for a
prime telephone for each line if needed. The prime telephone display gives information about the
call, asin the following examples.

DHD from 221 The person at telephone 221 has forwarded a call to you using
Do Not Disturb.

DHD transfer The system has transferred a call to you from atelephone with
Do Not Disturb turned on.

DRT LineBal No person answered this call so the system transferred it to you.

LineBsl callback A person camped, parked or transferred a call on line 061, but

CALLECK no one has answered the call. PressCALLECE or the line button to
connect to the call.
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LineBs5l to Frine Thereis no telephone that can receive acall on line 061 so the
system has transferred it to you.

LineB@Z:Lined52 The call coming in on line 002 for target line 052 has come to
you because Line 052 isbusy.

For other displays, see Appendix B, “Common display prompts and error messages,” on
page 137.

Central answering position (CAP) module

A CAP moduleis an add-on device that provides 48 additional memory or line buttons. You can
connect one or two CAP modules to the telephone to increase the number of linesit can handle. A
CAP can monitor system telephone status, answer external callson up to 120 lines, and send up to
30 messages to other system telephones.

A central answering position (CAP) isan M 7324 or M7324N telephone and a CAP modul e(s) that
your installer or customer service representative programmed as a CAP. You can have up tofive
telephones programmed as CA Ps connected to Business Communications Manager. The CAPis
best as the prime telephone and direct-dia telephone for the lines and telephones. Refer to “CAP
module with M 7324 and M7324N telephones’ on page 34.
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Figure 6 CAP module with M7324 and M7324N telephones
M 7324 telephone

Customize your CAP module

When a CAP moduleisfirst plugged into your telephone, some of the module buttons are
automatically programmed to dial an internal number. You can program any of the buttons on your
CAP modulethat do not select linesto dial internal or external numbers automatically.

If your installer has programmed the CAP module for your system, you can move external linesto
the CAP module by using . See “Move line buttons’ on page 90.

You can program features on CAP modul e buttons. See Chapter 4, “ Time-saving features,” on
page 49 and Chapter 9, “Customize your telephone,” on page 83 for information about
programming memory buttons. You cannot assign any buttons on a CAP modul e as answer
buttons.

Monitor telephones with the CAP module

Theindicators A next to internal autodial buttons on your CAP module show the status of the
telephonesin your system.
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Theindicator is on when the telephone has:

e anactivecdl
* Do Not Disturb turned on

Theindicator is off when atelephone has:

e noactive cal
e acall on hold and no other active call

Release button
Press (+]Jto end a call.Y ou do not have to put the handset down. (=] also ends feature
programming.

Whileyou are on acall, do not press (<] to end afeature you are using. If you do, you disconnect
thecall. Use instead.

Pick up a call ringing at another telephone

You can answer a call ringing at another telephone by using Directed Pickup or Group Pickup.

Directed Pickup
You can answer any telephone that is ringing in your system.

1 Press(e] [7][6].

2 Enter theinternal number of the ringing telephone. You cannot use Call Pickup to answer
private lines.

Answer the telephone that has a flashing indicator for the call, or use Trunk Answer.Y ou can
answer acall that istransferred to an intercom button on another telephone. When the auxiliary
ringer isringing, but the call is not ringing at atelephone, you cannot answer the call using
Directed Pickup.

Note: Directed Pickup can retrieve callsthat are ringing on an Answer
nd extension. Although you can enter the extension number of the telephone
you hear ringing, it is possible the calls you are answering are from
another telephone.

Group Pickup

Your system can support nine pickup groups. As amember of a pickup group, you can pick up a
call that isringing at any telephone in your pickup group.

Press to pick up.
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You cannot use Group Pickup to retrieve acamped call.

With more than one incoming call at atelephone in apickup group, acall ringing on an external
lineis answered first, followed by calls on the prime line, and last, calls on intercom lines.

Change a telephone’s pickup group

To place and retrieve telephonesin and out of pickup groups, you need to start a Unified Manager
session to program the feature. For more information about programming using Unified Manager,
see the Business Communications Manager Programming Operations Guide.

Already Joined You are connected to the telephone that made the call you are
trying to pick up. This display appearsif you areonacal to a
colleague, your colleague dials the number of atelephonein
your pickup group, and you try to pick up that call.

Fickur denied Thereisno call to pick up, or the cal has been answered
or
you have tried to pick up a call on a person’s privateline.
Pickur: Enter the internal number of the telephone that isringing. (You
can use an internal autodial button to do this.)

If you decide not to answer aringing call after you have
activated Directed Pickup, press (e .

Trunk Answer

The Trunk Answer feature allows you to answer aringing call in any areain the system from any
telephone in the system. The line you are answering does not have to appear or ring at the
telephone you are using.

Trunk Answer works only with calls that are ringing on lines for which a Ringing Service schedule
isactive, and if your installer or customer service representative enabled Trunk Answer. If thereis
more than one incoming call on linesin a Ringing Service, the Trunk Answer feature picks up the
external call that has been ringing the longest.

Line denied You have tried to pick up acall on aperson’s private line.
Fickur denied Thecall that isringing is on aline that is not in a Ringing
Service.

Answer buttons

You can use an answer button to monitor calls on another person’ stelephone. All callsto the
monitored tel ephone appear on the Answer button.
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Answer buttons help attendants to monitor incoming callsfor one or several other people. For
example, an attendant can have line appearances for three different managers on the answer
buttons of the telephone.

When an attendant answers a call for manager A the appearance stops at that manager’ s set. This
flexibility allows for another (simultaneous) call to come in on the sameline. The sameistrue for
manager B and manager C. When incoming call traffic increases, the calls can route to a Hunt
Group to optimize call handling. For more information about Hunt Groups see Chapter 10, “Hunt
Groups,” on page 93.

The Answer button setting in Feature settings programming allows you to determine what types of
callsring at the telephone.Y our options are:

e Dbasic
* enhanced
+ extended

For more information about programming Answer buttons, see the Business Communications
Manager Programming Operations Guide.

T7100 telephones have no Answer buttons assigned to monitor other sets, but you can monitor
them.

You cannot make calls using Answer buttons.

If two or more callsareringing at a person’ stelephone, thefirst call appears on the attendant’s
Answer button. Any additional calls appear on intercom buttons, if they are available.

Note: More than one attendant can have an Answer button for asingle
nd telephone, alowing two or more attendants to handle calls for a busy
person.

Each telephone can handle calls for up to eight other people using a
separate Answer button for each person.

Listen to a call as a group
To allow people in your officeto listen in on acall using Group Listening, press 0] 2].
You hear the caller' svoice through your telephone’ s speaker. Continue to speak to the caller

through the telephone handset. Your telephone’s microphone is off, so the caller does not hear
people in your office.
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Cancel Group Listening
Group Listening cancels automatically when you hang up, or when you press 0]

Note: Keep the handset away from the speaker, or you can hear feedback.
=-> The higher the volume, the more the feedback. Press (=] to prevent
feedback when hanging up.
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Chapter 3
Make a call

The following are different ways to make a call, depending on the programming and the type of
call:

*  Pick up the handset and dial. Business Communications Manager supports three methods of
dialing. See“ Select how you dia your calls’ on page 42.

e Pick up the handset, press aline button, and dial (if the call is not on your prime ling).
* Press and dial (to talk without using the handset). See “Handsfree and Mute” on page 97.

e Pressaline or intercom button, then press the handsfree button and dial (to talk without the
handset. The speaker is active and the microphone is muted until you select the handsfree
button or pick up the handset).

» Pressaline or intercom button and dial (to talk without the handset and if Automatic
Handsfree is programmed on your telephone).

* Useone of the features that make dialing easier. See Chapter 4, “ Time-saving features,” on

page 49.

221 busy The telephone you have called has no internal linesavailable.

PRIORITY LATER PTESSLATER touse the_ Ring Again or Message features or press
FRIORITY to make apriority call.

a_ You are dialing using Pre-dial. To erase an incorrect digit, press

QUIT  EKSP the left end of or EkSF. When the number is
complete, select aline or lift the handset.

95551234 This prompt remains on your display whileyou are on acall you

TRAMSFR have dialed. To transfer the call, press TRAHSFE.

Already Jjoined

Calling 221

PRIORITY LATER

Can’t ring a9ain

Do not. disturb

PRIORITY LATER

Your telephone is connected to the telephone you are trying to
call. Check your active line buttons, and return to that call.

Wait for the telephone to be answered. If no one answers, press
LATER to use the Ring Again feature (“Ring Again” on page 44)
or Message feature (“Messages’ on page 71), or pressFRIORITY
to make a priority call.

You cannot use Ring Again on your current call.Y ou can use
Ring Again while you have abusy signal on aninternal call or
line pool request or while an internal call isringing.

The telephone you are calling has Do Not Disturb turned on.
PressLATER to usethe Ring Again or M essages features, or press
FRIORITY to make apriority call.
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ExFensiuve route

Hidden number

Line denied

Linedsl
TEAHSFE

Ho last number

Ho line selected

Hot in service

On another call

LATER

Restricted call

Ring A9ain?

YES MO EXIT

Select a line

Send messade?

YES MO

You have dialed a number, but the least expensive route
programmed for the system is busy. Unless you release the call,
the number goes through on a more expensive route.

The last number you dialed or the number you saved for Saved
Number Redial was a speed dial number that displayed a name
instead of the number.Y ou dialed the number correctly, but it is
not visible.

You have tried to use another person’s private line.

Enter the digits of the number you want to dial.

You have not dialed an external telephone number since the last
power interruption or system reset.

Either you have no primeline or your primelineisbusy. Select a
line manually before dialing.

You have entered the number of a telephone that isnot in
service.

The telephone you have called is on another call. PressLATER to
use the Ring Again or Message features.

System programming has a restriction configured for the call
you are trying to make. A possible reason is time-of-day
restrictions for some calls.

PressYES to use Ring Again. Press Hi to send a message. See
“Messages’ on page 71 and “Turn on Ring Again” on page 44.

Either you have no prime line, or the primelineisin use, or the
line programmed for an autodial number, speed dial number, or
Hotlineisin use. Select aline and dia again.

PressYES to send a message. See Messages.
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Denied in Admin The Last Number is not allowed.

For other displays, see Appendix B, “Common display prompts and error messages,” on
page 137.

Line pools

A line pool alows each telephone access to external lines from a group (or pool) of external lines.
To access aline pool:

e pressanintercom button and enter a line pool access code

* pressamemory button programmed with the line pool feature code and aline pool access code
A line pool isagroup of external lines shared by many telephones. You can use alinein aline pool
to make an external call.

The system can support 15 line pools plus six PRI pools, and depending on system programming,
atelephone can access any number of these line pools.

A line pool access codeis the number you dial to get aline pool. The access code can be up to four
digitslong. You can have severa different line pools for your system, each one giving you access
to adifferent set of external lines. Line poolsisone way of sharing lines across telephonesin a
system.

Your installer programs the access codes for line pools and gives each telephone accessto aline
pool.

Everyone in the office can have alist of the access codes for line pools their telephones can use.

Use a line pool to make a call
1 Press(e]6][4].
2 Enter aline pool access code.

If you have afreeinternal line, you can make a call using aline pool without entering the feature
code first.

1 Select aninternal line (intercom).

2 Dial theline pool access code.

Note: If nolinesare availablein theline pool, you can use Ring Again at the busy
tone. The system will inform you when alinein the line pool becomes available.
See“Ring Again” on page 44.
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Program a line pool feature code

When you program a button with the line pool feature code, you must enter aline pool access code
after the feature code. The programmed line pool button accesses a specific line pool, not theline
pool feature. See “Programming feature codes’ on page 85 for more information.

If you program abutton with an indicator to access aline pool, the indicator for the line pool
button turns on when all the linesin aline pool are busy. The indicator turns off when aline
becomes available.

Line buttons

There is one line button for each line assigned to your telephone. Press the line button to select the
line you want to answer or use to make a call. As you have several line buttons, you can access
more than one line.

The T7100 telephone has two intercom paths, instead of line buttons, to answer and make calls. A
T7100 can have two lines. You can press («=] to switch between two calls, one active and one on
hold.

Select how you dial your calls
To select adialing mode:

1 Press :
2 Press [#] or HEXT until the dialing mode you want appears.
3 Press or 0K to select the dialing mode.

You cannot program the dialing modes feature code on a memory button.

Standard dial

Standard dia allows you to make a call by selecting aline and dialing the number. If you have a
primeline, it is selected automatically when you lift the handset or press the handsfree button.

You cannot use Standard dial on a T7100 telephone unless you pick up the handset first. If you
have a T7100 telephone, use the Automatic dial or Pre-dial feature for on-hook dialing.

Automatic dial

Automatic dial allows you to dial a number without selecting aline. Your prime lineis selected
when you start dialing a number. Automatic dial does not work if your telephone has no primeline
or when your primelineisin use.

Telephones connected to an Analog Terminal Adaptor (ATA2) or an Analog Station Module
(ASM) cannot use Automatic dial.
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Pre-dial

Pre-dial allows you to enter a telephone number, check it, then change it before making the call.
The call does not dial until you select aline or line pool, or pick up the handset.Y ou can pre-dia
both external and internal numbers. You must, however, select the correct type of line (externa or
internal) for the type of number you have entered.

Note: If your telephone starts ringing while you are pre-dialing a number, you
=»| can stop theringing by turning on Do Not Disturb (CeJ 8] 5]). Do Not Disturb
entered while dialing does not affect the numbers you are entering.

You cannot pre-dial atelephone number if al the lines on your telephone are busy.

Receive a busy signal on an internal call

When theinternal number you dialed is busy there are three possibilities:

e Priority Cal

e Ring Agan

e Message
Priority Call

If you get abusy signal or a Do Not Disturb message when you call someone in your office, you
can interrupt their call by using the Priority Call feature. Use this feature for urgent calls only.

Program a telephone to make priority calls

You need to start a Unified Manager session to program this feature. For more information about
programming using Unified Manager, see the Business Communications Manager Programming
Operations Guide.

Make a priority call
To make apriority call:

1 Press 6]0].
2 Wait for a connection, then speak.

A person who receives apriority call while on another call has eight seconds to accept or block the
call. For information about blocking calls see “ Stop calls” on page 96. If the person does nothing,
the priority call feature puts their active call, including conference parties, on Exclusve Hold and
connectsyour call.
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When you make apriority call, the display may show the following:

Call blocked You tried to place a priority call to another telephone in your
system. The person you called has blocked your call. Try to call
later.

Flease wait The party you are calling has eight seconds to decide to accept

or reject your priority call.

Priority denied The telephone you are calling is receiving apriority call at the
same time or cannot receive priority calls.

You can make a priority call only while your telephone display shows the following:

221 busa
PRIORITY LATER

Calling 221
PRIORITY LATER

Lo not. disturb
FRIORITY LATER

On another call

PRIORITY LATER

Ring Again

Use Ring Again when you call aperson on your system and their telephone isbusy or thereisno
answer. Ring Again can tell you when they hang up or next use their telephone. You can use Ring
Again to tell you when a busy line pool becomes available.

Turn on Ring Again
To turn on Ring Again, press before you hang up.

Using Ring Again cancels any previous Ring Again requests at your telephone.
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Cancel Ring Again
Press to cancel aRing Again request.
Can’t ringd adain You cannot use Ring Again on your current call.Y ou can use

Ring Again while you have abusy signal on aninternal call or
line pool request, or while an internal call isringing.

Ring A9ain? PressvES to use Ring Again. PressHo if you select to send a
VES MO ExgT MESSage.

Message

When using Priority Call and Ring Again don’t work, you can leave a message on the person's
display. For more information, refer to “Messages’ on page 71.

Create a Conference Call

You can talk to two people at the sametime.

1 Make sure you have two calls, one active and one on hold.

2 Press .

3 Pressthe held line. (This action is automatic on the T7100 telephone.)

You can create a conference when you are on acall:

1 Putthecal onhold. (Thisactionisnot necessary when the Automatic Hold feature isavail able
on your system.)

2 Makeasecond call.

3 Press .

4  Pressthe heldline.

Only the person who established the conference can use the procedures described in this section.

Note: You can create a conference by releasing privacy on acall. See* Turn
=>| Privacy on or off for acall” on page 96.

Disconnect one party

You can disconnect one party from a conference and continue talking to the other.
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On aT7208, T7310, T7316 or M7324(N) telephone:

1 Pressthe line button of the call that you want to disconnect. The second call is automatically
put on hold.

2 Press (=) to disconnect thefirst call.

3 Pressthe button of the held line to reconnect with the second call.

On aT7100 telephone:

1 Press to put thefirst call on hold.
2 Press (»=] to put the second call on hold.

3 Press (=) to disconnect the second call.

4 Press [(»=] to reconnect with the first call.

or

1 Press and then press (~=) to put the second call on hold.
2 Press (=) to disconnect thefirst call.

3 Press [«—] to reconnect with the second call.

Separate holding of two calls

For all system telephones except the T7100 telephone, you can place the two peoplein a
conference call on hold separately, so that they cannot talk to each other.

Press the line button of one call. The other call isautomatically put on hold.

2 Press (»=]. The second call is put on hold.
Now you can re-establish the conference.

Take one call off hold.

Press :
Take the remaining call off hold.

Put a conference on hold

You can put a conference on hold, allowing the other two people to continue speaking to each other
by pressing (~=].

You can rejoin the conference by pressing either of the held line buttons.

For the T7100 telephone, press ().
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Split a conference

You can speak with one caller while the other call ison hold. Y ou can switch between calls using
=).

OnaT7208, T7310, T7316 or M7324(N) telephone:

1 Presstheline button of the caller with whom you want to speak. The other call isautomatically

put on hold.
2 Press (3 Jto re-establish the conference.
On aT7100 telephone:

1 Press(e]{#])[8]. Thefirstcalisput on hold.
2 Press (»=] to switch between calls.
3 Press to re-establish the conference.

Leave a conference call

You can remove yourself from a conference, and connect the other two callers.
Enter the Transfer feature code 0].

When you remove yourself from a conference using the Transfer feature, and both calls are from
outside your system, one of the calls must have come to you on a disconnect supervised line, or the
call disconnects.

I Parties only You aretrying to add afourth party to your conference call, or to
join two conferences together. Release one call from the
conference before adding another, or keep the two conferences
separate.

Conference buss You have tried to make a conference call, but your systemis
handling its maximum number of conference calls.

LineB@l 221 You are on aconference with the two lines or telephones shown.

TRAMSFR You can drop out of the conference and leave the other two
parties connected (Unsupervised Conference) by pressing
TRAMSFR or entering the Transfer feature code.

Press held line You have activated the Conference feature with one call active
and another on hold. Press the held line to bring that person into
the conference.

For other displays, see Appendix B, “Common display prompts and error messages,” on
page 137.
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Chapter 4
Time-saving features

This chapter shows you some time-saving features such as:

e Autodial
e Last Number Redial
e Speed Did

*  Saved Number Redid

Autodial

You can program memory buttons for one-touch dialing of internal or external telephone numbers.
You cannot use buttons for lines, answer or Handsfree/M ute as autodial buttons.

If the power to your Business Communications Manager system is off for more than three days,
autodial numbers and some other system programming can be lost from the memory.

To add an autodial button:

1 Press to program an external number or for an internal number.
2 Select abutton and then dial the number.

When programming Autodial you can use the following:

e Last Number Redial
*  Saved Number Redia
e destination codes (select an intercom button as the line)

Select a line for Autodial

To select aline for an external number, press the line or intercom button before you enter the
number. To select aline pool, press a programmed line pool button, or press an intercom button,
and enter aline pool access code.

If you select aline before pressing the autodial button, the call goes out on that line instead of the
linethat is part of the autodialer programming.

For the T7100 telephone, program an external autodialer by using aline and not a line pool.

Note: If you do not include aline selection in an autodial number, the call uses
=>| your prime line (if you have one).
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Use intercom as the line for Autodial

If you press an intercom button as the line for an external autodial number, you must include a
valid line pool access code or a destination code. If access codes for line pool or destination codes

change, remember to reprogram autodial numbers.

287 _

QUIT BEKSF 0K

Autodial full

Button erased

Enter digits
QUIT 0K

Intercom #: _

QUIT

Invalid number

FPress a button

QUIT

Pro3ram and HOLD

FPro9ram and 0K

QUIT Ok

Pro3rammed

Continue to enter digits until the number is complete. Press
or BKSF to erase an incorrect digit.

Press («—] or 0K when you finish.

The memory allocated to autodial numbers in your systemis
full.

While programming external Autodial, you erased the button by
pressing (~=] or oK before entering any digits.

Enter the number you want to program (selecting the line first if
necessary) exactly asif you were making a call.

Enter the internal telephone number you want to program.

You are programming an internal autodial button and have
entered a number that is not an internal number on your system.
Enter avalid internal number. If the number you are enteringisa
destination code, use external autodial.

Press the memory button you want to program.

Enter the number you want to program on the button, then press
().

Enter the number you want to program on the button, then press
(»=] or oK. You can include aline or line pool selectionin an
autodial sequence by selecting the line before entering any
digits.

The number is correctly stored on the button.

For other displays, see Appendix B, “Common display prompts and error messages,” on

page 137.
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Last Number Redial
Press to redial the last external number you dialed.

Last Number Redial records a maximum of 24 digits.

Note: If you have aLast Number Redial button programmed, use Button Inquiry
=*| (CeJ[F)[0)), then press the Last Number Redial button followed by ([#)) to
check the last number before you did it.

Prevent Last Number Redial
Last Number Redial can be restricted at individual telephones.

You need to start a Unified Manager session to program this feature. For more information about
programming using Unified Manager, see the Business Communications Manager Programming

Operations Guide.

Hidden rumber The last number you dialed was a speed dial number that
displayed a name instead of the number. The number dias
correctly, but does not appear on the display.

Ho last number You have not dialed an external telephone number since the last

power interruption or system reset.

Note: You can copy a hnumber on an autodial button using Last Number Redial.

Speed Dial

Business Communications Manager provides two types of speed dialing:

* gystem
e persona

System Speed Dial programming alows you to assign two-digit speed dia codes to the external
numbers called most often. Personal Speed Dial programming allows users to program their own
speed dial numbers.

Speed dial numbers are subject to the same restriction filters as normally dialed numbers.Y our
installer can program system speed dial numbers to bypass dialing restrictions.

To make a speed dial call

1 Press(e][0] toquickly dial external telephone numbers that programmed to speed dial codes.
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2 Enter the appropriate two-digit speed dial code.

System Speed Dial codes

System Speed Dia codes are numbered from 01 to 70. The installer assigns numbers to System
Speed Dial codesfor the all the system.

Note: Thereis no difference between using User Speed Dial and using System
=»| Speed Dial. Only the programming is different.

Personal Speed Dial
To add or change a Personal Speed Dial number on your telephone:

1 Press .
2 Enter atwo-digit code from 71 to 94 that you want to relate with a telephone number.

3 Toinclude aline selection for this number, pressthe line or intercom button. To select aline
pool, press a programmed line pool button, or press an intercom button and enter a line pool
access code. For the T7100 telephone, you can only select aline pool.

Enter the number you want to program.
Press or oK.
Bl Continue entering the number you want to program.Y ou can

CAMCL  EKSE ok chan_gt_e the number by pressing BkSF or GJ3——_=). When you
are finished, press (~=] or 0K.

Enter digits Enter the telephone number you want to program exactly asif

QuIT o youweredialing it normally. When you are finished, press (»—]
or oK.

Invalid code You have entered a code outside the code range (01-70 for

system, 71-94 for personal).

Ho number stored There is no number stored on the speed dial code you have
dialed.
Program and HOLL If youwant to program aline or line pool selection for this speed

dial number, select the line or line poal. If not, enter the
telephone number exactly asif you were dialing it normally.
When you arefinished, press (v—].

Program and OK If youwant to program aline or line pool selection for this speed

QuIT ok dial number, select the line or line pool. If not, enter the
telephone number you want to program exactly asif you were
dialing it normally. When you arefinished, pressok.
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Select a line Thereisno line related with the speed dial number you are
trying to use. Select afree external line or line pool and enter the
speed dial feature code again.

Unknown number- The system cannot dia the number stored. Reprogram the
number.

For other displays, see Appendix B, “Common display prompts and error messages,” on
page 137.

Saved Number Redial

You can save the number of the external call you are on (provided you dialed the call) so that you
can call it again later. Each telephone can save one number at atime with Saved Number Redial,
but not one number for each line.

Note: You can copy a number on an autodial button using Saved Number Redial.

Save a number
To save a number, press 6] (7] whileyou are on the call.

Saved Number Redial records a maximum of 24 digits.
Dial a saved number
To dia a saved number, press 6] 7] when you are not on acall.

If you have a programmed Saved Number Redial button, you can use Button Inquiry ((CeJ ] [0])
to check the last number before you didl it.

Prevent Saved Number Redial
Saved Number Redia can be restricted at individual tel ephones.
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You need to start a Unified Manager session to program this feature. For more information about
programming using Unified Manager, see the Business Communications Manager Programming
Operations Guide.

Hidden number You have saved a speed dial number that displaysanameinstead
of the number. The number dia's correctly, but does not appear
on the display.

Ho rumber saved You have tried to save the number of an incoming call.Y ou can

only save numbers that you have diaed.
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Chapter 5
Handling calls

This chapter shows you how to:

e handle many callsat atime
» transfer calls
e pakacal

Use Hold
You can put acall on hold by pressing (~—].

When acall ison hold, the button indicator flashes on all telephones that have access to that line.
Any of these telephones can retrieve the call.

On the T7100 telephone, (~=] changes between two lines; one active, one on hold. The T7100
telephone cannot retrieve a call placed on hold by another telephone.

Retrieve a held call
You can connect to a call on hold by pressing the flashing line button of the held call.

Hold automatically

If alineis programmed with full autohold, you can switch from one call to another and have your
calls put on hold automatically.

Press the line button of the second caller. The current caller is put on hold automatically.

Listen on hold
If your call is placed on hold, you can hang up the handset while you wait for the other person to
return.

Press ().
2 Hang up the handset.

3 Presstheline button of the call. You can hear indications from the far end that you are on hold
(for example, tones or music).
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4 When the person returns, lift the handset to continue the conversation.

Note: With Automatic Handsfree assigned to your telephone, you can use the
=»| Handsfree/Mute feature instead of Listen on Hold.

Hold a call exclusively
You can put acall on Exclusve Hold so that you can retrieve it only at your telephone.

Press @] or (~=]. Theline appears busy on al other telephones, and the call cannot
be picked up by another person in the office.

Or hiold:  LIMEMAM You have placed one or more calls on hold. The name of theline
held the longest appears on the display.

Call Queuing
If you have more than one call ringing at your telephone, you can select the call that has the highest
priority by pressing 0] [].

Call Queuing answersincoming external calls before callback, camped, and transferred calls.

Transfer calls

Transfer allows you to direct a call to atelephonein your system, within the Business
Communications Manager network, or external to your system.

To transfer acall, press 0].
2 Call the person to whom you want to transfer the call.

3 If you want to talk to the person, wait for the person to answer and speak to person before
continuing.

4 When you are ready to complete the transfer, press (=] or JOIN.

You cannot use Last Number Redial, Saved Number Redial, a speed dial code, Priority Call or
Ring Again to dial the number for atransfer.

Theway a private network call isrouted determinesif it is possible for the system to return a
transferred call to you when the transferred call is not answered. When transferring acall to a
private network destination, remain on the line until the person to whom you are transferring the
call answers.

You cannot use the Line Pool feature code to access aline pool for atransfer. To use aline pool,
use a programmed line pool button, or press an intercom button, and enter aline pool access code.
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If an auxiliary ringer is programmed to ring for calls on an external line, and you transfer acall on
that line without announcing the transfer, the auxiliary ringer rings for the transferred call.

Transfer external calls

If you transfer an external call to abusy telephone, or if there is no answer, the call automatically
rings again at the telephone that performed the transfer. The display indicates that the telephone
was busy or that no one answered.

When you transfer an externa call to an external number, the external call you are trying to
transfer must be an incoming call on a disconnect supervision line.

While on a conference call, you can leave the conference and connect two callers using the
Transfer feature. If the other people are from outside the system, at least one of the callers must
have called you and both of the calls must be on disconnect supervision lines.

Note: Transfer by Hold on DID linesis not supported. After answering acall, the
=>| line appearances on all other sets are free immediately to take other calls. This

allowsyou to receive agreater number of calls. Use the Call Park featureto

transfer acall.

In some conditions, you can experience lower volume levels when transferring an external call to
an external telephone, or when transferring two external callers from a conference call.

Cancel a transfer

You can reconnect to the person you are trying to transfer before the transfer is complete.

1 Press (0] or CAMCL.
2 If you do not reconnect to your original call, press (<] and then pressthe held line.

2215232

CAMCL  RETEY .JOIH

221 no rerla

CALLECE

Lo not. disturb

CAHCL  RETRY .JOIM

Invalid number

CAHCL  RETRY

You are talking to the person you want to transfer the call to.
PressreTRY if you decideto transfer the call to another person.
Press (=] or JOIH to transfer the call.

The person to whom you tried to transfer acall did not answer.
Press cALLECE or the flashing line button to reconnect to the call.
On the T7100 telephone, lift the handset.

The person to whom you tried to transfer acall has Do Not
Disturb active on their telephone. Press J01H to transfer the call.
Press RETRY to transfer the call to another person. Press CAHCL or
the flashing line button to reconnect to the call (on the T7100

telephone, press 01).

You entered an invalid internal number. Press RETEY and enter
the number again.
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Lineds&l hund uF

LineBsl>221
CAHCL  RETRY .JOIM

Hot. in service

CAHCL  RETRY

Restricted call

CAHCL  RETRY

5till in trhsfer

CAHCL  RETRY

Transfer denied

CAHCL  RETRY

Transfer Lolz__

CAHCL  RETRY

The external caller you were transferring hung up before the
transfer was complete.

Press JoIH to transfer the call on line 061 to telephone 221. Press
RETRY if, after talking to the person at extension 221, you decide
to transfer the call to another person.

The telephone to which you are trying to transfer acall is out of
service.

You cannot transfer the call because of telephone or line
restrictions.

Complete the transfer in progress before you access a new
feature, answer another call or select an outgoing line.

Your transfer does not function for one of these reasons:

All the resources needed to perform atransfer arein use. Try
again later.

You have tried to transfer an externa call to another externa
party. Some restrictions apply.

You cannot transfer your conference call.

PressreTrY if you entered the wrong internal number or if the
person to whom you are transferring the call is not available.

For other displays, see Appendix B, “Common display prompts and error messages,” on

page 137.

Camp-on

You can transfer an external call to another telephone when all the lines assigned to that telephone

are busy.

1 Press(e][B][2].

2 Dial the number of the telephone to which you want to camp the call.

Camped calls appear on aline button on the receiving telephone, if oneisavailable. If thereisno

line button available, you receive a message on the display and hear Camp-on tones.
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Each telephone in your system can handle one camped call at atime.

221 DHD
CALLECE

CamF denied

CamrF Lol

CAHCL

Camred: 221
CALLECE

Lineds&l hund uF

Hot in service

CALLECE

Releasze acall

The person to whom you redirected a call has Do Not Disturb
active on the telephone. The call has come back to you. Pressthe
CALLECE button or the line button to reconnect to the call. On the
T7100 telephone, just pick up the handset.

You have tried to camp an internal call.Y ou can camp externa
callsonly.

Dial the number of the internal telephone to which you want to
camp the call.

The telephone to which you camped acall did not answer the
cal. The call has come back to you. Press CALLECE or the line
button to reconnect to the call. On the T7100 telephone, just
pick up the handset.

A call you camped has come back to you, but the caller hung up
before you can reconnect.

The telephone to which you have camped a call isout of service
or is used for programming. The call has come back to you.
PresscaLLECK or the line button to reconnect to the call. On the
T7100 telephone, just pick up the handset.

Theline that the camped call ison isin use or that line does not
appear at your telephone. Release the line or release an internal
line.

For other displays, see Appendix B, “Common display prompts and error messages,” on

page 137.

Call Park

When you park a call, the system assigns one of 25 codes for the retrieval of the call. These codes
include the Call Park prefix, which can be any digit from 1 to 9, and atwo-digit call number
between 01 and 25. For example, if the Call Park prefix is 1, the first parked call is assigned Call

Park retrieval code 101.

The system assigns Call Park codes in sequence, from the lowest to the highest, until al the codes
are used. A round-robin method meansthe use of different of codes ensures acall reachesthe right
person, especially when more than one incoming call is parked.

The highest call number (the Call Park prefix followed by 25) is used only by analog telephones or
devices connected to the system using an ATA2 or an ASM. Analog telephones or devices cannot
use the other Call Park codes.

Telephone Features Programming Guide



60 Chapter 5 Handling calls

Your installer programs both the Call Park prefix and the delay before parked calls return to the
originating telephone. External calls parked for longer than the programmed delay return to your
telephone.

Park a call

You can interrupt a call to retrieve it from any telephone in your system.

1 Press .
2 PressPAGE to announce the retrieval code on your telephone display.

Retrieve a parked call

1 Select aninternal line. (On the T7100 telephone, pick up the handset.)
2 Dial the Call Park retrieva code.

Your system installer can disable Call Park.

Alreadd Farked The person you were talking to has parked your call. You cannot
park the same call.

Mo call to rark You have tried to use Call Park with no active call on your
telephone. If the call you want to park is on hold, reconnect to
the call before you park it.

Invalid number You have entered an invalid retrieval code.
Ho call on: 181 There was no call on the retrieval code you entered.
Fark denied You have tried to park a conference call. Split the conference

and park the calls separately. The person who retrieves the calls
can reconnect the conference.

Parked on: 482 Record the code shown. Use Page (2] 6 ] [0]) or pressFPAGE to
PAGE gwpr  @nouncethe call and itsretrieval code.

Farking full All available retrieval codes are in use. Transfer the call or take
amessage instead.

For other displays, see Appendix B, “Common display prompts and error messages,” on
page 137.
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Callback

When you direct acall you have answered to another telephone, the system monitors the call to
make sure it is answered. If no one answers the call within a set length of time, the system returns
it to you.

Callback generates many different displays. Most occur after aset delay and arelisted in the index.
Some occur immediately if the telephone to which you direct a call is out of service or not
available. These different displays are listed with the descriptions of the specific features such as
Transfer or Camp-on.

Telephone Features Programming Guide



62 Chapter 5 Handling calls

P0937240 02



63

Chapter 6
Forward your calls

If you leave your desk but want to receive calls at another location, you can forward your callsto
an internal or external telephone.

Call Forward
When you use Call Forward, all calls go to the destination you select, regardless of Forward on
busy (CFB) and Forward no answer (CFNA) feature programming.

To forward calls;

1 Press :
2 Enter the number of the telephone to which you want your calls forwarded.

To forward your calls to an external destination you must enter the route plusthe dialing digits of
the external telephone. For example, if you need to dial 9 for external calls, then you must enter 9
plusthe dialing digits to forward your calls to an external number.

Alternatively, you can use Line Redirection to forward calls outside the system. Line Redirection
takes priority over Call Forward.

Cancel Call Forward
Press to cancel Call Forward.

To allow external destination programming you need to start a Unified Manager session.Y ou must
assign Program Allow redirect to Yes for each telephone. For more information about
programming using Unified Manager, see the Business Communications Manager Programming
Operations Guide.

If the telephone to which you forwarded your calls does not have the same external lines as your
telephone, the forwarded calls appear on intercom buttons.

Forwarded calls do not ring but the line indicator flashes on the telephone. You can answer the call
by pressing the button next to the flashing indicator.

Note: If you set up forward loops from one telephone to another in acircle, this
=»| can result in unanswered calls at any location.
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Override Call Forward

When you call a person who has Call Forward to your extension, your call rings at that person’'s
telephone.

Change the automatic Call Forward settings

The Call Forward feature allows for programming of calls not answered or when the line isbusy.
You can define the number of times the telephone rings before call forwarding occurs. Program
this feature by starting a Unified Manager session.

Change Call Forward no answer

The Call Forward no answer feature redirects calls to another telephone in your system.
Line Redirection takes priority over Call Forward no answer.

For more information about changing Call Forward no answer using Unified Manager, see the
Business Communications Manager Programming Operations Guide.

Change the delay before a call is forwarded

You can assign the number of timesthat an incoming call rings at your telephone before the system
forwards the call. To estimate the delay time in seconds, multiply the number of rings by six. For
more information see the Business Communications Manager Programming Operations Guide.

Call Forward on busy

The Call Forward on busy feature redirects calls to another telephone on your system when you are
busy on acall, or when you have Do Not Disturb activated at your telephone. For more information
about changing Call Forward on busy using Unified Manager, see the Business Communications
Manager Programming Operations Guide.

Line Redirection takes priority over Call Forward on busy. The Call Forward feature or Call
Forward programming do not affect calls redirected by Line Redirection.

Telephones that have Call Forward on busy active can receive priority calls. If you are busy on a
target line call, another call to that target line redirects to the prime telephone for that target line.

DND on Busy

When you are busy on acall and a second call comesin, your telephone alerts you to the second
call with alight ring. If you find this second call and ring is disruptive, you can prevent a second
call by assigning Do Not Disturb (DND) on Busy to your extension.
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If you use DND on Busy, the line indicator for an external incoming call flashes, but your
telephone does not ring. Internal and private network callers hear a busy tone instead of ringing
when you are on the telephone. External callers are transferred to the prime set used in your
system. For moreinformation about changing Do Not Disturb on Busy using Unified Manager, see
the Business Communications Manager Programming Operations Guide.

Forward on Busy takes priority over DND on Busy.

If an external call uses atarget line, the call is processed according to the programming of the
target line. If thetarget line is busy, the caller hears a busy tone or routes the call to the prime set
for the target line, even with DND on Busy programming for the telephone.

Call Forward and voice mail

If you want avoice mail system to pick up unanswered calls automatically:

e usetheinternal number of your voice mail as the destination when you program Forward no
Answer and Forward on busy

or

» if your voice messaging system or service automatically retrieves calls, make the ring delay
greater than the delay used by your voice mail system

Forward denied There are several reasons why you can get this message. For
example, you cannot forward your callsto atelephone that has
Call Forward programmed to your telephone.

Forward:>221 Your calls are being forwarded to telephone 221.
CAMCL
Mot in service Two or more telephones are linked in aforwarding chain, and

oneis out of service or used for programming.

For other displays, see Appendix B, “Common display prompts and error messages,” on
page 137.

Line Redirection

Line Redirection allows you to send your external calls to a telephone outside the office.Y ou can
decide to redirect all, or some of, your external lines.

Line Redirection takes priority over the Call Forward feature. If both features are active on a set,
incoming external calls on redirected lines route to the indicated Selective Line Redirection (SLR)
external destination. Incoming internal calls go forward to the indicated Call Forward destination.

You cannot use the Line Redirection feature on either a T7100 telephone or a telephone connected
to an ATAZ or an ASM.
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You redirect lines at atelephone, but after redirection programming, the lines redirect for the entire
system.

You can redirect only lines that appear at line buttons on your telephone.

You can answer the telephone if it rings while you are programming Line Redirection; however,
none of the call handling features are available until the feature times out. If you need to use a
feature to process the call, quit Line Redirection programming by pressing (e ]. Do not press
(=] or you disconnect the call you aretrying to redirect.

While you are programming Line Redirection, you do not receive any indication of callsthat do
not actually ring at your telephone.

Be careful with redirection loops. If for example, you redirect your lines to your branch office and
your branch office redirects its lines to you, you can create aredirection loop. If these calls are
long distance, there can be charges.

In some conditions, callers can experience lower volume levels when you redirect callsto an
external location.

Allow a telephone to redirect calls
You can turn a telephone’s ability to redirect calls on and off.
You need to start a Unified Manager session to program this feature. For more information about

programming using Unified Manager, see the Business Communications Manager Programming
Operations Guide.

How Line Redirection is different from Call Forward

Call Forward forwards all callsthat arrive at a selected telephone to an internal or external
telephone. Line Redirection redirects only the lines you define, no matter which telephones they
appear on, to atelephone outside the system.

Line Redirection takes priority over Call Forward.

Turn on Line Redirection
To turn on Line Redirection:

Press .
2 Sdlect the outgoing line to use for redirected calls.

3 Enter the number you need to redirect call to. To enter the telephone number to which you
want to redirect calls, use one of the following methods:

* Pressan externa autodial button.
» Enter an external telephone number (using no more than 24 digits) then press (+—) or ok.
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* Press(x=] or ok if the line you have selected as the outgoing line is a private network line
that does not require you to dial digits.

4  Select thelinesto redirect.

If you useALL to redirect all your lines, ensure that you wait until all the lines on your telephone
light up before pressing (~=) or oK. If you press (~=] or oK before all the lineslight up, those lines
not lit do not redirect.

You can continue to use the line selected for redirecting calls on other lines when the line is not
busy on aredirected call. To avoid redirection failing because the selected lineisin use, select a
line pool with several linesinit. The system does not check that the number you give for line
redirectionisavalid one. If you redirect to an invalid number, redirection fails. To avoid a
redirections failure, use an autodial button to enter the redirection number.Y ou must program
autodial buttons used for line redirection to use a specific line.

Cancel Line Redirection
To cancel Line Redirection:

1 Press [4].
2 Sdlect thelinesyou no longer want to redirect.

Turn the redirect ring for a telephone on or off

You can program atelephone to ring briefly (200 milliseconds) when you redirect a call on one of
itslines.

You need to start a Unified Manager session to program this feature. For more information about
programming using Unified Manager, see the Business Communications Manager Programming
Operations Guide

Note: If atelephone has redirect ring enabled, it rings briefly for redirected cals
=»| ononeof its lines when another telephone has set up the line redirection.

The following displays appear when redirecting lines:

Intercom You selected the intercom button as the facility on which to
place the call. Enter aline pool code or a destination code.

Line Redirection Press [¥] or ALD to begin redirection. Press [# ] or REMOLE to
QUIT Ao REmgue  CAncel aprevious redirection.

Ho line to use You have one external line on your telephone, but you need a
second line to perform line redirection. Redirect your external
line using aline pool as the outgoing line.
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Out9oing line

Fool code:

QUIT

Redir ba 221
OUERRIDE

Redirect denied

Select line out.

QUIT

Select lineds 2

GUIT ALL

Select lineds2

ALL ]9

Unequirred line

You are trying to redirect aline and the line you have selected is
the outgoing line you have selected as a destination.Y ou cannot
redirect alinetoitself. Select another line.

Enter avalid line pool access code.

You have tried to redirect aline, but another person has
redirected that line. Press [¥] or OUERRIDE to override the
previous redirection and redirect theline.

You can redirect callsonly on individual lines.

Select the line used to redirect calls out of the system.

Press the lines to redirect. To release aline selection, press the
lineto redirect again. PressALL to redirect al your lines.

Continue to press the linesto redirect. Press (~] or 0Ok when
finished.

Theline you are trying to redirect cannot be redirected because
the hardware does not support redirection.

The following displays appear when canceling redirection:

Select lineds2

QUIT ALL

Select lineds2

ALL Ok

Pressthelinesthat no longer need redirection. Thelineslight up
when pressed. After you cancel redirection for aline you cannot
restore it by pressing the line again. PressALL to cancel
redirection for all your lines. When finished, press (~—) or oK.

Continue to pressthe lines that no longer need redirection. Press
(~=) or ok when finished.

For other displays, see Appendix B, “Common display prompts and error messages,” on

page 137.
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Chapter 7
Communicating in the office

There are several features for communicating in the workplace, such as:

. Page

*  Message

* VoiceCall
Page

The Page feature allows you to make announcements over the Business Communications Manager
system using the telephone speakers, or aloudspeaker system if oneis available.

Make a page announcement

To make a page announcement:

1 Press 6]0].
2 Enter apagetype. Page types are:

through the telephone speakers (internal page)
through an external speaker (external page)
both internal and external (combined page)

If necessary, select azone. Press 0] for all zones.
Make your announcement.
Press (=].

Page Shortcuts

Instead of entering the Page feature code followed by the page type, you can enter the following
shortcut codes.

All 6][0]
Internal 6] ) +zone(0Oto6)
External 6]
Combined 6)[3] +zone(0to6)
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Activate and deactivate the Page feature

You need to start a Unified Manager session to program this feature. For more information about
programming using Unified Manager, see the Business Communications Manager Programming
Operations Guide.

Create page zones

A zoneisany group of telephones that you want to group together for paging, regardless of their
location. You can assign one of six zones to each telephone. The maximum number of telephones
in apage zoneis 50.

You need to start a Unified Manager session to program this feature. For more information about
programming using Unified Manager, see the Business Communications Manager Programming
Operations Guide.

You can make a telephone part of a page zone when the tel ephone has Page assigned as Y (Yes).

Your installer programs the following options:

e atone sounds before a page announcement begins

* the maximum number of seconds a page announcement can last before it automatically times
out

Note: If atelephone has redirect ring enabled, it rings briefly for redirected cals
=*»| ononeof itslines when another tel ephone has set up the line redirection.

Enter zone:_ Enter the required page zone number (O- 6) or pressHLL.

ALL

Invalid zone You have entered a page zone code that is not between 0 and 6.
Page choice: Select the type of page you want. Seethelist in “Make a page

SETS  SPkr  goTH  @nouncement” on page 69.

Pade timeout Thetime allocated for paging has expired.

Padina ALL You are making a page. The display shows the page zone you have
selected. Press or (=) when finished.
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Paging busy A pageis being made in the page zone you have requested.

For other displays, see Appendix B, “Common display prompts and error messages,” on
page 137.

Note: You can make an announcement to one person by placing avoice cal to
=»| their telephone.

Using Page with external equipment

When you make a page that uses external paging equipment (external page or combined page), the
Long Tones feature automatically activates for the external paging system only. This allowsyou to
control optional equipment with the Long Tones feature.

Messages

The Messages feature allows you to leave a message on the display of another telephonein your
system or to analog tel ephones connected to an Analog Station Module (ASM). The Messages
feature indicates if you have any messages waiting.

The Messages feature uses a message waiting list to keep arecord of your internal messages and
your (external) voice mail messages (if you have access to Business Communications Manager
Voice Messaging service with visual message waiting indication).

Send a message

You can leave a message on the display of another telephone in your system.Y ou can send up to
four messages to different telephones, including your message center. |f your telephoneisa
direct-dial telephone or a CAP, you can send up to 30 messages.

Only the assigned direct-dial telephone for an analog telephone connected to an ASM can send
messages to anal og telephones by pressing . Depending on the programming setup, the
analog telephone provides either a Stuttered Dial Tone or a Message Waiting Lamp to tell the user
of messages waiting.

For anal og telephones connected to an ASM, the message waiting indicator remains on until the
user enters 6] B). If the analog telephone has the M essage Reply Enhancement
feature assigned as Yes, the message waiting indicator turns off automatically after you answer the
reply call, no matter where you answer the call. For more information about the Message Reply
Enhancement feature, see the Business Communications Manager Programming Operations
Guide.
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To send a message:

Press(e J(1].

2 On atelephone with atwo-line display, pressabl:. (Thisstep is not necessary on atelephone
with aone-line display.)

3 Enter theinternal number of the person you want to send the message. The person’s display
readsMezza9e for wou.

4 On analog telephones connected to an ASM, the message waiting indicator is activated.

Cancel a message you have sent
To cancel a message:

1 Press . The display readsCancel for:.

2 Enter theinternal number of the person you sent the message.

Review your messages
You can receive up to four messages from different telephones, including your message center. A
single message from your message center can represent several messages.
On atelephone with a one-line display:
1 Press 6]5].
The display shows the first message.
2 Press [¥] or to move through your messages.
On atelephone with atwo-line display:
1 PressHsG.
The display shows the first message you received.

2 PressHEXT to move through your messages.

Reply to a message
You can call the person who sent amessage, or your message center, while you are viewing the
message.

If your reply to amessage isforwarded or is answered at another telephone using the Call Pickup
feature, the message remains on your telephone until you cancel it or contact the telephone that
sent the message.

Press [0 ] to reply to a message on a telephone with a one-line display.
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PresscrLL to reply to a message on atelephone with atwo-line display.

If you want to call your message center using aline different from the programmed line, exit your
message list and dial the message center telephone number using normal dialing methods.

Reply to a message using an analog telephone connected to an ASM

On an analog telephone connected to an ASM, press 6)E]. Thesystem
automatically retrieves and connects the user to the oldest message sender. (The message can
originate from either the assigned direct-dial telephone or the internal voice mail system.)

If the anal og telephone has the Message Reply Enhancement feature set to Yes, and the sender is
the assigned direct-dial telephone, the message waiting indicator turnsoff automatically after
answering the reply call, no matter from where the call is answered.

For anal og telephones connected to an ASM, using the M essage Waiting Reply feature
(Crk ] ®) 6] B)), retrieves only internal messages sent to the user.

Analog tel ephones connected to an ASM cannot retrieve external messages by using the M essage

Waiting Reply feature (Link ] *] 6] 5)). For external messages, users must call back the
external voice mail center to retrieve their messages. When this happens, the message waiting
indicator on the anal og telephoneis turned off automatically.

If Voice Messaging is not installed on your system, only the assigned direct-dial telephone can
send messages to an analog telephone connected to an ASM using . The analog telephone
can in turn enter a single digit access code to reach the assigned direct-dial telephone and retrieve

messages.

If the assigned direct-dial telephone of an analog telephone connected to an ASM changes,
messages sent by the previous assigned direct-dial telephone remain in the incoming message list
of the analog telephone until you retrieve them.

Remove items from your message list

You can erase amessage while you are viewing it in your message list. If the messageis from your
message center, this action only erases the message notification at your telephone To erase the
message at your message center, refer to your message center documentation.

To remove items from your message list on atelephone with a one-line display, press (v—].

To remove items from your message list on atelephone with a two-line display, pressERASE.

Remove items from your message list using an analog telephone connected
to an ASM

To remove both internal and external messages on an anal og telephone connected to an ASM,
press ) B) to invoke the Cancel Message Waiting feature.
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On anal og telephones connected to an ASM, the Cancel Message Waiting feature cancels the
oldest message received. The system no longer provides either a Stuttered Dia Tone or a Message
Waiting Lamp if there are no messages waiting.

View messages you have sent
On atelephone with atwo-line display, you can view the messages you have sent.

1 Press :
2 PresssHOW to view your first sent message.
3 PressHEXT to view therest of your sent messages.

Cancel denied You have entered an invalid number when trying to cancel a
message.

Cleared:L INEMAM You have cleared an external message from your message waiting

HEXT list. The message exists in your message center until you erase it
there.

Inuse: 221 You aretrying to call from your message waiting list. The line that

you aretrying to useisin use by the identified user in your system.

La&1 L INEMAMUM=a You are viewing your message list. The display shows the number
MET AL cLesr and nameof the line used for your message.

Meszade denied You have tried to send a message to an invalid internal number or
to atelephone that is out of service.

Messade list SHOW appears when you have remaining messages. Press SHol to
SHOL aon EerT TEViEw messages you have sent. PressALD to send a new message.

Meszade to: Enter the internal number of the telephone to which you want to
send a message.
Meszades & Calls You have one or more messages and one or more new Call Logs.

Press (0] [6] to change thefirst line of the display to the

MSG CALLS :
current time and date.

Mo button free You have no line button free with which to reply to a message.

Mo number stored There has been no number programmed for the message center.
Contact your voice messaging service provider.

P0937240 02



Chapter 7 Communicating in the office 75

Start of list You are at the beginning of your list of messages. Press HEXT to

HERT move through your messages.

Their list full You are trying to send a message to a user whose message waiting
listisfull.

Your 1ist full You have tried to send a message but your telephone’slist of sent

messages isfull. Cancel one of the messages you have sent, if
possible, or wait until you have received areply to one of those

messages.
For other displays, see Appendix B, “Common display prompts and error messages,” on
page 137.
Voice Call
You can make an announcement or begin a conversation through the speaker of another telephone
in the system.

Make a Voice Call
To make a Voice Call:

1 Press 6]6].
2 Follow theinstructions on the display.

Mute Voice Call tones

When avoice call begins at your telephone, you hear a beep every 15 seconds as a reminder that
the microphone is on. To stop the beep, pick up the handset or press the handsfree button.

Answer a Voice Call using Handsfree Answerback

With Handsfree Answerback assigned to your tel ephone, you can respond to a voice call without
touching the telephone.

When a person makes avoice call to you, just start talking. The microphone on the tel ephone picks
up your voice.

After you have answered avoice call, you can put the call on hold, transfer it, or treat the call asa
normal call.

Handsfree Answerback is not available to the T7100 telephone.
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Voice Call Deny

Press to turn off the Voice Call feature on your telephone.

Voice calsring like normal internal calls. Your other calls continue normally.

Cancel Voice Call Deny
Press to cancel the Voice Call Deny feature.

Dial voice call

Microrhone muted

Ho woice call

Unice call

Dial theinternal number or press the internal autodial button of the
person you want to speak to.

Your handsfree microphone is on the mute setting. Press or
pickup your handset to respond to the voice call.

The telephone receiving the call cannot accept voice calls for one
of the following reasons: the telephone is active or ringing with
another call; Call Forward is on; Do Not Disturb is on; Voice Call
Deny ison; it is not a Business Communications Manager
telephone.

Your call continues as anormal ringing call.
Thelineisopen for you to speak.
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Chapter 8
Track your incoming calls

You can track information about calls using a Call Log. This chapter showsyou a Call Log, and
how to useit.

Call Log

If your system has the appropriate equipment and you subscribe to the call information feature
supplied by your service provider, you can record information about calls on an externd line. The
line must appear on that telephone before you can log it, but it does not have to be aringing line.
ISDN service packages that come with calling line identification (CLID) can supply the same
feature.

Call Log creates arecord of incoming external calls. For each call, the log can contain:

* sequence number in the Call Log

* name and number of the caller

e indication if the call was long distance

e indication if the call was answered and by whom
» timeand date of the call

e number of repeated calls from the same source

* name of the line on which the call came

Call Log can help you to

e keep track of discarded calls or calls not answered

» track patterns for your callers (for example volume of calls and geographic area of calls)
» record caller information quickly and accurately

» build apersonal telephone directory from log items

Information such aslong distance indicator and the caller’s name and number, may not show in the
log. The appearance depends on the Call Display services provided by your local telephone
company and the caller’slocal telephone company.

To use the features on the following pages, your telephone must have spaces available in its Call
Log. Your installer programs each tel ephone with an appropriate number of spaces.

Call Log options

You can select the type of callsto storein your Call Log. Select from four Autolog options: Mo cne
answered, Uhanswerd by me, Lod all calls, Ho autologging.
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To use Call Log:

1 Press . The display shows the current option.
2 Press [#] or HEXT to change the option.
3 Press (»=] or oK to select the display option.

Log a call manually

If your calls are not automatically logged, you can manually log call information when connected
to an external call. You can store information for your current call for future reference. For
example, you can:

» record acaller’s information without using paper and pencil
» record only selected calls as opposed to logging all calls
e quickly record cal information before a caller hangs up

Press to log an external call manually.

Delete old log items

Your log has aset number of itemsthat it can hold. When the log isfull, you can no longer log new
calls. When your log is full, the Autobumping function automatically deletes the oldest Call Log
item when anew call islogged.

Press to enable autobumping.

Press to disable autobumping.

View your Call Log

To view your log:

1 Press . The display shows the number of previously read items (old) and the
number of new itemsin the log.

2 Press (¥] or oLk to view old items; press [#) or HEW to view new items.

3 Press o) or RESUME to display the last item you viewed, the last time you accessed your Call
Log.

When you subscribe to Call Display services from your local tel ephone company, names and
numbers for external callers appear on the display.

View a Call Log item
Press or MORE to view the information for acall log item.
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Erase log items
You must erase log items that you have read, to make space for new itemsin your log.

1 Display theitem you want to erase.
2 Press (»—] Or ERRSE.
3 Press (=] to exit.

If you accidentally erase an item, you can retrieve the item.

1 Press [«») or UHC0 after accidentally erasing an item.
2 Press (=] to exit.

Make a call using Call Log

You can place calls from within your Call Log. The number stored for acall can vary depending on
thetype of call. For example, if the call came from a Centrex or PBX system, you can trim the first
few numbers before you make the call. If the number you want to call islong distance, or if you
want to use a line pool, you may need to add numbers.

Toplaceacal:

Display thelog item for the call you want to place.

Display the related tel ephone number.

Press or TRIM, onetime for every digit that you want to remove.
Dial any additional digits required.

Press an externa line or line pool button.

o o1 A W DN P

Lift the handset or press Handsfree.

Create a password to your Call Log
To access your Call Log through a password:

1 Press . The displays showsSHew Fasswrd:.
2 Enter your four-digit password. The display showsRereat. Hew:.

3 Re-enter your four-digit password. The display shows Pazzuword chanded, to confirm the
change.

To enter Call Log using a password:
1 Press to enter Call Log. If you have programmed a password, the display shows
Passward:.

2 Enter your four-digit password.
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If you do not remember your Call Log password, programming from Unified Manager can delete
the password. For more information about programming using Unified Manager, see the Business
Communications Manager Programming Operations Guide.

Change your Call Log password

1 Press(e]F][][E]. Thedisplay showsiold rasswrd:.

2 Enter your old password. The display showsHew Fassuwrd:.

3 Enter your new four-digit password. The display showsRereat. Hew:.
4

Re-enter your password. The display showsFazzword chanded to confirm the change.

Delete an assigned password

1 Press(e ][] [B][E]. Thedisplay showsiold Fassuwrd:.

2 Enter your old password. The display showsHew Fassuwrd:.

3 Press (s=] or oK. The display showsHa Fswd az=igned, to confirm the change.

Program a telephone to log calls automatically
Your installer can program each telephone to automatically log calls coming in on aline.

1:nknown hiame The caller's name is not available.
1 :nknown number The caller’s number is not available.
12:KATE SMITH _indicates anew item.

MEXT ERASE MORE

1Z¥ATE SMITH 1 indicates that the call was answered.
HMEXT ERASE  MORE

128KATE SMITH & indicates along distance call.
HEXT ERASE MORE

49.12345675890123 # indicates the stored number was trimmed to itsfinal 11 digits.

MEXT ERASE MORE FTESS [© %) or MORE to show additional information about
the call.
Callis ) bumred One or more log entries are deleted by the Autobumping feature

while you are viewing at the Call Log.
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Hold or release

Ih use: SETHAME

Jan 4 9i86a 3

HEXT ERASE MORE
Lineds&l 227
HEXT ERASE MORE
Lined&l dLogit
HEXT ERASE MORE
Linedsl

HEXT ERASE MORE

Mes=a3es & Calls

MSG CALLS

Hew calls bedin

Mo info to log

Ho 109 as=igned

Ho resume itemn

Hold or release your active call before entering Call Log.

The external lineisin use.

The repeat call counter, shown with time and date, indicates the
number of calls you have received from the same caller.

This call was answered at another telephone (227).

This call was logged manually.

This call was not answered.

There are one or more items in your message waiting list, and
there are one or more new itemsin your Call Log. Press

(0] ) to changethefirst line of the display to the current
time and date.

You have viewed your last old log item and nhow you can view
your new log items.

No information is available for the call.

No log space has been assigned to the telephone.

The resume item has been removed because of Autobumping,
repeat call update, or log reallocation while you are looking at
the Call Log.

For other displays, see Appendix B, “Common display prompts and error messages,” on

page 137.
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Chapter 9

Customize your telephone

You can customize your telephone to suit your needs. You can check the functions of buttons using

button inquiry. You can also:

» change the contrast of display
» change the language

» adjust thering type and volume

» change button assignment

Adjust the contrast on the display

1 Press(e]x][7].

2 Pressanumber on the dial pad to select the contrast level you prefer.

3 Press (] to save your setting.

On atwo-line telephone, you can use the UF and L:owH display buttons to adjust the contrast. The
number of contrast levels available varies from one telephone model to another.

Change the language on the display

You can select the language that appears on the display of each telephone. System software
supports four language options: Primary, Alternate, Alternate 2, and Alternate 3. All telephones
default to the Primary language at installation. Table 4 shows the different language options
available to each telephone. See “Language options’ on page 83.

Table 4 Language options

Language feature code Language

0] Language - Primary
0] Language - Alternate
0] Language - Alternate 2
0] Language - Alternate 3

If you program (0] [ ] toamemory button, you can press that button until the language
you want appears on the display. You cannot program o]2], ©J)B]or
(0] 4] to amemory button.
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Change the type of ring

You can select one of four different rings for your telephone. This selection makes it easier to
identify your telephone in an open office.

1 Press(e][*][6].
2 Press{i], 2], @], @], or HEXT.

You hear the selected ring for two seconds.

3 Repeat until you hear the ring you like, then press (s=] or oK.

Adjust the Ring volume

1 Press ©]J.
Thetelephone rings.

2 Press to adjust the volume: |eft end to decrease, and right end to increase.

Button Inquiry

You can check the function of any line, intercom, or programmed button on your Business
Communications Manager telephone by pressing (0] and abutton. On the T7100
telephone, Button Inquiry shows your internal number followed by the function assigned to your
single memory button.

@51 <LIMEMAME: The display shows the number and name of the line. Press SHOW
SHOL g o view the redirection status of the line.
123456789812345...  Press [#] or pressUIEW+ or +UIEW to view anumber that istoo
utEsor  10Ng to fit on the display. Press (=] or ok when done.
221 <SETHAME: The display shows the directory number of the telephone, and
MEXT  UIEWS the assigned name. Press HEXT to see the first line assigned to

ring at the intercom button.

“Feature name? The name of the feature assigned to a button appears on the
SHOL o display when you press the button. Press [# ] or sHou for
additional information.
Press a button Press the button you want to check. Press or EXIT when
BT finished.

For other displays, see Appendix B, “Common display prompts and error messages,” on
page 137.
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Programming feature codes

You can program a feature code to a memory button.

Any memory button not programmed as an external or internal line, target line, Answer button, or
Handsfree/M ute button, is available for features.

1 Press .
2 Pressthe memory button you want to program with afeature.
3 Enter the appropriate feature code you want to assign to the button.

You cannot program the following feature codes on a memory button: Long Tones and any code
beginning with [*] except (0] ] (Language Option) and (Contrast
Adjustment).

Note: When you program abutton with the line pool feature code, you must enter
=»| aline pool access code after the feature code. The programmed line pool button
accesses a specific line pool, not the line pool feature.

Erase a feature button

1 Press .
2 Pressthe feature button.

3  Press («—] or 0K to erase the button.

“Feature name? The name of the feature assigned to a button appears on the
SHOL ke displa_y when you pre$the button. SHOW appears when thereis
more information available.
Press [# ] or sHOW for additional information.

Enter code: If you are checking a speed dial button, enter the two-digit speed
dial code that you want to check.

F_ Enter the feature code, or press (<] or GUIT to end
QUIT  CLEAR programming or CLERR: to clear the numbers entered. The system
accepts the entry when you enter a valid feature code.

Feature code: Press and enter the feature code you want to assign to the
QuIT button. Check that the code isvalid.
Featurs moved You have programmed abutton with a feature programmed on

another button. The feature has moved to the button you just
programmed. The original button is now blank.
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Press a button Press the button you want to check. Press or EXIT when
EXIT finished.
Program and HOLL Enter the number you want to program and press (~=]. To erase

the button, press ().

Program and OK Enter the number you want to program and press oK. To erase
QuIT o thebutton, just press (] or oK.

For other displays, see Appendix B, “Common display prompts and error messages,” on
page 137.

Default button assignments

During Startup, the installer chooses one of the available templates. Default features are assigned
automatically to the programmabl e buttons on tel ephonesin the system, and vary with the template
and the telephone. The default features appear in the following tablesin this chapter.

Rules of default button assignment

Line and Intercom buttons assigned by default templates can be changed in programming.
Handsfree/Mute and answer button features are not assigned by default. If these features are
defined, however, they are automatically assigned to specific buttons, as described on this and the
following page. None of these buttons are available on the T7100 telephones. Refer to “ T7316 and
T7208 telephone button defaults’ on page 88.

The T7316 and T7208 tel ephones can have up to eight Intercom buttons. They appear above the
Handsfree button at the bottom right-hand corner on your tel ephone.

Each telephone can have up to four answer buttons. They appear above Intercom buttonsin the
right column and continue up from the bottom in the left column, replacing the features on those
buttons.

External line buttons appear in ascending line order, starting at the top button in the left column
(the top button on the T7208 telephone). If more than eight external lines are assigned to a T7316
telephone, or more than 12 to aM7324(N) telephone, assignment continues down the buttons on
the right column, erasing the feature codes on those buttons. Line buttons have priority over feature
access buttons except for the Handsfree, Intercom, or answer buttons.
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T7316 Button mapping

Button mapping for the T7316 telephone is unique because this telephone has more buttons than
the other telephone types. Internal autodial numbers are assigned to buttons, 11, 13, 15, 17, 19, and
21. Programmed external line buttons appear in descending line order starting with button 1. When
more than five external lines are programmed, assignment continues on button 6 and continuesin
descending order.

Programmed intercom buttons appear on buttons 9 and 10. When you require more than two
intercom buttons, you can use button 8. When the Handsfree feature is programmed to your
telephone, the feature appears on button 10, moving intercom button(s) up one position.

Programmed telephone features are assigned to the remaining available buttons. Default internal
autodial numbers are assigned to the eight programmabl e buttons at the top of your T7316
telephone. Figure 7 shows the button number assignments on the T7316 telephone. See “Button
assignment on the T7316 telephone’ on page 87.

Figure 7 Button assignment on the T7316 telephone
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T7316 and T7208 telephone button defaults

The default button assignments for the T7316 and T7208 tel ephones depend on the template
applied. Table 5 shows the button assignment template for the T7316 telephone. See “T7316
button assignment template” on page 88. Refer also to “ Telephone buttons’ on page 25.

Table 5 T7316 button assignment template

PBX Button Number DID

DND 01 Line

Transfer 02 Transfer

Call Forward 03 Call Forward
Pick-Up 04 Pick-Up
Page-General 05 Page-General
Conference 06 Conference
Last No. Redial 07 Last No. Redial
Intercom 08 Intercom
Intercom 09 Intercom
Handsfree/Mute 10 Handsfree/Mute

Table 6 shows the button assignment template for the T7208 telephone. See “T7208 button
assignment template” on page 88.

Table 6 T7208 button assignment template

PBX Button Numbers DID

Pick-Up 01 Line

Transfer 02 Transfer

Last No. Redial 03 Last No. Redial
Page-General 04 Page-General
Conference 05 Conference
Intercom 06 Intercom
Intercom 07 Intercom
Handsfree/Mute 08 Handsfree/Mute

M7324 Button mapping

Button mapping for the M 7324 telephone is unique because this telephone has a different layout
and more buttons than the other telephone types. Programmed external line buttons appear in
descending line order starting with button 1.

Programmed intercom buttons appear on buttons 23 and 24. When you require more than two
intercom buttons, you can use button 22. When the Handsfree feature is programmed to your
telephone, the feature appears on button 24, moving intercom button(s) up one position.

P0937240 02



Chapter 9 Customize your telephone 89

Programmed telephone features are assigned to the remaining available buttons. Figure 8 shows
the button number assignments on the M 7324 telephone. See “ Button assignment on the M 7324
telephone” on page 89.

Figure 8 Button assignment on the M7324 telephone
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M7324(N) telephone button defaults

The default button assignments for the M 7324(N) telephone depend on the template applied. Table
7 shows the button assignment template for the M7324(N) telephone. See “M7324(N) button
assignment template” on page 89. Refer also to “ Telephone buttons’ on page 25.

Table 7 M7324(N) button assignment template

PBX Button number DID

L ) 01
(I 02
(I 03 (I
) 04 ]
(I 05 (I
(I 06 (I
(I 07 (I
(I 08 (I
(I 09 (I
(I 10 (I
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(I 11 7
(I 12 7
13
14
15
16
17
18
19
20
21
22
23
24

T7100 telephone button defaults
For all templates assigned to the T7100, the one programmabl e button on the T7100 telephoneis

ast No. .

I

Note: The default Page button activates the External Page option
= (@Be).

Move line buttons

You can move externa linesto different buttons on your telephone.

Press .

Press the line button you want to move.

Press the button to which you want to move the line.

Press (=].

You cannot move intercom, answer or Handsfree/Mute buttons on a CAP module.

A W DN P

Exchanded The two buttons you selected have exchanged position.

Inwalid location You tried to move aline to a button that cannot be aline button,
such as an intercom button, Handsfree/M ute button, or an
answer button.
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Mowe line from: Press the button of the line you want to move. Press or

T 2UIT when you have finished moving lines.

Mowe line to: Press the button you want to move the line to. Neither of the

e buttonsis erased. The lines, or the line and feature, switch
places.

Press a line The button you aretrying to moveis not aline button. If you are

trying to switch aline and afeature, move the line to the feature
button and not the feature button to the line.

Hide the message or calls indication
The display that shows you have messages or calls can be replaced with the current time and date.

If you are using atelephone with a one-line display, the message or call indication is hidden.

1 Press @]E].
The current time and date appears on the first line of the display.

2 PressHsG or [6] (5] to see your messages, or presscALLS or to see your
cals.

Restore the messages and calls indication

You can retrieve your message and call information by using the display buttons that appear on the
second line of the display.

Press (0] [6] to retrieve amessage and call information.
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Chapter 10
Hunt Groups

The Hunt Groups feature allows access to agroup of Business Communications Manager
telephones by entering a single extension number. This ensures that calls easily route to the

appropriate group.

Hunt Groups are used in conditions where a group of people performing the same task answer a
number of related telephone queries. Some typical uses of Hunt Groups are:

» asaesdepartment answering questions on product prices or availability

» asupport department answering questions describing the operation of a product

e an emergency department answering calls for help

As an example, consider Hunt Groups that route calls to a support service such asahelp line for a
software company. Specialists handling Product A can be in one group, and specialists handling
Product B can be in another group. Incoming calls hunt for the next available telephone in the

group. If no telephoneis available, the call is placed in a queue or is routed to an overflow
telephone.

You need to start a Unified Manager session to program this feature. For more information about
programming using Unified Manager, see the Business Communications Manager Programming
Operations Guide.

You can make programming changes to the following Hunt Group settings:

» members of agroup and member position in agroup
» lineassigned to a group

« distribution of incoming calls

* how long the system looks for available members

» whereacall goesif all members are busy

Features affected by Hunt Groups include:

e Call Forward All Calls

e Cadl Forward No Answer
« Cadl Forward on Busy

e Group Pickup

e Transfer viaHold

e Priority Cal

e LineRedirection
* PageZones

*  VoiceCall
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Members of the group

Members of the group can be any telephonesin the system or portable telephones. Each telephone
can be in more than one Hunt Group, and considered amember in each Hunt Group, increasing the
total number of membersin the system.

There isonly one appearance of the same Hunt Group on a set. Hunt Group extension numbers
cannot be members of other Hunt Groups. An extension number can be related with amember of a
Hunt Group and is called a member extension number.

Distribution mode

There are three modes of call distribution:

Broadcast—rings every set in the group at the same time. Callsare handled one at atime; other
callsare put in aqueue. When acall is picked up, the call next in the queue is shown to the
Hunt Group without having to wait for queue time-out.

In Broadcast mode you can program all the attendants in the group to share the load of
answering large volumes of calls. All sets automatically display the calling line identification
(CLID), if available. A known exampleisafund raising campaign where a group of operators
are waiting to take each call asit comesin.

Sequential—starts the call at thefirst set in the Hunt Group and distribution is complete when
the first free set is found. Simultaneous calls can be shown. Distribution is order based.

In Sequential mode, you can program your top sal esperson to be the first member of the group
to receive incoming calls.

Rotary (Cyclic)—the call starts at the set after the one which answered the last call.
Distribution is complete when the next free set is found. Simultaneous calls can be shown.
Distribution is order based.

In Rotary (Cyclic) mode, you can ensurethat all your help line peopl e receive calls on an equal
basis, instead of one person receiving most of the calls. The call ringsat one set at atimeina
rotation.

If aHunt Group has available members but no one answers the call, the call routes through the
Hunt Group list until either a person answers the call or the queue time-out occurs. In the second
case, the call routesto the overflow position. After a call goesto the overflow position it isno
longer aHunt Group call.

For information about Hunt Groups, see the Business Communications Manager Programming
Operations Guide.
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Chapter 11
Telephone features

This chapter shows you how to:

* move atelephone

o prevent acall fromringing at atelephone
e turn Privacy on and off

» usethe Handsfree and Mute features

e timeacal

» recover from an accidental disconnect

e play music in the background

Moving telephones

Caution: You can be required by law to report any telephone movesto your local
@ telecommunications carrier or 911 service provider. For more details, ask your

local carrier, your local 911 service provider, and/or your local

telecommuni cations service provider.

When automatic tel ephone rel ocation is enabled in programming by your installer, you can move
your telephone from one jack to another without losing any of its custom programming.

Hunt Groups

Business Communications Manager allows you to establish Hunt Groups in your system. A Hunt
Groupsisagroup of telephones that is accessible by entering a extension number. The Hunt
Groups feature ensures calls route to the appropriate people. For more information about Hunt
Groups see Chapter 10, “Hunt Groups,” on page 93.

Prevent calls from ringing at your telephone

You can prevent calls from ringing at your telephone, either when you are away from your desk or
while on another call with the Do Not Disturb (DND) feature.
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Use Do Not Disturb

After you turn Do Not Disturb on, calls are forwarded to the prime telephone when thereis no
other telephone on which the line appears. If there is another telephone that shares the same line,
the call can be answered by that person. (The Delayed Ring Transfer feature transfers all calls not
answered, to the prime telephone after a defined time.)

Do Not Disturb prevents voice calls from alerting at your telephone. Voice calls appear as hormal
intercom calls.

Cancel Do Not Disturb
Press to cancel Do not Disturb.

Allow calls Your telephone receives calls normally.

Stop calls
Press to stop callsfrom ringing at your telephone.
You only receive priority calls at your telephone. A line button flashes when you receive acall, but

the call does not ring.

Refuse to answer a call

If your telephone rings while you are on a call, you can refuse to answer the second call, eveniif it
isapriority call.

Torefuse acall, press while your telephone is ringing.

Turn Privacy on or off for a call

You can configure linesin your system to have automatic privacy. With aline not programmed
with privacy, anyone with the line assigned to their telephone can join your call by pressing the line
button. With aline programmed with privacy, one person at atime can use the line.

Privacy control cannot be for internal or conference calls.

When another telephone joinsacall, the participants on the call hear atone, and a message appears
on the telephone display. It is not possible to join acall without everyone hearing this tone.

Note: The Privacy feature does not apply to target line calls.
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Create a conference call by releasing privacy

With aline programmed with privacy, you can turn privacy off to allow another person with the
samelineto join in your conversation and form a conference. All the rulesfor a conference apply
but there is one linein use, instead of the normal two. This means that you cannot split a
conference set up using Privacy.

1 Press .
2 Téell the other person to press the line button and join your conversation.

Only two Business Communications Manager tel ephones and the external caller can take part in
this kind of conference.

Make a call private
With aline programmed not to have privacy, you can turn privacy on for acall, preventing other
people with the same line from joining.

Press to make aprivate call.

Handsfree and Mute

You must assign the ability to use Handsfree to on or off for each telephone. Also program the type
of Handsfree. See “ Change Handsfree for atelephone” on page 98. You must also turn on
Handsfree for atelephone to use a headset.

Answer calls without lifting the handset

1 Presstheline button for theringing call.

2 Pressthe handsfree button. The telephone’s internal microphone and speaker automatically
turn on.

Handsfree is not available for a T7100 telephone.

Note: Direct your voice toward the telephone. The nearer you are to the
nd telephone, the easier it is for the microphone to transmit your voice to
your listener.

Make calls without lifting the handset

1 Pressthe handsfree button. The telephone’s internal microphone and speaker automatically
turn on.

Dial your call.
Speak normally.
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Mute Handsfree

1 Press to switch off the telephone microphone so that you can speak to a person in your
office while you are on a handsfree call. The display reads Microphone Muted.

2 Pressthe handsfree button to turn the microphone back on again and continue your handsfree
call.

Change a normal call to handsfree

1 Pressthe handsfree button.
2 Hang up the handset.

Change a handsfree call to a normal call
To switch from handsfree, lift the handset.

Handsfree

Theindicator next to the handsfree button is solid when you have Handsfree turned on. It flashes
when you mute the microphone.

Wait for your caller to finish speaking before you speak. The microphone and speaker cannot both
be on at the same time. Your caller’s voice can be cut off if you both speak at the same time.
Interruptions such as atapping pencil can be loud enough to turn on your microphone and cut off
your caller’s speech.

To prevent an echo, keep the area around your telephone free of paper and other objects that can
screen your microphone. Turn down the microphone’s volume (press the |eft end of
while speaking) to prevent feedback. When you change the volume level, both the microphone and
speaker volume adjust to prevent feedback problems.

Position the telephone so that any unavoidable local noise (such as an air conditioner) is behind it.
This position limits the amount of background noise.

Note: In open office environments, use the handset when handsfree
- communication is not necessary or when you need privacy during a call.
Another option isto use a headset.

Change Handsfree for a telephone

You can program the type of Handsfree used with each telephone or activate Handsfree
Answerback.

You need to start a Unified Manager session to program this feature. For more information about
programming using Unified Manager, see the Business Communications Manager Programming
Operations Guide.
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Handsfree Answerback

Handsfree Answerback allows you to answer avoice call without lifting the handset. Handsfree
Answerback is aways turned off for a T7100 tel ephone.

You can turn Handsfree Answerback on or off for atelephone programmed to use Handsfree. You
need to start a Unified Manager session to program this feature. For more information about
programming using Unified Manager, see the Business Communications Manager Programming
Operations Guide.

Hearing aid compatibility

The handsets on all system telephones are compatible with hearing aids as defined in the FCC
rules, Part 68, section 68.316. Not all hearing aids are optimized for use with a telephone.

Call Duration Timer
Press (e ] (7] [7] to see how long you were on your last call, or how long you have been on your

current call.
221 82147 The display showsthelast call you made, or the current call, and
the total elapsed time in minutes and seconds.
Line@sl B1:45 You parked your last call. Y ou cannot see the length of time a

call was parked.

Accidental disconnect

If you accidentally drop the handset back into the telephone cradle while answering a call, you can
retrieve the call.

Pick up the handset again or press the handsfree button within one second to reconnect to your call.

Disconnect supervision

When disconnect supervision is assigned to aline, the system detects when an external caller
hangs up and releases the line for other uses. The installer assigns disconnect supervision.

Time
Press (0] B8] to display the current date and time while you are on a call.
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Press (0] 6] to display the static time.

Press (0] [6] to cancel the static time feature.

Background Music
Press [6 ] to listen to music through your tel ephone speaker.

Your installer makes this feature available to all telephonesin programming. You need to supply a
music source, such asaradio, which is attached to your system.

Warning: According to U.S. copyright law, alicense can be required from the

& American Society of Composers, Authors and Publishers or asimilar organization
if radio or TV broadcasts are transmitted through the Background Music feature
of thistelecommunication system.

Nortel Networks hereby disclaims any liability occurring as aresult of failureto
get alicense.

Cancel Background Music
Press [6]. The music stops automatically if you make or answer a call.
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Chapter 12
System features

This chapter describes how Business Communications Manager sends and receives different types
of information. This chapter also shows you a variety of services and how to use them.

ISDN

Integrated Services Digital Network (ISDN) technology provides afast, accurate and reliable
means of sending and receiving data, image text and voice information through the telephone
system.

Using ISDN Primary Rate Interface (PRI) or Basic Rate Interface (BRI) allows for faster
transmission speeds and the addition of many powerful business applications, including remote
LAN access, video conferencing, file transfer, and Internet access.

Your installer or service representative configures your ISDN services and telephone equipment.
For more information about ISDN, see the Business Communications Manager Programming
Operations Guide.

You can use selected ISDN network features from atelephone in the system.Y our central office
switch (ISDN network) determines which features are available to you.

Network name display

Your system shows the name of an incoming call when it is available from the service provider.
Name information appears on the display of atelephone. If the Calling Party Name has the status
of “private” it appears on the display as“ Private name.” If the Calling Party Name is not available
it can appear on the display as“Unknown name.”

Your telephone display shows the name of the called party on an outgoing call, when available
from your service provider.

Your system sends the Business Name concatenated with the set name on an outgoing call but only
after the Business Name is programmed.

Name and number blocking

When activated, (9] alowsyou to block the outgoing name and/or number on a
per-cal basis. All telephones in the system can use the Name and number blocking feature.

Ask your customer service representative if this feature is compatible with the features available
from your service provider.
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Use alternate or scheduled services

There are three types of services for Business Communications Manager to handle callsin a
different way on different days, and at different times of the day:

» Redtriction service

* Ringing service

* Routing service

Theinstaller customizes and programs all three services, that is the six schedules available to each

service. Theinstaller programs one telephone used to turn services on and off, and display what
services arein use. This specific telephoneis called the control telephone.

Restriction service

Restriction service prevents a user from dialing some types of calls from atelephone or from lines
that are available at the telephone. The installer programs restrictions.

Ringing service

Ringing service makes additional telephones ring for incoming calls on external lines. For
example, incoming external calls can ring at a security guard’s telephone during the night, or calls
to one attendant can ring at another attendant’ s telephone during lunch. Ringing service does not
suppress your normal ringing assignment.

Routing service

Routing service alows you to assign alternate routes to calls.Y ou can take advantage of lower
costs available on selected routes for some days and at some times. Both the normal and aternate
routes are programmed by your instaler.

Turning services on and off

Three programming settings: Manual, Automatic and Off, control how the system uses different
services and their schedules.

e Manual allows you to turn the service on and off at any time from a control telephone using a
feature code.

» Automatic allows you to use the pre-assigned stop and start time for a service. You can enable
and cancel the service by entering the appropriate feature code at a control telephone. If you
select this setting, you use the start and stop times programmed by your installer.

»  Off prevents the service from being activated.

For more information about programming using Unified Manager, see the Business
Communications Manager Programming Operations Guide.
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Each schedule can have its configuration of a service which works separately from automatic start
and stop times. For example, in Restriction service, the Night schedule prevents people from
making long distance calls. Calling the restriction Night schedule does not limit the use to that
specific schedule. You can turn the Night schedule for Restriction service on or off as needed any
time of the day or night. If you decide to run a service on a schedule, the system uses the start and
stop times used for the schedule you set up.

Turn services on and off using feature codes

You can access the master control for services through the Unified Manager. The following feature
codes allow access and control of the day-to-day use of services.

o) Turns on Ringing service. When used at the direct dial telephone,
it activates the alternate direct dial telephone (extra dial
telephone).

Turns off Ringing service.

] Turns on Restriction service.

o) Turns off Restriction service.

Turns on Routing service.

Ce] Turns off Routing service.

To turn a service on:

1 Enter the appropriate feature code from a control telephone.

2 PressHEXT to move through the schedules until the display shows the version of the service
you want turned on.

3 Pressok to select the setting, or pressaUIT to exit the feature without making any changes.

To turn a service off, enter the appropriate feature code from a control telephone.

Caution: Assigning aservice as Normal is not the same as canceling a service
@ using a feature code. If you assign the service as Normal, the normal version of a

service overrides any automatic schedule and remains until you manually cancel

it. When you cancel service by feature code, you return to the automatic schedule.

View active services from a two-line display telephone

When a service is active, the control telephone display shows Serwices OH.

1 PressLI=T. Thedisplay shows the first active service and the schedule in use.
2 If there are several active services, pressHE=T to view all of the services.

3  PressEXIT to exit the feature.
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View active services from a one-line display telephone

1 Press [0]. The display shows thefirst active service.
2 Press [#] to move through the active schedule.

3  Press (=] to exit.

“Sched: Restr’n You are viewing the active services. Press or HEXT to view the other
active services. Press or EXIT to quit.

EXIT HEXT

“Sched: Restr’n The name of the current Restriction service schedule appears on the
display. Press or HEXT to view the other Ringing service schedules.

GUIT Ok MEXT Press (s=] or 0K to select the required schedule.

“Sched> Ringing You are viewing the active services. Press or HEXT to view the other
active services. Press (=] or EXIT to quit.

EXIT MEXT

“Sched> Ringing

The name of the current ringing service schedule appears on the

display. Press or HEXT to view the other Ringing service schedules.

GUIT Ok MEXT Press (s=] or 0K to select the required schedule.

“Sched> Rout.ing You are viewing the active services. Press or HEXT to view the other
active services. Press (=] or EXIT to quit.

EXIT HEXT

“Sched> Rout.ing
QUIT Ok

The name of the current Routing service schedule appears on the
display. Press or HEXT to view the other Routing service schedules.

MEXT Press (s=] or 0K to select the required schedule.

<Sched: until *
QUIT Ok

Press (»=] or 0K to select this schedule, or HEXT to view the next
available schedule, or or GUIT to exit. If you select this schedule, it
remains active until the next automatic schedule begins.

ME=T

You have entered the Show services feature code and there is no active
service.

Mo serwices O

There is a service active in your system. Press or LIST to view the
active services.

Serwices 0K

LIST

For other displays, see Appendix B, “Common display prompts and error messages,” on page 137.

Services that turn on automatically have an asterisk (*) appearing before the name on the display.
You can not manually activate or cancel scheduled services. However, you can override a schedule
service by manually activating another schedule.

The control telephone can override services turned on and off according to a schedule by entering
a Services feature code, and selecting a different schedule. This override remains until canceled. If
you select a schedule with an asterisk (*), the next automatic service schedule comesinto effect at
the programmed time.
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Direct-dial callsto adirect-dial telephonering at the extra dial telephone when you enter the
Ringing service feature code (&) [ ]) at that direct dial telephone. Theinstaller assignsthe
extradial telephone. Note that only the extra dial telephone is activated, not the actual Ringing
service (unlessthat direct-dial telephone isacontrol telephone).

Note: The system provides six service schedules: Night, Lunch, Evening, Sched
=»| 4, Sched 5, and Sched 6.Y our installer can change these names to meet your
business requirements.

User passwords

User passwords prevent unauthorized or accidental changesto your system. There are two types of
user password: Registration and Call Log.

Registration password

The Registration password controls the registration of companion portables to the Business
Communications Manager system. For more information see the Business Communications
Manager Programming Operations Guide.

Log password

If aperson does not remember their Call Log password, you can clear the previously assigned
password in programming. The person can enter a new password from their telephone.

You need to start a Unified Manager session to program this feature. For more information about
programming using Unified Manager, see the Business Communications Manager Programming
Operations Guide.

Special telephones

You can dedicate telephones to serve special functions such as:

 Directdid

* Hotline

e Control
Direct dial

You can reach the direct dial telephone by dialing asingle digit. The direct dial telephoneis

normally in acentral location, such as an attendant’ s desk. Y ou can have upto five direct dial
telephones for your system. The direct dial telephone is normally the prime telephone or the

central answering position (CAP).
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Thedirect dial telephone can send up to 30 messages and can activate services to activate the extra
dial telephone.

Change direct dial telephone assignments
Your installer assigns the direct dial telephone during installation.

You can change the direct dia telephone. You need to start a Unified Manager session to program
this feature. For more information about programming using Unified Manager, see the Business
Communications Manager Programming Operations Guide.

You can assign any number of telephones to call the direct dial telephone.

Hotline

A hotline telephone calls a set internal or external tel ephone number when you pick up the handset
or press the handsfree button.

Note: Label the hotline telephone to warn anyone using it that it is active.

Hotline bypass

Pressaline button, or use the Pre-Dial or Automatic Dial feature before you pick up the handset or
press the handsfree button on a hotline telephone. See the Telephone Feature Card or see “ Select
how you dial your calls” on page 42.

Make a telephone a hotline telephone
You can set up atelephone as ahotline.

You need to start a Unified Manager session to program this feature. For more information about
programming using Unified Manager, see the Business Communications Manager Programming
Operations Guide.

The Internal option assigns an internal number. The External option assigns an external number. If
you select an external number, you can select the line on which the call is made: the prime line, an
external line, alinein aline pooal, or aline selected by the routing table. If you select aline pooal,
you must indicate the line pool access code. If you select the routing table, the number dialed is
considered as a destination code and routes according to the routing tables.

Theinstaller programs atelephone’s prime line, line pool access codes, and access to aline pool.
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Control telephone

The control telephone allows you to place the telephones and external lines for whichitis
responsible into and out of service schedules. See“Use alternate or scheduled services’ on page
102.

Set lock
Set lock limits your ability to customize atelephone. There are three levels of Set Lock:

e Partid
« Full
*« None

None allows you to access all features on your telephone.

Partial prevents:

e programming autodial buttons  changing dialing modes .

* programming the user speed dial numbers (AL.JtomaFIC Dial, Pre-Dial, and Standard Dial)
« programming feature buttons * using Voice Call Deny

« moving line buttons + saving a number with Saved Number Redial

changing the display language
Full, with the restrictions described for Partial lock, prevents:

changing Background Music
changing Privacy

changing Do Not Disturb
using Ring Again

using Call Forward all calls
using Send Message
using Trunk Answer
activating Services

Change Set Lock programming for a telephone

You need to start a Unified Manager session to program this feature. For more information about
programming using the Unified Manager, see the Business Communications Manager
Programming Operations Guide.

Auxiliary ringer

An auxiliary ringer is an optional device connected through a RIXX connection to your system.
The auxiliary ringer is best suited to factory type locations that require loud ringing bells or horns.

Turn the auxiliary ringer on or off

You need to start a Unified Manager session to program this feature. For more information about
programming using Unified Manager, see the Business Communications Manager Programming
Operations Guide.
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Your installer can program the auxiliary ringer to start ringing for incoming lines as part of
Ringing Service.

Host System dialing signals

You can access host systems, such as private branch exchanges (PBX) from the system by using
host system signaling features (known as end-to-end signaling). These features either send a
gpecial signal to the host system or allow you to program delays required by host systemsin
external autodial or speed dial sequences.

Link

If you connect the system to a private branch exchange (PBX), you can use a Link signal to access
special features. On some telephones, Link is called FLASH.

You can include the Link signal as part of alonger stored sequence on an external autodial button
or in aspeed dial code. The Link symbol (&5) uses two of the 24 spaces in adialing sequence.

Prevent a telephone from using Link

You can limit the use of Link on individual telephones.Y ou need to start a Unified Manager
session to program this feature. For more information about programming using Unified Manager,
see the Business Communications Manager Programming Operations Guide.

Note: If you connect the system to a private branch exchange (PBX), you can
program Link on a memory button for one-touch access.

Pause
The Pause feature enters a 1.5 second delay in adialing sequence on an external line. The use of
this feature is often required for signaling remote devices, such as answering machines, or when
reaching through to PBX features or host systems.
You can program more than one pause in an external autodial or speed dial sequence.

The Pause symbol (&) uses one of the 24 spacesin a dialing sequence.

For pulse dialing, inserts a 1.5 second pause into the dialing sequence.

Long Tones

The Long Tones feature allows you to control the length of atone to signal devices such asfax or
answering machines which require tones longer than the standard 120 milliseconds.

1 Whileonacal, press(2][8])0][8].
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2 Pressthedial pad buttons to produce the appropriate tones. Each tone sounds while you hold
down the button.

You can use Long tones on any call except a conference call.Y ou can use internal lines of the
system to activate a device connected to an ATA2 or an ASM in another area of your office, or
external linesto access devices outside the system.

Long Tohes: At the appropriate time, press any dial pad button. Hold each button
down for as long as necessary. Press or (~=) to cancel Long
Tones.
Run/Stop

Run/Stop inserts a break point into a sequence of dialed numbers or characters used for automatic
dialing. This can be necessary when you are connecting to a PBX or similar host system.

For example: you can call acompany with an automated attendant that instructs you to dia the
internal number you need. You can program the company number, a Run/Stop, then the internal
number on one external autodial button. Press the autodial button one time to dial the company
number. When you hear the automated attendant, press the autodial button again to dial the internal
number.

The Run/Stop symbol (&) uses one of the 24 spacesin an autodial or speed dial sequence.

You can include up to three Run/Stop commands in a dialing string. The system ignores afourth
Run/Stop, and any digits or commands that follow three Run/Stop commands in a programmed
dialing sequence.

Wait for Dial Tone

Wait for Dial Tone causes a sequence of numbers to pause until dial toneis present on the line
before continuing to dial. You can use this feature if you must dial a remote system and then wait
for dial tone from that system before dialing the remainder of your number.

The Wait for Dial Tone symbol (B5) uses two of the 24 spacesin an autodia or speed did
sequence.

Inwalid code You have entered a code limited to a programmed autodial or speed
dial sequence, not on a call you dial directly. Run/Stop are for use in
programmed dialing Autodialers only.

Pulse or tone dialing

If your external lines use pulse dialing, you can switch temporarily to tone dialing. Tone dialing
allows you to communicate with devices such as answering machines, to access the features that
PBX systems can provide, or to access another system remotely.

Press [# ] while on an active line. After you hang up, your telephone returns to pulse dialing.
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Pulse dialing for a call

If your external telephone lines use pulse dialing, you can switch to tone dialing by pressing
after selecting the line. Tone diaing allows your telephone to communicate with devices and
services that respond to tone signal's, such as automatic switchboards, and fax or answering
machines.

Access your system from an external location

You can use the lines and some of the features of Business Communications Manager from outside
the system. You can access the lines and some of the features over the public telephone network
when away from the office, or you can call from another system, over a private network.

It isimportant to maintain the security of your system by limiting access to authorized users and
limiting those users to the features they need.

For example, a sales representative out of the office needs to make long distance callsto the
European office. Your system has aleased line to Europe with reduced transatlantic charges. You
provide the sales representative with a Class of Service password that gives access to the
transatlantic line. The sales representative can telephone into the system from ahotel, enter the
Class of Service password, and use the leased transatlantic line to make calls.

Remote users can access system lines, line pools, the page feature, and remote administration (if
enabled through Software Keys). The exact facilities available to you through remote accessvary
depending on how your installer set up your system.

Note: If the loop start line used for remote access is not supervised, auto-answer
=»| does not function and the caller hears ringing instead of a stuttered tone or the
system dial tone.

Direct Inward System Access (DISA)

Control access to your system with direct inward system access (DISA). Accessto your system
from the public telephone network must be controlled with DISA. If your installer programs the
line used for remote access to answer acall automatically and wait for a DISA internal number,
callers hear a stuttered dial tone and must enter a Class of Service password before they are
allowed into the system.

Class of Service (COS)

To control the level of telephone service aremote user can access, the installer can assign aremote
filter and remote package to the line used for remote access. The remote filter limits the numbers
dialed on the line, and the remote package limits the use of line pools and the page feature. To
change the restrictions for the line, the user can enter their Class of Service password when the
system answers with DISA, or dial the DISA internal number and enter their Class of Service
password.

P0937240 02



Chapter 12 System features 111

Class of Service (COS) passwords

Class of Service passwords permit controlled access to a system'’s resources both by internal and
remote users. When you enter a Class of Service password at atelephone, the restriction filters
related with your Class of Service password apply, instead of the normal restriction filters. In the
same way, when aremote user enters a Class of Service password on an incoming auto-answer
ling, the restriction filters and remote package related with their Class of Service password apply,
instead of the normal restriction filters and remote package. The installer programs the COS
passwords.

Users must memorize their COS passwordsinstead of writing the password down. Delete an
employees COS passwords when they leave the company. Normally, each user has a separate
password. However, several users can share a password or one user can have several passwords.

Change your Class of Service
Enter a Class of Service password when you want to make acall normally restricted on aline or
telephone.

To change the restriction filters on a line or telephone:

1 Press 6]B].
2 Enter the six-digit COS password.

COS passwords allow you to define individual passwords and determine the restriction filters, and
remote package related with each.

Maintain security

To maintain the security of your system, the following practices are recommended:

e Warn aperson to whom you give the remote access number, to keep the number confidential.
e Change Class of Service passwords often.

*  Warn aperson to whom you give a Class of Service password, to remember the password and
not to write it down.

» Delete the Class of Service password of a person who leaves your compary.

Warning: Remote users can make long distance calls.

Remember that aremote user can make long distance calls that are charged to
your company. They can also access line pools and make page announcementsin
your office.

Remote access over the public network

1 Dial the system remote access humber.

2 When you hear a stuttered dial tone, enter your COS password.
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3 Wait for the system dial tone.
To use the system at a distance, you must use atelephone with tone dialing to call the system.
Remote accessis possible only on lines that your installer programs to auto-answer calls.

To use features on a remote system, press [*] followed by the feature code. When you are calling
from within Business Communications Manager, press [*] instead of (e ).

In some conditions, you can experience lower volume levels when using the system from a
distance.

Tones

You can hear some of the following tones when accessing Business Communications Manager
from a distance. Table 8 shows the different types of tone and what they mean. See “Tones and
what they mean” on page 112.

Table 8 Tones and what they mean

Tone What it means

System dial tone You can use the system from a distance.

Stuttered dial tone Enter your COS password.

Busy tone You have dialed a busy line pool access code You hear system dial tone
again after 5 seconds.

Fast busy tone You have done one of the following:
Entered an incorrect COS password. Your call disconnects after five
seconds.

Taken too long while entering a COS password. Your call disconnects after
five seconds.

Tried to use a line pool or feature not permitted by your Class of Service.
You hear system dial tone again after five seconds.

Dialed a number in the system which does not existYour call disconnects
after five seconds.

Voice mail

If you subscribe to Voice Messaging, you can access that service through Business
Communications Manager. A software keycode is required for Voice Messaging. Your installer
programs your tel ephone to indicate when you have avoice message waiting on a specific line.

When you select an extension number from the Terminals & Sets programming level, a Mailbox
Configuration button appears. Press the button to start a Voice Applications Manager session. The
Mailbox configuration button allows you to access the Voice A pplications Manager without having
to exit Unified Manager. Add the mailbox and close the window to return to the Unified Manager.
For more information about configuring a mailbox, see the Business Communications Manager
Programming Operations Guide.
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Similarly, when you select aline number from the Lines programming level, avoice mail settings
button appears. Press the button to start a Voice Applications Manager session. The voice mail
settings button allows you to configure voice mail line settings and then continue programming
other line parameters in Unified Manager. For more information, see the Business
Communications Manager Programming Operations Guide.

Service provider features

Features from your service provider include:

e Cadll Forward
« Automatic Call Back
e Automatic Recall

Call Forward

Call Forward alows you to forward incoming calls to an external telephone number. Ask your
service provider for the appropriate Call Forward feature code.

1 Selectan ISDN line by selecting a line button, aline pool, or the Handsfree button, or by
lifting the handset (if an ISDN lineisyour prime line).
2 Enter the Call Forward feature code. Listen for three tones followed by dial tone.

3 Enter the number of the telephone where you want to forward your calls. If the call is
answered, remain on the line for at least five seconds to activate the Call Forward feature.

Cancel Call Forward

1 Seectan ISDN line by selecting a line button, aline pool, or the Handsfree button, or by
lifting the handset (if an ISDN lineisyour prime line).

2 Enter the feature code to cancel Call Forward. Listen for a series of tones.
3 Press(=].

Call the number where your calls are forwarded

1 Seectan ISDN line by selecting a line button, aline pool, or the Handsfree button, or by
lifting the handset (if an ISDN lineisyour prime ling).

2 Enter the feature code.

Automatic Call Back

If you call anumber and it is busy, enter the appropriate feature code assigned by your service
provider to receive ringing notification when the line becomes available. The Automatic Call Back
ring type is different from your normal telephone ring type.
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Automatic Recall

Automatic Recall allows you to automatically dial the number of the last call you received.Y ou
cannot see the number on the display if the information is not available from your service provider,
or when you do not have Caller ID in your ISDN service. Ask your service provider for the
appropriate feature code.
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Chapter 13
Hospitality Services

Hospitality Services (HS) isagroup of featuresthat increases the value of Business
Communications Manager. The Hospitality Services featureis used in small to medium sized
facilities such as hotels, motels, or hospitals.

In ahotel setting, guests gain improved services through immediate access to basic functions such
as.

» wake-up service or reminders
» accurate tracking of the room’s service requirements

Types of telephone set

Telephones in your system are assigned as one of three types of sets:

e common set
* room set
* Hogpitality Services (HS) admin set.

Common set

A common set can be atelephone found in alobby, office, or common area not associated with a
room. A common set does not have accessto all of the HS features.

Room set

You need to start a Unified Manager session to assign a Room set to aroom.Y ou can assign up to
five sets to the same room which then share the same room number. For more information about
programming using Unified Manager, see the Business Communications Manager Programming
Operations Guide.

Hospitality Services (HS) admin set

A Hospitality Services (HS) admin set isany two-line display telephone in the system Y ou can
program an HS admin set to require a user to enter the Desk admin password before accessing HS
admin features. For more information about programming an admin set, see the Business
Communications Manager Programming Operations Guide.
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Alarm time (AL) feature

The Alarm time feature provides an alarm clock capability on both room sets and common sets
which can be programmed to sound an audible alert at a requested time.

One Alarm time within a 24 hour period is programmable on aroom or common set and must be
reset daily. When the alarm sounds, all setsin a given room ring. If you cancel the alarm on any
set, it cancels the alarm on all the setsin the room. A new Alarm time entered on aroom or
common set overwrites any alarms previously assigned.

If the system experiences a power failure, this can result in missed Alarm times. When the system
is running and the system time resets, the missed Alarm times ring in respective room or common
sets. The system allows a maximum of 25 setswith alarms.

Program the Alarm time feature
To program the Alarm time feature on a telephone:

1 Press 5].
The display shows Alrm: 07:00am OFF. If the alarm time is correct pressoH.

The display showsAlrm:a7:@8am OH.

2 PressDioHE to exit.
or
To enter anew alarm time presscHi. The display showsEnter time:. Enter anew 4 digit alarm
time.

When using the 24 hour clock format (hour: 00 to 23 and minutes: 00 to 59), no confirmation is
required. The display showsAlarm OM ke,

When using the 12 hour format, the display showshh:mm AM or FM?. Press the AM or P display
button. The display shows Alarm OH ki,

To program the Alarm time feature on an anal og telephone:

1 Press(e ][] (5]. A tone sounds.

2 Enter a4digit alarmtime.
When using the 24 hour clock format (hour: 00 to 23 and minutes: 00 to 59), a tone sounds.
When using the 12 hour format, press [¥] to select am, or [# ] to select pm. A tone sounds.

At the assigned times, the set in the room rings to wake-up or remind the occupant of the next
event or meeting.

Change or cancel an Alarm time

When you enter anew Alarm time it overwrites any times previoudly assigned. If you cancd the
Alarm timefor any set, it cancelsthe Alarm time for all the sets in the same room.
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Cancel an alarm

* Press to cancel the Alarm time on a telephone with a display.
The display showsAlarm OFF.

e Press to cancel the Alarm time on an analog telephone.

Turn off an Alarm
Torelease aringing alarm:

»  On atelephone with adisplay, press any button except the (s=] button.
* On an anaog telephone, lift the handset and then hang up.

Note: If the user presses the (s=] button when the set rings, it temporarily
=»| deactivates the Alarm. After a number of minutes, the set will ri ng again.

If the user is on a call when the alarm rings, press any button except (=] to
cancel the alarm and maintain the active call.

Hospitality Services admin alarm feature

Only aHospitality Services (HS) admin set can use the Hospitality Services admin alarm feature.
The Hospitality Services admin alarm featureis room oriented only. It does not control the alarms
on common sets.

The Hospitality Services admin feature can:

* determine the current or last alarm time set for aroom

e overwrite previous Alarm time programming for aroom in the system
— assign an Alarm time for any room
— change an Alarm time for any room
— cancel an Alarm pending for any room

To program the Alarm time for a room with the Hospitality Services admin alarm feature:

Press on aT7316 or M7324(N) two-line display telephone.
If configured, the display showsFaszword:. Enter the Desk admin password.

The display showsr1 of rm#:. Enter the room number and press k.

A W DN P

PressuUIEW. The display showsAlrm: @7:@@am OFF:. If the alarm timeis correct press the OH-0FF
display button to activate the alarm.

5 Enter afour-digit alarm time.

If the 24 hour format is used (hour: 00 to 23 and minutes: 00 to 59), no confirmation is
required. The display showsAlarm hihzmm OH.

If the 12 hour format is used, the display showsthe four digit time plusAm or PH?. Press the AM
or pr display button. The display showsHALlarm hihimm am OM OF Alarm hiimm Fao OH.

6 Pressthe (=] button to exit programming.
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Room occupancy

The Room occupancy (RO) feature allows front desk operatorsto assign dialing restrictions to
room sets, and works with the Room condition (RC) feature. The RO feature does not apply to
common sets. Dialing restrictions for room sets are defined in Unified Manager. For more

information, refer to the Business Communications Manager Programming Operations Guide.

The RO feature uses the following room states: Vacant filter, Basic filter, Mid filter, and Full filter.
A variety of dialing filters can be configured for each room state. The default setting is Vacant.

* Vacant — Room is empty.

e Basic— Room isoccupied.

e Mid— Room isoccupied.

e Full — Room is occupied.

Programming the state of a room set
To access the Room Occupancy feature and assign the state of a room set:

Press 0] onaT7316 or M7324(N) two-line display telephone.
If configured, the display showsFaszwaord:. Enter the Desk admin password.

The display shows o of rr#:. Enter the room number and press ok,

A W DN P

Thedisplay showsr+rrrillacant.. Pressthe cHAHGE display button and select the required status
for the room set: Vacant, Basic, Mid or Full. The default setting isVacant.

5 To program other rooms, press the FIHL: or HEXT display button and return to step 3.
If no more rooms require programming, press the (=] button to exit programming.

Note: Programming aroom to Vacant state cancels any outstanding alarms.

-

Room condition

The Room condition (RC) feature allows users to exchange information about the serviced state of
aroom. Users are front desk attendants, and cleaning or maintenance personnel of an
establishment. The RC feature is not available from a common set.

The system maintains a database of the state of each room. This database is accessed from either
the room set or a Hospitality Services admin set.

Room sets can:

e assign the associated room state to Service done (Srvc done)
e assign the associated room state to Needs service (Heeds =rwc)
* Query the state of the associated room on a set with a display
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Front desk sets can:

e assign any room state to Service done (Srwc done)
e assign any room state to Needs service (Heeds sruc)
* query the state of any room

The system changes the state of occupied rooms to Needs service on adaily basis at atime
assigned in configuration.

Maintenance personnel change the condition of the room to Service done when servicein the room
is complete.

The front desk attendant can query or program the condition of aroom with a Hospitality Services
admin set. The system automatically assigns the status of aroom to Heeds =rwc, when aroom
occupancy status changes from occupied to vacant.

Room condition from aroom set

To update the room condition using aroom set:

1 Press [6 ] on atwo-line display telephone or press 6] onan
analog telephone.
At the prompt, enter the status of the room.

Press 1 ] on the dialpad to indicate Set. t.o st done.
If required, enter the room condition password.

or

Press [2 ] on the dialpad to indicate Set. .o needs srw.
If required, enter the room condition password.

4 Thedisplay shows Set. to srw done OF Set. o needs sru,

Room condition with a Hospitality service admin set
To update or query the room condition using aHS admin set:

1 Pres on aT7316 or M7324(N) two-line display telephone.

2 If configured, the display shows Pazzwotd:.
Enter the desk admin password.

3 Thedisplay showstd of rm#:.
Enter the room number and press k.

4 Thedisplay showsrrrrrilacant.
Press the CHAHGE display button and select the required status for the room set:

e If theroom is occupied, select Srwe done OF Heeds sruc.,

e |f theroom is vacant, select Lacant. Or Heeds sruc.,
The default setting is Vacant.
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5 Toupdate or query other room set, press the FIME: or HEXT display button and return to step 3.
If there are no more room sets updates or queries, pressthe (=] button to exit programming.

Hospitality passwords

The Hospitality Services feature alows for two types of passwords to access different areas of
Hospitality programming.

Desk admin password

Use the Desk password to access all Hospitality Services admin features. The default desk
password is: H] (0] 5] P] (4677). You need to start a Unified Manager session to program to
changes the default desk password. For more information about programming using Unified
Manager, refer to the Business Communications Manager Programming Operations Guide.

Room condition password

The room condition password controls the ability to change the room condition using
[6]. The default room condition password is None. The room condition password may
remain as None.

To change the default room condition password you need to start a Unified Manager session. For
more information about programming using Unified Manager, refer to the Business
Communications Manager Programming Operations Guide.
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Chapter 14
Portable telephone and handset features

There are three portable tel ephones supported by Business Communications Manager: the
Companion C3050 Etiquette, Companion C3060 Portable, and the Companion C3050 CT2Plus.

There are two portable handsets supported by Business Communications Manager: the DECT
C4010 Handset, and the DECT C4020 Handset. These handsets have region-based availability. For
more information about DECT, refer to the Business Communications Manager DECT Installation
and Maintenance Guide.

Portable telephones

Your portable telephone communicates with Business Communications Manager using radio
waves. Theradio transceiversfor the system are located in the base stationsinstalled at your office.
Each base station contains two radio transceivers and can handle two portabl e telephone calls at
the same time.

Not only can you start a telephone conversation anywhere in the office, you can continue that
conversation while you walk throughout the building. Asyou move from one part of your officeto
another, your call passes from one base station to the next.

If thereis adecrease in voice quality while you are moving with a portabl e telephone, you may be
moving out of range from your system base stations. There are three possible reasons for this:

e Thebase stations that cover the area you are moving into are busy or unable to pick up your
cal.

e Large pieces of furniture or movable partitions block the signal between you and the base
station.

* You have moved out of the range covered by your system.
(Retrace your steps until you are back in range.)

In rare instances, during a Message session, softkey display prompts on your portable may
disappear. Thisisanormal condition and isimproved by staying within range of a base station.

While you are moving within range, you may hear aslight clipping during acall. Clipping occurs
as acall is handed off from one base station to the next.
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Problems with lost connections are rare, but if you notice an increase in occurrences, your base
stations may need to be moved or reprogrammed. Contact your installer to change the base station
configuration. (In the U.S. you need to obtain UTAM Inc. approval before making changesto the
base station configuration.) For more information, refer to Business Communications Manager
Programming Operations Guide.

Note: If you try to send a message from a desk telephone to a portabl e telephone,
=»| thedisplay of the desk telephone showsCar't. send msa.

Portable telephone features

It is possible to use many of the same system features available to a Business Communications
Manager tel ephone on your portabl e telephone. The table below shows the features available for
use on a portable telephone. For more information about features and the special codes required to
use them, refer to the feature card that came with your portabl e telephone. Table 9 showsthe
features available to a portable telephone. See “ Features available to a portable telephonesin the
system” on page 122.

Table 9 Features available to a portable telephones in the system

Feature

Description

Call Forward

Send calls to another telephone in your system. The display does not indicate
that calls are being forwarded. Hunt Group calls override all Call Forward
features. A Hunt Group extension can be a Call Forward destination.

Call Information

The display shows the name or extension of an internal caller. If your system is
equipped to receive CLASS information (Caller ID), the external call information
appears on the display.

Call Park

Park a call.

Call Park Retrieval

Retrieve a parked call.

Cancel Call Forward

Cancel the Call Forward feature, where calls are automatically sent to another
telephone in the system.

Conference

Create a three-way call.

Directed Call Pickup

Answer any telephone that is ringing in the system.

Group Pickup

Answer a call ringing on another set within the same pickup group.

Host system signaling

Use link and pause.

Line Pool Use line pools the same way a desk telephone does.

Mute Prevent other callers from hearing you. Also, you can mute incoming calls from
ringing on a portable telephone.

Page Page an individual telephone, several telephones, external speakers, or the
entire system. A Hunt Group extension cannot be in a page zone.

Pause Program an external autodial sequence to insert a 1.5 second delay.

Prime line On your portable, this may be either an Intercom Line, an Assigned Line or a
Line Pool.

Privacy In programming, change the privacy setting for an external line assigned to the
portable. This does not give the ability to change the privacy setting on a call by
call basis.

Release End a call or programming session.
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Table 9 Features available to a portable telephones in the system

Feature Description

Speed Dial System speed dial codes only. No personal speed dial codes. The portable
directory can store up to 50 telephone numbers.

Switching between two Put one call on hold and speak to another caller.

calls

Transfer Transfer a call to another telephone.

Transfer using directory Transfer a call using your portable telephone directory.

Trunk Answer Answer a ringing call for lines placed in a Service Mode.
Wireless Portable Change the language of the prompts that appear on the portable telephone
Language Selection display.

Wireless Call Forward No | Forward a call without ringing. The portable user can answer a call but it does
Answer not ring.

Directed Call Pickup

You must enable the Directed Call pickup feature before it can be used. For more information
about the Directed Call pickup feature, refer to the Business Communications Manager
Programming Operations Guide.

Group Pickup

Group Pickup allows the portable user to answer acall ringing on another telephone within the
same pickup group. For more information, refer to the Business Communi cations Manager
Programming Operations Guide.

Wireless Portable Language Selection

Thisfeature alows you to change the language of the voice prompts and the prompts that appear
on the portable telephone display.

The system supports a primary default language and three alternate languages.

Press 0] Language - Primary
Press 0] Language - Alternate
Press 0] Language - Alternate 2
Press 0] Language - Alternate 3

Wireless Call Forward No Answer enhancement

Thisfeature prevents a portable telephone from ringing when the call is forwarded to a new
destination. The portable user can answer the call, even though it does not ring. For more
information, refer to the Business Communications Manager Programming Operations Guide.
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Chapter 15
Troubleshooting

This chapter describes alarm codes and how to use them. It also show you how to test your
telephone.

Alarm codes

An alarm telephone display shows Business Communications Manager system alarm codes when
they occur. Theinstaller assigns alarmsto T7316 or M7324(N)two-line display telephones.

Report and record alarm codes
If an alarm message appears on the alarm telephone display:

1 Record the alarm number.
2 Call your customer service representative and report the alarm code.

Alarm: 61-4=2 Report this alarm and the time it occurred to your installer or
TIME customer service representative.

Note: Alarms are also stored in the WinNT Network Event log. For more
=»| information, see the Business Communications Manager Programming
Operations Guide.

Test the telephone

If you know something is wrong with abutton, the speaker, the displays, or some other part of the
telephone hardware, you can do a quick test to see which part of the telephone is not functioning

properly.

Test the telephone display
To test the telephone display:

1 Press 0] 5]. Thedisplay showsDizrlau test.
Press TEST.

3 Adjust the contrast level for the telephone display so you can clearly seethe test results. The
contrast level ranges from one to nine. Enter anumber to change the contrast or press:owH and

]
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4

5

Press ok or to go ahead with the test.

During the test, the display shows solid, dark blocks and al the indicators next to the buttons
on the telephone. Any Busy Lamp Field (BLF) or CAP modules connected to the telephone
must be completely lit. You lose any information which appeared on the BLF before the test
started.

Press any button to end the test.

Test the telephone buttons
To test the telephone buttons:

Press 0] B]. Thedisplay showsDrisrlay test.
PressHEXT. The display showsEButton test.

Press TEST. Press each button to determine its function. If the button you pressed uses an
indicator, it must light when you test the button.

When you press the (=] button, R1= but.ton appears on the display. Press (<] again to end
this test.

Test the speaker in the telephone handset
The handset test is not available when a headset is plugged into the telephone.

Press (0] 5] and HEXT twice. The display showsHandzet. test.
Press TEST.

Pick up the handset and listen. You can hear dial tone through the handset at a maximum
volume. The volume is reset to maximum only while the test isin progress.

Press any button to end the test.

Test the telephone headset
The headset test is only available to tel ephones with a headset.

1
2

Press (0] (5] and HEXT until the display showsHeadzet. test.

PressTEST. You hear dial tone through the headset. The volume resets to the default level
during this test.

Press any button to end the test.

Test the telephone speaker
To test the tel ephone speaker:

1

Press (0] (5] and HEXT until the display shows Sreaket test..
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2 PressTEST.
You hear a page tone through the telephone speaker at the maximum volume. The volume

returnsto its previously assigned level at the end of the test.
3 Press any button to end the test.

Test the power supply to a telephone
1 Press (0] (5] and HEXT until the display showsFowet test..

2  PressTEST.
All the indicators on the telephone light and the telephone rings at maximum volume. When
the test ends, the display showsFower- 0K. Thetest continues for five seconds or until you press

a button.

Note: Make sure the function of abutton matches the label by pressing
nd (0] and then the button. Press (=] to end the telephone testing session.
Thetest feature times out after three minutes of inactivity.
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Appendix A
Feature Codes

This appendix provides a quick reference for Business Communications Manager features

available by pressing the button and entering a code. Table 10 provides feature names sorted
in alphabetical order and Table 11 is sorted numerically by feature code. See “ Features sorted by

feature name” on pag €129 and “ Features sorted by activation code’ on pagel33 .

Table 10 Features sorted by feature name

Feature name Activation code
ACD agent login/log out @ @
ACD agent make busy/ready @ @
ACD queue status @ @ @
Alarm time
Alarm time - Cancel
Alarm time (HS admin set)
Autodial - External
Autodial - Internal
Background Music 6]
Background Music - Cancel 6]
Button inquiry @
Call Charge Indication
Call Duration Timer
Call Forward

Call Forward - Cancel
Call Forward to Voice Mail @
Call Information
Call Log - Delete items (Auto Bumping)
Call Log - Manual
Call Log - View information
Call Log options
Call Log password
Call Park
Call Queuing @
Camp-on
Class of Service 6]

Telephone Features Programming Guide



Feature Codes

Table 10 Features sorted by feature name (Continued)

Feature name

Activation code

Conference Call

Contrast adjustment
Dialing Mode
Directed Pickup @
Display Voice Mail DN @]

Do not Disturb

Do not Disturb - Cancel
Exclusive Hold @]
Express Messaging @] 0]
Group Listening 0]
Group Listening - Cancel 0]
Group Pickup
Language - Primary? 0]
Language - Alternate? 0]
Language - Alternate 21 0]
Language - Alternate 31 0]
Last Number Redial

Line buttons - Move
Line Pool 6]

Line Redirection

Line Redirection - Cancel
Link

Long tones @
Malicious call identification (MCID) o]
Memory buttons - Program
Messages - Send

Messages - Cancel Send
Messages - View @

Name and number blocking @]
Name and number blocking - Cancel 0]
Page @ @

Page - Combined (internal & external) 6]

Page - External (external speakers) 6]
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Table 10 Features sorted by feature name (Continued)

Feature name Activation code
Page - Internal (telephone speakers) 6]

Pause
Priority Call 6]0]
Privacy (on/off)

Ring Again

Ring Again - Cancel

Ring Type 6]

Ring Volume 0]
Ringing (Signal) Call 0]
Room condition (Room set) 6]
Room condition (HS admin set)
Room occupancy 0]
Run/Stop 0]

Saved Number Redial 6]

Speed Dial - Add, change

Speed Dial - Activate 0]

Static Time 0]e]
Static Time - Cancel 0]e]
Test telephone display 0]
Time 0]
Transfer 0]
Transfer - Cancel 0]
Transfer to mailbox ©]eB]E)
Trunk Answer 0][)
Turning Restriction service off
Turning Restriction service onz
Turning Ringing service off
Turning Ringing service on
Turning Routing service off
Turning Routing service on?
View active services 0]
Voice Call 6]6]

Voice Call Deny
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Table 10 Features sorted by feature name (Continued)

Feature name Activation code

Voice Call Deny - Cancel

Voice Mail Interrupt @]

Voice Mail login @]

Voice Mail Operator settings @]

Wait for dial tone 0]

Notes

1 For the Companion C3050 Etiquette, C3060 Portable, and C3050 CT2Plus
portable telephones, enter followed by the numeric code to activate this
feature.

2Contact your System Administrator for the Service control password.
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Features sorted by activation code

Table 11 Features sorted by activation code

Activation code

Description

0] Speed Dial - Activate

0] Button inquiry

Messages - Send
Messages - Cancel Send
Autodial - External

Ring Again

Ring Again - Cancel
Autodial - Internal
Conference Call

Memory buttons - Program
Call Forward

Call Forward - Cancel
Speed Dial - Add, change
Last Number Redial

6] Ring Type

Contrast adjustment

0] Run/Stop

6]0] Page

6] Page - Internal (telephone speakers)
6] Page - External (external speakers)
6] Page - Combined (internal & external)
6] Line Pool

6] Messages - View

6]6] Voice Call

6] Saved Number Redial

6] Class of Service

6]0] Priority Call

0] Transfer

0] Transfer - Cancel

Link

Call Park
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Table 11 Features sorted by activation code (Continued)

Activation code Description

Group Pickup

6] Directed Pickup

Call Duration Timer
Pause

9] Exclusive Hold

0] Ring Volume

Line buttons - Move
Camp-on

Dialing Mode

Privacy (on/off)

Line Redirection

Line Redirection - Cancel
Call Log options

Do not Disturb

Do not Disturb - Cancel
Call Log password

6] Background Music

6] Background Music - Cancel
Voice Call Deny

Cancel Voice Call Deny
0] Language - Primary?
0] Language - Alternate?
0] Language - Alternate 21
0] Language - Alternate 31
][] Trunk Answer

0] Call Queuing

0] Group Listening

0] Group Listening - Cancel
0] Time

0] Wait for dial tone

0] Test telephone display
0]e] Static Time

0]6] Static Time - Cancel
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Table 11 Features sorted by activation code (Continued)

Activation code Description

0] Ringing (Signal) Call

0] Long tones

0]@e] Name and number blocking - Cancel
Call Information

Call Log - View information
Call Log - Manual

Call Log - Delete items (Auto Bumping)
Call Charge Indication

9] Name and number blocking

0] Viewing active services
Turning Ringing service on
Turning Ringing service off
Turning Restriction service on2
Turning Restriction service off
Turning Routing service on?
Turning Routing service off
Alarm time

Alarm time - Cancel

6] Room condition (Room set)
Alarm time (HS admin set)
Room condition (HS admin set)
9] Room occupancy

0] Malicious call identification (MCID)
@]0] ACD agent login/log out

@]0] ACD agent make busy/ready
@]0]e] ACD queue status

9] 0] Express Messaging

9] Voice Mail login

9] Voice Mail Operator settings
9] Call Forward to Voice Mail

9] Display Voice Mail DN
©]B]E] Transfer to mailbox
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Table 11 Features sorted by activation code (Continued)

Activation code Description
@] Voice Mail Interrupt
Notes

1 For the Companion C3050 Etiette, C3060 Portable, and C3050 CT2Plus

portable telephones, enter followed by the numeric code to activate this
feature.

2Contact your System Administrator for the Service control password.
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Appendix B
Common display prompts and error messages

The following display prompts and error messages can appear when using a telephone connected
to Business Communications Manager.

Access denied

Denied in admin

Feature timeout.

Inactive feature

Invalid code

Mot available

Set. locked

1234567 898123...

UIEW=> Ok

239221

221
TRAMSFR

221 calling

Programming is busy, or the feature you are trying to useis not
compatible with the configuration of the telephone or line.

You aretrying to use afeature, but do not have accessto it under
administration.

You took more than 15 seconds to press a button in responseto a
display.

You entered the feature code for an application that is disabled.

You entered an invalid feature code.

You tried to use afeature that is currently not available from your
system.

You cannot use the feature you selected because your telephoneis
locked. See “Set lock” on page 107.

Press [# ] or pressUIEL=+ or £LIEW to view a number that istoo long
to fit on the display. Press ok, when you have finished.

Thisindicates along distance call. (May be available with Call
Display services.)

You arereceiving an internal call from extension239 forwarded by
extension221, or you have an Answer button for extension221 and
an internal call from 239 isringing on 221.

You are connected to an internal call. PressTRAHSFR to transfer the
call.

You arereceiving acall from extension 221.
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Common display prompts and error messages

Call 2217
YES MO

CamFed: 221
CALLECK

LineBal
TRAMSFR

LineB5lx221

LineBsl

transfer

LineBsl

waiting

Mo calls waiting

Mo line selected

Mot in service

Parked call

CALLEACEK

Pick ur receiver

You have received aRing Again offer from acall to an internal
telephone. Press the flashing interna line button or YES to call the
number again. On the T7100 telephone, just lift the handset.
Otherwise, pressHo or wait 30 seconds for the Ring Again offer to
expire. See“Ring Again” on page 44.

The person at extension 221 has not answered the camped call.
The call has come back to you. Press the line button or CALLECK to
reconnect to the call.

You are connected to an external call. Press TRAHSFE to transfer the
cal.

You arereceiving an external call forwarded from extension221,
or you have an answer button for extension221 and an external call
isringing on that telephone.

Another user in the system istransferring a call to you on line 061.

A camped call iswaiting. Press the line button or use Call
Queuing to answer the call. Press (~=] if you have aT7100
telephone.

You tried to use Call Queuing but no call was ringing at your
telephone.

Thereis no call ringing at your telephone. If you have aflashing
line button but your telephone is not ringing, press the line button
to answer the call on that line.

The telephone where you directed a call is not in service or isor
unavailable. The call returnsto your telephone.

No one answered the call you parked. The call returnsto you.

You have used the Call Queuing feature without picking up the
handset. Auto Handsfree is not been assigned to your telephone.
You must use the handset or press the handsfree button to answer a
call.
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Prioritu: 221 You arereceiving a priority call. If you are on another cal, tell the

BLOCK person you are speaking to that you are about to put the call on
hold. Pressthe flashing line indicator of the priority call or wait
until the call connects automatically (in eight seconds). The
priority call goesthrough after you hear the next beep. Your active
call ison Exclusive Hold. It reconnects automatically when the
priority call ends (unless you transfer the priority call, in which
case you must press the line button of your original call to
reconnect). Use DND (2] 8] 5]) or pressELOCK to reject a
priority call.

Release acall You have no free line available to receive a call. Release one of
your current calls and try again to answer the incoming call.

Use line Fool? You received aRing Again offer for aline pool. Press the flashing

vES HO internal line button or ¥ES to use the line pool. On the T7100
telephone, lift the handset. Otherwise, pressHi or wait 30 seconds
for the Ring Again offer to expire.

Hold or releasze While on acall, you must either release the call or put the call on
hold before you can program a feature button.

Release calls You tried to use afeature while you were on acall or had calls on
hold. Release the call or calls, before using the feature.

Line in use Thelineisin use. Make the call using normal methods or wait
until alineisfree.

Mo button free You tried to make, receive or pick up a call when no line button
was available. Some features require you to have abutton free.
Releasing calls can free up line buttons.

Make calls first The feature you tried to use requires you to be on an active call at
your telephone. This prompt also appears when information about
acal iscleared by a system reset.

Mo free lines All thelines or line pools available to the telephone are in use.
This prompt also appears when you try to dial an external number
or use afeature that conflicts with the lines, line pools or prime
line used by the telephone. Your installer must correct this
situation.

Mo line selected The telephone is set up to dial an external number on a prime line
but the tel ephone does not have a prime line. Your installer must
correct this situation.

In use:z21 You tried to program redirection while the feature isin use. Only
one person can program line redirection at atime.
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Incoming onld Thelineyou aretrying to useto redirect calsisfor incoming calls
only. Select an outgoing line.

a_ Continue entering digits. PressEkSF to delete incorrect digits.
QUIT  BKSF 0K Press [#] or ok when you have finished.

Invalid number You entered an invaid line pool code or an invalid destination
code.

Line denied You selected alinethat is private to another telephone.

Restricted call The destination you selected for line redirection is restricted.
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Index

Symbols

& Long Distance symbol 137

&5 Link symbol 108

& Pause symbol 108

& Run/Stop symbol 109

85 Wait for Dial Tone symbol 109

Numerics
911 15, 95

A

access
Business Communications Manager from outside the
system 110
Class of Service 111
externa lines 41
remote 111
usingaCOS 110
usingaDISA 110

Access denied 137

acronyms 16

ADD 26

Admin alarm time 117

Alarm 61-42 125

alarm codes, reporting and recording 125
alarm telephone 125

Alarm time 116
admin 117
cancelling 117
changing or cancelling 116
programming 116
turning off 117
Allow calls 96
allow redirect
programming 66
Already Joined 36, 39
Alreadd Farked 60
aternate services 102
anal og telephone
replying to a message 73
anal og telephones
sending messages 71
announcement

paging 69
Voice Call 75

Answer button 36

answering calls
Answer button 36
Call Display services 30
Call Duration Timer 99
Call Pickup 35
CAP33
Conference Calls 45
Group Listening 37
Handsfree 97
hearing aid compatibility 99
prime telephone 32
Privacy 96
Trunk Answer 36
using line buttons 30
using the Release button 35
Voice Call 75

ASM
using dialing modes 42
ATA
using dialing modes 42
Auto Call information (see Caller ID set)
Autodia
for T7100 49
line selection 49
programming 49
storing number on a memory button 49
using intercom line for 50
using Last Number Redial 51

Autodial full 50
automatic

Call information 32

Call Log 77

dial 42

Hold 55

release of aline (see Disconnect Supervision)
Automatic Call Back, ISDN feature 113
Automatic Call Forward

changing settings 64
Automatic Recall

ISDN terminal feature 114
Automatic Telephone Relocation 95, 99

auxiliary ringer 107

Telephone Features Programming Guide



142 Index

B

Background Music 100
turning off 100

BESF 26

blocking
name and number 101

blocking calls (see Do Not Disturb)

Business Communi cations Manager
ASM, Long tones 109
ATA, Long tones 109
features 122
system dial tone 112
telephones
installing 20
mounting on awall 22, 23
busy 39, 44
busy tone, fast 112

button defaults 86
M7324(N) telephone 89
T7100 telephone 90
T7208 telephone 88
T7316 telephone 88

Button eraszed 50
Button Inquiry 84

buttons
Answer button 36
Button Inquiry 84
display 25, 26
erasing programmed features 85
Feature 25
Hold 25
Last Number Redial 51
memory 25, 27, 49
moving line 90
programming features on 85
Release 25, 35
Saved Number Redial 53
testing 126, 127
using aline button 42
bypassing
aHotline telephone 106

C

call
blocking 102
overflow 24
ways to make a 39
Call 2217 138

Call blocked 44

Call Display information 31
Call Duration Timer 99
Call Forward

and Line Redirection, differences 66
automatic, changing settings 64

Call Forward on Busy 64

canceling 63

Forward no answer 64

ISDN terminal feature 113
overriding 64

programming 64

to voice mail 65

using 63

Call information

automatic 32

changing what is shown first 32
displaying information 30

for acall on hold 31

for acurrent call 31

Call Log 77

Autobumping 78

automatic 77

calling from within 79

deleting log items 78

logging a call manually 78

options 77

password 79-80
canceling 80
changing 80

telephone 77

using 77

Call Park 59
Call Pickup

Directed Pickup 35
Group Pickup 35

Call Queuing 56

Call Transfer 56-58

Callis ) bumred 80
Callback 61

Caler ID set 32

Calling 44

calls, switching between 123
Camr deniied 59

CamF to 59

Camred 59, 138

camping calls (see Camp-on)
Camp-on 58

Can™. rind a3ain 39, 45
CAHCEL 26
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Cancel denied 74
canceling
atransfer 57
Call Forward 63
Do Not Disturb 96
Group Listening 38
Line Redirection 67
CAP (central answering position)
answering calls 33
customizing 34
M 7324 tel ephone 33
monitoring calls 34
telephone 33, 105
using 33
central answering position (see CAP)
changing settings
automatic Call Forward 64
Class of Service
changing 111
using apassword 110, 111
Cleared:>LIMENAM 74
clipping 121
communicating in the office
paging 69-71
sending messages using display 71
Voice Call 75
Conference buss 47

Conference Call
by releasing privacy 97
disconnecting from 47
removing yourself from 47
splitting 47
using the Conference feature 45
contrast adjustment 83
control telephone 103, 107
conventions, text 15
customizing CAP 34

customizing your telephone
adjusting ring volume 84
Button Inquiry 84
changing ring type 84
contrast adjustment 83

D

date and time
displayed instead of messages 91
displaying 99
length of acall 99

defaults

button assignments 86
deleting

Call Log items 78

messages from list 73

programmed features 85

Denied in Admin 41
Denied in admin 137
dial pad
description 25
dial tone
stuttered 112
system 112
Dial woice call 76
dialing
automatic dial 42
modes 42
pre-dial 43
saved number 53
signal
Link 108
Long Tones 108
Pause 108
run/stop 109
switching from pulse to tone 110
Wait for Dia Tone 109
standard dial 42
switching from pulse to tone 110

direct dial telephone
programming 106
direct inward system access (DISA) 110
Directed Call Pickup 123
Directed Pickup 35
DISA (seedirect inward system access)

disconnect
from conference 47
releasing a call, accidentally 99
Supervision 99

display
buttons 25, 26
Call information 31
changing the language 83
making darker or lighter 83
one-line 26, 72
time and date 99
two-line 26, 72

distinctive rings 84

DN (see extension numbers)
DML 59

DHD fram 32
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DHD transfer 32
Do Not Disturb 95
canceling 96
on Busy 64
using 96
Lo hot disturk 39, 44, 57
LRT 32

E

Emergency 911 15
ending acall 35
Etrter code 85
Enter digits 50, 52
Erter zone 70
erasing
Call Log items 79
messages from list 73
programmed features 85
Evening Sched 105
Exchanded 90
Exclusive Hold 43, 56
Exrpenszive route 40

extension numbers
length of 23

external
access to Business Communications Manager 110
autodial, programming 49
Call Forward (see Line Redirection)
paging equipment 71
externa page 69
extradial telephone 105

F

Autobumping
canceling# 78
using(8 ] 78
autodial button
external 49,51
internal 49
Background Music
canceling# ] 8] 6] 100
turningon(g ] 6] 100
Button Inquiry (*] (0] 23, 53, 84, 127
Call Duration Timer([7 ] 7] 99
Call Forward
canceling#] 4] 63
using[4 ] 63

Call Information[Feature | 31

Call Log
entering 79
external callsfg ] 78
options[*] 78
password 80
password (¥ 79
viewing[8 ] 78
Call Park[7] 4] 60
Call Pickup(7][6] 35
Call Queuing8] 0] ] 56
Call Transfer
canceling#] [7][0] 57
using(7 ][0 47,56
Camp-on[g ] 2] 58
Class of Servicelg ] 8] 111
Conference Call
T7100 telephonef# ] 3] 46, 47
using(3 ] 45, 46, 47
Contrast Adjustment(¥] 7] 83
Dialing Modes[*] 42
Directed Pickup7 ] 6] 35
Do Not Disturb
canceling# ) 96
turningonfg ] (5] 43, 96
Exclusive Hold([7 ] 9 ] 56
Feature Button
programming(*] (3] 85
Group Listening
canceling# ) 8]0 2] 38
usingg 0] 2] 37
Hide message display[(*] 8] (0] 6] 91
Host System Dialing Signals
Long Tones[g ][0 ] (8] 108
Last Number Redia 5] 51
Line Pool Accessfg ][4 ] 41
Line Redirection
canceling# ) 67
using(g ] 4 ) 66
Message
canceling# ) 1] 72
sendingi ] 71, 72, 73
viewing onesyou sent{l ] 74
viewing(e ] (5] 72
Page
combined zone6 ] 3] 69
external zonefg ] 2] 69
internal zonelg | (1 ] 69
using(6 ] 0] 60, 69
Password

Call Log(*] 80
Priority Call[6 ] 9] 43
Privacy(8 ] 3] 97
Restriction Service
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turning off 103
turning on(g 103
Ring Again
canceling#] 2] 45
using2 ) 44
Ring Type[*] 6] 84
Ring Volume[*] 8] [0] 84
Ringing Service
turning off 103
turning on(g 103
Routing Service
turning off 103
turning on(g 103
Saved Number Redial 6 ] 7] 53
Services, viewing[g ] 7] 0] 104
Speed Dial
adding user(¥] [4] 52
making callso] 51
Static Timeand Dateg ][0 ] 6] 74
Testing
displayg][0] 5] 125
power supplyfg ] [0] (5] 127
telephone buttonsg ] 0] 5] 126
telephone handsetfg ) (0] 5] 126
telephone headset[g ][0 ] 5] 126
telephone speakerg (0] 5] 126
Time7] 7] 99, 100
Voice Call Deny
canceling 76
using(g ] 8] 76
Voice Callfg ] 6] 75
fast busy tone 112

feature
wireless Call Forward No Answer 123
wireless Portable Language Selection 123

Feature button 25
Feature code 85
Feature moved 85
Feature timeout. 137

Features
name 129

features
activation code 133
adjusting ring volume 84
Autobumping 78
autodial 49
auxiliary ringer 107
Background Music 100
Button Inquiry 84
Call Display 30
Call Duration Timer 99
Call Forward 63

Call Information 31
Call Log 77
Call Park 60
Call Pickup 35
Call Queuing 56
Call Transfer 56
Callback 61
Camp-on 58
changing ring type 84
Class of Service password 111
Conference Calls 45
contrast adjustment 83
dialing modes 42
dialing signal

Link 108

Long Tones 108

Pause 108

run/stop 109

Wait for Dial Tone 109
Do Not Disturb 95, 96
Do Not Disturb on Busy 64
Exclusive Hold 56
Group Listening 37
Handsfree 97
hiding the message or calls display 91
Hold 55
Hunt Groups 93
ISDN 101
language choice 83
Last Number Redial 51
line pools 41
Line Redirection 65-66
Messages 71
moving line buttons 90
paging 6971
priority call 43
Privacy 96
Restriction service 102
Ring Again 44
ring type 84
Ringing service 102
Routing service 102
Saved Number Redial 53
sending messages using analog telephones 71
sending messages using display 71
Set Lock 107
Speed Dial 51
Test a Telephone 125-127
Trunk Answer 36
Voice Call 75
Voice Call Deny 76

Forward denied 65

Forward: 65
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forwarding calls
Call Forward 63
Call Forward delay 64
Call Forward No Answer 64
Call Forward on Busy 64
Do Not Disturb on Busy 64
Line Redirection 65-66

G

Group Listening 37
canceling 38
Group Pickup 35, 123

H

handling many calls at once
Call Queuing 56
Hold 55
handset
speaker testing 126
testing 126
Handsfree 90, 97
making calls 97
muting 98
using 98
Handsfree Answerback
programming 99
Voice Call 75
headset
testing 126
hearing aid compatibility 99
Hidden number 51, 54
Hidden numbetr 40
Hold
automatic 55
button 25
Conference Call 46
exclusive 56
getting information for acall on 31
listening while on hold 55
retrieving call 55

Haold ar release 81, 139
Hospitality passwords 120
Hospitality services 115
host system signaling
Link 108
Pause 108

run/stop 109
Wait for Dial Tone 109

Hotline

bypassing 106
setting up the telephone 106

Hunt Groups 93, 95, 122
Broadcast mode 94
Distribution modes 94
features 93
members of 94
Rotation mode 94
Sequential mode 94

In use 74, 139
In use SETHAME 81
Inactive feature 137
incoming call indicator 29
Incoming only 140
indicator
incoming call 29
Integrated Services Digital Network (ISDN) 101
Intercom 67

intercom
using asthe line for Autodial 50

Intercomn # 50

internal page 69

Invalid code 52

Inwalid code 109, 137
Irwalid location 90
Invalid number 50

Inualid number 57, 60, 140
Invalid zone 70

ISDN PRI
Network Name Display 101

L
language, changing on the display 83
Last Number Redial
programming 51
Last Number Redial, using 51
length of call, timing 99
length of external numbers 23
limiting

access to Business Communications Manager 110

telephone feature use 107
telephone programming 107
using alternate or scheduled services 102

line
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assignment 24
button

moving 30, 90
button, using to choose aline 42
changing the name 23
indicators, description 30
pool 41, 41-42
Redirection

canceling 67

using 6566
Redirection, and Call Forward, differences 66
target 24

Line 851 waiting 138
Line denied 36, 40, 140
Lire hund ue 59
Line in uze 139
Line Pools, using 122
Line Redirectian 67
Linedsl callback 32
Line061 hung up 58
LineBdsl to Fprime 33
LineB&l transfer 138
Link
programming 108
using 108
listening on hold 55
log space
programming 80
logging a call manually 78
Logit (see Call Log)
long distance call
indicator 137
using COS password 110
Long Tones 109
lost calls, troubleshooting 122

Lunch Sched 105

M

M7324(N) telephone
button defaults 89
CAP33
Conference Call 46
memory buttons 27
splitting a Conference Call 47
troubleshooting 125

maintaining security 111
Make calls first 139

making calls
dialing modes 42
priority call 43
using aline button 42
using line pools 41
using Ring Again 44
memory button
link 108
programming 42
memory buttons 25, 27, 49
Mesza9e denied 74
Mes=a9e list 74
Meszade to 74
Messages
canceling a sent message 72
hiding display 91
removing fromlist 73
sending, using the display 71
viewing 72
Meszades & Calls 74, 81
Microrhone muted 76

monitoring
cals 36
with CAP 34
line pool status 44
telephone status 44
transferred calls 61

Maowe line fraom 91
Mawe line to 91

moving
buttons 90
telephones 95

music, background 100
muting voice call tones 75

N
Network Name Display
PRI 101
Mew calls bedin 81
night control phone (see control telephone)
Night Sched 105
Night Service (see services)
9. 140
Mo button free 74, 139
Mo call an 60
Mo call to rark 60
Mo calls waiting 138
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Mo free lines 139

Mo info to 1log 81

No last number 51

Mo last number 40

Mo line selected 40, 138, 139
Mo line to use 67

Mo lo9 assigned 81

No number saved 54

Mo number stored 52, 74
Mo resume item 81

Mo services OH 104

Mo woice call 76

Mot available 137

Mot in seruice 40, 58, 59, 65, 138

O

Ok 26

On another call 40, 44

On hold 56

one button dialing (see Autodial)
out of range 121

Outgoing line 68

overflow call routing 24
OUERRIDE 26

overriding
Call Forward 64

P

page

external equipment 71

programming 70

shortcut codes 69

types 69

zone 69

Zones

programming 70

Fage choice 70
Fage timeout. 70
Fa3ina ALL 70
Faging busa 71
paging equipment 71
Fark denied 60
Farked call 138
Parked on 60

parking a call

retrieving 60
Farking full 60
password

Call Log 79-80

canceling 80
changing 80
Class of Service 111

Pause 108

pause in a sequence of numbers (see Wait for Dial Tone)

Fick ur receiver 138
Fickur 36

FPickur denied 36
pickup group 35
FPlease wait 44

Fool code 68

portable telephone
and Business Communications Manger 122
using 121
voice quality 121
power off, effect on memory buttons 49
power supply, testing 127
pre-dial 43
Press a buttaon 50, 84, 86
Press a line 91
Press held line 47
prime
line 106
telephone 32

primeline 24
priority call (see also Call Queuing) 32, 43
Priorita denied 44
Prioritu>223 139
Privacy
changing status 96

private
branch exchange, accessing from Business

Communications Manager (see aso host system

dialing signals) 108
cal 97
line 24
Prodram and HOLD 50, 52, 86
Program and 0K 50, 52, 86
Programmed 50
programming
features on buttons 85
lines
changing the name of aline 23
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log space 80

system 19

system features
Restriction service 102
Ringing service 102
Routing service 102
System Speed Dial 51

telephones
allowing Line Redirection 66
auxiliary ringer 107
Call Display 32
Call Forward delay 64
Call Pickup 35
changing the name of atelephone 23
direct dial telephones 106
Do Not Disturb 95
external autodial button 49
Forward no answer 64
Forward on busy 64
Handsfree 98
Handsfree Answerback 99
Hotline 106
page zone 70
paging 70
priority call 43
Redirect ring 67
Set lock 107
User Speed Dial 51, 52

programming telephones

Last Number Redial 51

Link 108

Saved Number Redial 53

publications
related 17

range 121

Rate Interface

Basic (BRI) 101

Primary (PRI) 101
redialing

external number 51
Redir bw 68
Redirect ring

programming 67
Redirect denied 68
redirection loops, avoiding 66

refusing to answer second call 96
Releasze acall 59, 139
Release button 25, 35
Feleasze calls 139
Release, using 122
releasing

accidentally 99

from conference 47

remote access 110-112

remote use
Class of Service password 111
security 110

using lines and features from outside the system 110

replying to a message 72
anal og telephone 73

reporting and recording alarms 125
Restr'n 104

Restricted call 40, 58, 140
restricting

access to Business Communications Manager 110

feature use (see Set Lock)

telephone feature use 107

telephone programming 107

using alternate or scheduled services 102

Restriction service 102

retrieval codes
Call Park 59

retrieving
held call 55
parked call 60

ring
auxiliary ringer 107
changing ring type 84
description of types 29, 84
ring volume 84

Ring Again 44

Fina A9ain? 40, 45
Ringing 104
Ringing service 102
RLS button 35
Room condition 118

Room Occupancy 118
state of room 118

Routing 104
Routing service 102
run/stop signal 109
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S

Saved Number Redial
using 53
Saved Number Redial, programming 53
saving a number (see Saved Number redial)
Sched 4 105
Sched 5 105
Sched 6 105
scheduled services 102

security
recommendations 111
system 110

Select a line 40, 53
Select line out. 68
Select lineds» 68

Send messade? 40

Service Modes (see Services)
Service Modes OH 104

Service provider features
Automatic Call Back 113
Automatic Recall 114
Call Forward 113
calling the number your calls are forwarded to 113
canceling Call Forward 113

Service Schedules
Evening Sched 105
Lunch Sched 105
Night Sched 105
Sched 4 105
Sched 5 105
Sched 6 105

Services
overriding 104
Restriction service 102
Ringing service 102
Routing service 102
Trunk Answer 36
turning off and on using feature codes 103
viewing active schedules 103

set lock 107
Set. locked 137
SHOW 26
signal
Link 108
Long Tones 108
Pause 108

run/stop 109
Wait for Dial Tone 109

softkey display prompts, troubleshooting 121
special telephones 105
Speed Did

making acall 51

programming for User 52

splitting a Conference Call 47
standard dial 42

Start of 1ist 75

Still in trnsfer 58

stopping calls from ringing at your telephone 96

stuttered dial tone 112
suspending acall (see also Call Park and Hold)
switching between calls 123
system

programming 19
system dia tone 112
System Speed Dial 51

T

T7100 telephone
Autodial 49
button defaults 90
Button Inquiry 84
Call Conference 45
Call Park 60
Call Queuing 138
Call Transfer 57
CallBack 59
Conference Call 46
Conference Call on hold 46
extension numbers 23
Hold 55
line assignment 24
Line button 42
line button 30
Line Redirection 65
memory buttons 27
one-line display 26
Ring Again 138, 139
Speed Dial 52
standard dial 42
Transferring acall 57
Voice Call 75

T7208 telephone
memory buttons 27

T7310 telephone
Conference Call 46

T7316 telephone
button defaults 88
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memory buttons 27
splitting a Conference Call 47
troubleshooting 125
two-line display 26
target lines 24
changing the name 23

telephone
alarm 125
Call Display information 32
CAP 33, 105
changing the name 23
control 103, 107
direct dia 105
extradia 103, 105, 106
Hotline 106
log calls automatically 77
models 20
moving 95
prime 105
prime telephone 32
testing 125-127

testing
buttons 126, 127
ending asession 125
handset 126
headset 126
power supply 127
telephone 125
telephone speaker 126

text conventions 15
Irarties onla 47

time and date
displayed instead of messages and calls 91
displaying 99
JE] 74
length of acall 99

time savers
autodial 49
Saved Number Redial 53
Speed Dial 51

tone
camped call tones 58
controlling length 108
remote access tones 112
voicecall 75

tracking incoming calls
Call Log 77

transfer (see Call Transfer) 56—7?
Transfer denied 58

transferring calls 56
Callback 61

parking acall 60
using Camp-on 58
troubleshooting

decreasein voice quality 121
lost calls 122
reporting and recording alarms 125
softkey display prompts 121
testing

the headset 126

the power supply 127

the speaker in the handset 126

the telephone buttons 126

the telephone display 125

the telephone speaker 126
using the alarm telephone 125

Trunk Answer 36

U

Unequirred line 68

Unknown rame 80

Unknown number 53

until * 104

Uze line pool? 139

User Speed Dial 51

using Call Forward 63

using Do Not Disturb 96

using your system remotely 110-112

Vv

LIEW 26

viewing
active Services 103
Call Log 78
messages 72, 74

Voice Cal 75-76
Uoice call 76
voice mail

accessing your Business Communications M anager

\oice Messaging system 112
using Call Forward 65

voice quality 121

wW

Wait for Dial Tone 109
wireless Call Forward No Answer 123
wireless Portable Language Selection 123
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Y

Your list full 75
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