RING TONE and  VOLUME are accessed by using the round cursor (up/down, left/right) key on your telephone
To adjust ringer volume:

1. Press Up/Down (top or bottom on the round cursor) when the phone is ringing
To adjust Speaker volume:

1.   Press Up/Down (top or bottom on the round cursor) during speaker

      phone operation.
To adjust handset receiver volume:

1. Press Up/Down (top or bottom on the round cursor) in the off hook status or during a call.
SPEAKER 
1. Press SPEAKER to activate or deactivate.  

2. Lit MIC LED light indicates if microphone is on.
NOTE:  MIC must be lit to be heard via speaker phone
SOFT KEYS

Soft keys appear at the bottom of the display.  Press the button beneath the desired soft key function to activate the desired feature.
PLACING CALLS 

1. Obtain dial tone
2. Dial 5-digit extension or press 9 and dial telephone number OR
3. Lift handset and press desired 1-touch key 
ANSWERING CALLS

1. To answer a call on your extension, lift handset OR press SPEAKER OR press HSET soft key (depending on headset in use)
2. To answer a call for a line appearing on your phone (i.e. someone else’s extension), lift handset OR press SPEAKER OR press HSET soft key and press flashing line key
HOLD (stays on hold 4 minutes before recalling)
1.   To place a call on hold, press the red Hold button.  

2.   To retrieve a held call, lift handset OR press SPEAKER key.

3.   Press held line (flashing line)

.
TRANSFER 

1. While on a call, press Transfer + dial the 5-digit extension.  

2. Remain on the line to announce the call (optional)
3. To complete the transfer, either hang up or press Recall
To return to the original caller (in the event of a busy signal, or to cancel before voice mail answers) press Transfer again.
REDIAL
1. Press the silver round cursor button to the left.  Scroll through the last 5 numbers dialed from your phone.
2.   With the desired number on the display, press * to dial the number.
FDA (FORWARD ALL CALLS) – To Set 
1. Obtain dial tone.

2. Enter #2, enter the destination number and hang up.

3. Screen will indicate SET. For busy use #3 and No answer use #4 then enter destination number
CANCEL FORWARD ALL CALLS
1. Obtain dial tone. 

2. Press *2 and hang up.  To clear busy forward enter *3 and to clear No Answer forwarding enter *4
CONFERENCE (Three-Way Calling)
Creates a three-way conference by connecting an additional party to an already existing conversation.
1. While on a call, press Transfer (call is on temporary hold)
2. Dial the number of party to be added.  (Dial either the 5-digit extension or 9 + desired number) 

3. After called party answers, press the CONF soft key to join all 3 parties.  
CALL HISTORY
1. Press [image: image11.jpg]



2. Press 1 – Call History
Press IC soft key for Incoming Calls or OG soft key for Outgoing Calls
3. The last number dialed or received will be displayed.  Use the silver cursor to scroll up or down to see additional incoming/outgoing call history.  You may also use the Next or Previous soft keys to see additional numbers
4. Press the Redial soft key when the desired number is on the screen
SCROLL KEY – Press the [image: image2.png]


 key to access 3 additional screens.  A black number highlighted is screen you are currently viewing.
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PROGRAMMING ONE TOUCH DIALING
No 1-touch speed dial keys are programmed on the initial screen.  

Up to 16 1-touch speed dial numbers may be programmed on Screen 2 and Screen 3 accessed by pressing the Scroll button.
1. Press the [image: image4.png]


 (beneath the bottom screen) once.

2. Press Feature Key

2.   Press desired One Touch Speed Calling Key

3.   Enter your 9 + desired telephone number or extension number

4.   Press Feature key again to save the number
SELECT RING TONE
1. Press the  [image: image5.png]


 button
2. Press 5 – Setting
[image: image6.png]uTuu\
m Setiing
8

i
(3] contia

. Back OK




3. Press 1 – User Setting
4. Press 1 – Incoming Call

5. Press 4 – Ring Tone
6. Press 1 – External Call OR 2 – Internal Call
7. Scroll [image: image7.png]


through ring tones until the desired tone is reached

8. Press OK soft key

9. Press Back soft key until the main screen is on the display
CURSOR
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