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Operating Procedures

· To talk Hands Free on the Dterm you must leave the MIC on at all times.

· To dial out Hands Free, press SPKR instead of lifting the handset.

TO ANSWER CALL- ON YOUR LINE

1. Lift Handset

2. talk to caller

TO ANSWER CALLS- ON ANOTHER LINE

1. Lift handset

2. press line which is flashing red

3. talk to caller

TO DIAL OPERATOR

1. Lift handset

2. Dial “9”

3. talk to operator when answered

TO DIAL EXTENSION

1. Lift handset

2. Dial extension number

3. talk with extension when answered

NB: when receiving an internal call, one long ring is heard.

TO DIAL EXTERNALLY

· Lift handset
· Dial “O” (hear second dial tone)
· Talk with party when answered

NB: When receiving an external call, a double ring is heard.

TO TRANSFER CALL

· Whilst talking to party

· Press TRF Key (hear special dial tone)

· Dial Extension Number

IF EXTENSION ANSWERS

· Announce call

· Replace handset

NB: if extension does not want call, they hang up and call is returned to you.

IF EXTENSION IS BUSY

· On hearing Busy Tone press TRF Key to receive call back.
HOLD

To place a call on hold for privacy or to answer another flashing line key:

· Whilst talking with caller press RED HOLD Key (slow green flashing light will appear)

NB: You now have complete privacy and caller is hearing music on Hold.

TO RETRIEVE CALL ON HOLD

· Press into key displaying green slow flashing light

· Talk to caller

CALL PICK UP

When another phone within your pre-assigned group is ringing:

· Lift handset

· Press # #

· Talk to caller

TO FORWARD ALL CALLS TO ANOTHER EXTENSION

· Lift handset

· Press line 1

· Dial in number of extension you want the call to go to

· Display shows   SET
· Hang up

TO CANCEL FORWARDING ALL CALLS TO ANOTHER EXTENSION

· Lift handset

· Press: CFD ALL
· Press *

· Display shows  CNCL
· Hang up

CALL HOLD

To hold a call and make a second outgoing call:

· Whilst talking with the first call press CALL HOLD Key (1st call is placed on hold and internal dial tone is heard)

· Dial “O” for outside line

· Dial 2nd caller’s number

· Talk to caller

TO GO BACK TO FIRST CALLER

· Once you have finished with 2nd call – replace handset

· Phone will ring back with first call

· Lift handset and talk to caller

TO SWAP BETWEEN 2 CALLS

· Whilst talking to 2nd call – press CALL HOLD Key

· 1st call is returned and 2nd call is on hold

NB: Press CALL HOLD Key to keep swapping between the 2 calls

TO CHANGE EXTENSIONS
·  have handset down

· Press CNF key

· Press key you want it to go to

· Press new extension number

· Press CNF key

LAST NUMBER REDIAL (LNR)

To redial Last Number from your phone:

· Lift handset

· Press LNR key (last number is automatically re-dialled)

