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Using the Phone

Placing Calls:
Internal Calls  
1. Pickup handset or press Speaker. 
2. Dial extension or press pre-programmed shortcut key. 
Outside Calls  
1. Pickup handset or press Speaker. 
2. Dial 9 to access an outside line, then dial the phone number.

Answering Calls:
1. Lift handset or press the Speaker button.
2. Using the Answer button will allow you to answer a call while on another line. When pressed during a ringing call, the first caller is placed on hold and the ringing call is answered.
Note: Answer does not work with extension ringing.

Transferring Calls: 

Directly to an extension 
1. While on a call, press Transfer
2. Dial phone number, extension number, or press extension key.   
3. Announce call if necessary. Hang-up to complete transfer!
         Transfer call to Voice Mail
1. While on a call, press Transfer
2. Press extension key, or dial extension number
3. Press the number 8 on the key pad, Hang-up to complete transfer to voice mail!
Keys on Phone

HOLD 

Press the Hold button to place call on hold.  Line key will flash green.  To retrieve call press flashing line key.
TRANSFER 

Transfers calls to an extension, outside number, or voicemail.
SPEAKER 

Used for hands-free dialing or speaker phone. 

ANSWER

Will place present call on hold and answer new call automatically.
REDIAL

It will bring up a list of your last 10 numbers dialed. Once you’ve located desired number, lift handset or press speaker to place call.

CONFERENCE (Conf)
To establish conference calls. With first party on line, press CONF, dial second party, press CONF and continue until all parties are on line.  Press CONF twice to connect all parties.

RECALL 
Hook Flash button
FEATURE  


Not used on this system.
MIC


Microphone on/off, must be ON in order for a two-way hands–free conversation. Also, it acts as a mute key when on an active call. 
UP / DOWN 

Multi-function arrow keys that control volume for handset, speaker, and ringer. When the handset is lifted, the arrow keys adjust the handset volume. When the speaker button is pressed, the arrow keys adjust the speaker volume. When the phone is ringing, the arrow keys adjust the ring volume. 
SOFTKEYS

Display while phone is idle: 
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▲

Softkeys  (Press)

List, Dir, ICM & Prog:

List SoftKey:

Shows Redial and CID (Caller ID) options.  Redial stores the last 10 numbers dialed. CID stores last 50 numbers received.
(To use this feature you must have Caller ID service from the phone company.)
To use List:  
1. Pick either Redial or CID option.

2. Scroll with Softkey arrows to locate number.  
3. Pickup handset or press Speaker to dial. 
Note: You must enter a 1 for returning long-distance calls from CID. 
Dir SoftKey:  

The directory Will show all your speed dial options for System, Group, Station, and Extension. 

To use Directory: 
1. Press the SYS Softkey.  
2. Enter first letter(s) of a name with phone key pad

3. Scroll with arrows to find name & number you are looking for.  
4. To dial number, lift handset or press Speaker.
ICM Softkey:
This softkey is used for internal and external paging over the phone.

InPg stands for internal page.  
1. Press InPg 
2. Dial 1
3. Pickup handset. 
Prog Softkey:  
Can program call-forwarding functions and set options for DND (Do not disturb) and speed dialing. 

To use call-forwarding: 

1. Press Prog, Cfwd 
2. Then choose which call-forward option you want (example, all, both, busy, etc.) 
3. Press set 
4. Dial 9 + destination phone number or extension.

5. Press speaker to set.
To Cancel: Prog, Cfwd, option you chose, cancel.
To use DND:

1. Press Prog
2. Press DND
3. Press Set
4. Select ALL
To Cancel: Prog, DND, Cncl.

To store speed-dialing numbers on your personal station directory:
1. You must have an available bin number location (0-9). Each number stored in your station directory has an assigned bin number.
2. Press Prog.  
3. Choose STA for station
4. At the SPD Program screen enter Bin location number (exp. 0-9)
5. Enter 9 + phone number using keypad, press HOLD, enter name using keypad, 
6. HOLD, Speaker.
Note: Conf key will clear an entry, # key will let you use double letters on same key. 


Go to DIR softkey, press STA to locate and dial numbers.


Note: To delete press Prog, STA, Bin number to delete, then exit
One Touch Keys
To Program a DSS One-Touch Key:
(For storing an extension number, phone number, or other one-touch function under a blank key)
1. Press Speaker
2. Press 751
3. Press line key to be programmed
4. Press 01 and DSS / ONE TOUCH will display
5. Enter extension number OR 9 + destination phone number
6. Press Hold to save, you should hear a confirmation beep
7. Press Speaker to exit
Note: Service code 00 will erase function- To erase press Speaker, dial 751, press line key, dial 00. 
To set Call Forward: (Forward all calls. Most common)

1. Press Speaker
2. Dial 741
3. Press number 1
4. Dial destination number or extension where calls are to be forwarded

5. Press Speaker.
To Cancel: Press Speaker, dial 741, 0, Speaker.
Another common Call Forward feature code is:

744 = call fwd. busy & no answer: Calls forward when both busy and/or unanswered. 
Setting up a One Touch key for a Headset:
1. Press Speaker
2. Press 751

3. Press the button you want to set up as the headset shortcut
4. Press 05 (the code for headset), you will hear a conformation beep

5. Press Speaker 

VOICE MAIL (from the phone)
INITIAL SETUP:

1. Press message key or VMail Access key
2. Enter default pass code (usually MAIL”6245”, 0000, or 0327)
3. Follow prompts to continue setup. Remember, 1 for YES, 2 for NO.
Note: You must remain in setup until asked if you are satisfied with your settings then press 1 for yes.

Accessing your mailbox: 
1. Press message key or VMail Access key
2. Enter your security code when prompted.

3. Use display with softkeys for options. (1 for YES, 2 for NO).
Once you are in your mailbox, your display will look as follows:

▲

SoftKeys
(Press)

NEW - Checking new messages

Note: While listening to message, you have the option to rewind, using the Softkey REW. (rewinds 4 seconds each time the key is pressed) 

OLD - Will appear if there are old messages.
LVMSG - Leaving someone else a message. 

            
    





  Pressing >>>> allows you more options:
More options: SETUP= Changing setup options.
Note: While in setup menu you can change your personal greeting, security code, etc.
After each message has played, you have the option to:

ARCH (saves messages for 14 days)
DEL (deletes message)
REPLAY (replays the entire message)
Pressing >>>> allows you more options:
NEW, TIME, REDIRECT REPLY, NEXT, BACK, CALLER ID (CID), AND CALL.

Checking messages from another phone:

Press message key, then #, 8, extension number
Checking messages while offsite:
1. Call office main number
2. Ask to be transferred to voice mail

3. When greeting plays press 8
4. Dial your extension number
(If you reach reception, ask to be transferred to extension number 300, then press 8, extension number).

Mailbox Manager (voice mail from computer)
Mailbox Manager is a program that is available to all subscribers that have a voice mailbox set up.  The Mailbox Manager program is a visual representation of your mailbox.  Using this program allows you to change your greetings, security code, transfer options, and directory listing right from your desktop computer.  

Note:  You must have Java installed on your computer to take advantage of the phone administration programming.  If you do not have Java installed, contact your IT administrator or go to www.java.com to download it.  

To use Mailbox Manager, perform the following:

1. Open an Internet Explorer window 
2. In the address window, type _________________________
3. At the login screen type the following: 

Username = 8 and your extension number 

Password = your personal security code for voicemail
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Profile 

The profile tab will allow you to change your recorded name, directory listing, and security code. To access the profile screen, select the profile tab from the main menu.   

To change the Security Code:

1. Click on the Change Code icon  [image: image3.png]Change Code




2. Enter current security code
3. Enter new security code 
4. Click Save

To change the directory listing: 
This will determine whether your name shows up or not, in the directory, if a caller types in the first 3 letters of your first name:
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Keep checked to be listed

Uncheck to be unlisted

Recorded Name (the name that is heard when logging into voicemail, as well as when callers access someone in the company directory):
Note: The following 7 steps are to set up the phone so you can hear and record through the phone speakers, not to record the name. 
1. Click on edit under recorded name and the Web Page Dialog box will appear [image: image5.png]Edit|
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2. Click on the down arrow icon on the far left [image: image7.png]



3. Select Play Back Device, then Phone from the list

4. Click on the down arrow icon again [image: image8.png]



5. Select Record Device, then Phone
6. Click on the down arrow icon again [image: image9.png]



7. Select Options, select Extension, type your extension number 

To listen to your recorded name:
1. Click on the play icon [image: image10.png]



2. Your phone will begin to ring

3. Answer your phone and say hello (make a noise)

4. You will hear your recorded name played to you  

To record a new name:
1. Click on the record icon [image: image11.png]


, the phone will begin to ring

2. Answer phone and say hello (make a noise)

3. There will be a beep, after beep record your name

4. Click the stop icon to stop the recording [image: image12.png]



5. Click the floppy disk icon to save [image: image13.png]



Greetings 

Under the Greetings tab you have the ability to change the recording of your greetings as well as set desired greeting to active.  

To change the active greeting:
1. Click on the greetings tab from the main menu

2. Click on the bullet for the greeting you want active

To record and listen to your greetings:
Note: The following 7 steps are to set up the phone so you can hear and record through the phone speakers.

1. Click on edit and the Web Page Dialog box will appear
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2. Click on the down arrow icon on the far left [image: image15.png]



3. Select Play Back Device, then Phone from the list

4. Click on the down arrow icon again [image: image16.png]



5. Select Record Device, then Phone

6. Click on the down arrow icon again [image: image17.png]



7. Select Options, select Extension, type your extension number

To listen to your greeting: 

1. Click on the play icon [image: image18.png]



2. Your phone will begin to ring

3. Answer your phone and say hello (make a noise)

4. You will here your recorded name played to you  

To record a new greeting

1. Click on the record icon [image: image19.png]



2. Your phone will begin to ring

3. Answer your phone and say hello

4. You will here a beep 

5. Record your name

6. Click the stop icon to stop the recording [image: image20.png]



7. Click the floppy disk icon to save [image: image21.png]



Notification 

Use the notification tab to enable the voicemail to send an alert, outside of the office, when a new message is delivered.  You can set the time, day of the week, and phone numbers the voicemail will use to notify.  
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To setup notification:
1. Click on the Notification tab

2. Select a device (Alternate phone is recommended)
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3. Enter the phone number you want the voicemail to call

4. Enter the time range you want the voicemail to call. Use military format. (exp. 17:00 to 19:00 would equal 5:00 PM to 7:00 PM)

5. Click on the days of the week

6. Select Each for delivery type
7. Click on the save icon 
MISC, Trouble Shooting:

While in CID:
You can toggle between name and phone number by using the HELP Softkey.  
Turn-off Message-Waiting light:


(Will sometimes flash when there are not messages)

Press Speaker, dial 773, press Speaker. 

Call Forwarding:

Can be accessed with SOFTKEYS: Prog, choose cfwd for call forwarding, DND for do-not-disturb.

To Cancel a Feature programmed under a DSS Key:


Press Speaker, dial 751, press programmed key, 00.

To Transfer to an outside Phone Number:

Press transfer, dial 9 + phone number, feature, transfer, then hang-up. 

Group Listen:

Allows a user to pickup the handset and let co-workers listen to conversation over the speaker. 

It also turns off the microphone, so that the caller does not hear the co-workers voices during the conversation, unlike a conference-call.

To use Group Listen:

Place/Answer call, press Speaker twice.  
Cancel:  Don’t hang-up, just press Speaker.
Call Park:

Placing:  While on a call press designated Park button. 

Answering:  Press designated pickup button, type in two-digit code assigned to parked call and call will be retrieved. 


For questions or concerns, please call 800-797-3663 or
425-481-5493. Or visit our Website at SoundTel.com
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