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About this card

Use this card as a quick raference for accessing the features of your
telephone. Your system administrator will inform you if any of these features
are not avallable for your telaphona.

This card uses the Business Series Terminals button icons. The table balow
shows which buttons to use on the different types of Nartel Networks

telephones.
Button Narme T7000, T7100, T7208, T7316 | M7100, M7208, M7310, M7324
| Feature A
Hoid =)
[Caed™] (o™
Volume Cantrol = C3 T
| Halease =

‘Telephone features
Background Caneel (E]F | B]

Music Listen to music (provided by vour offica) through your telephone speaker
whan you are not on & call,

Button Inquiry Celx] o]
Check what is programmead on any button. Use when labeling buttons.

Call Duration il
Timer Briefly display the approximate length of your eurrent or most recent call.

Call Forward Cancel ]
Send your calls to another telephone in your system,

Call Park ]
Fut a eall on hold so that it can be pleked up from any telephone in your
system. The display shows a three-digit retriaval ¢code,
Te retrieve a parked call from a telephons, prass an intercom bulton and dial
the retrieval code.
On tha T7100/M7100 telephane, just lift the handset and dial the retrieval

code,
Call Pickup -
diraciad Answar any ringing telephone.

Prazs (E] (7] €] and dial the extension number for tha ringing talephone.




Call Pickup- =0
group Answer a call that Is ringing at another telsphone in your pickup group. The
external call that has been ringing longest is answered first,
Call Queulng Bl
Answer the next call. If more than one call is waiting, prlority is given to
incorning external calls over callback, camped, or transferred calls.
Gamp-on
Re-route a call to another telephone avan if all its lines ara busy,
Fress ), then dial the extension number of the receiving telephone.
Class of Al
service Charge the dialing filters on a line or telephone, or gain axternal access to
password your systam, Dialing filters determing which numbers you can dial,
Press [E] B) and enter a password provided by vour systern coordinator
te change your ¢lass of service.
Conference (& B

Establish a conferance call between yourself and two athar parties.
1. Make or answer the first call.

2. Put the first call on hald,

3. Make or answer the second call.

4. After the sacond call Is connected, press (] ],

5

. Praasthe line or intercom button of the first hald call (not raquired on the T7100/
M7100 telephone).

6. Press (Z=] to end the conferance call,

To remove yourself from a conferenca parmanently (unsupervised
conference);

Press [ (7] @]. The other two callers remain connectad. (Some external
lines may not support this feature. See your system coordinator.)

To put a conferance on hold:
Press [w2], The othar two callers can still talk to each other.
To spiit a conferancea:

Press the ling or intercom button of one caller to eonsult privately while the
other cailer is on hold, Te re-establish the conference, press (5 E].

To disconnect one party;

Press the line or intartom button of the caller you want to disconnect, then
prass (&=]. Press the line or intercom button of the remaining callor to
resume your conversation,

To indapendently hold two calls;

Press the line or intercom button of the first callar, then press 521, The
second caller is automatically put on hold, To re-establish tha conference,

retripve one call from hold, press g1, then retrieve the sacond call from
hald.




Contrast
adjustment

Adjust the contrast of your display,
Press [#] 1. than press a number from [ to §) {depanding on your
talephone). Press to st your choice.

_I:i'i;'ling modes

2

Choose ane of thrae methods of dialing.

1. Press I F EIE).

2. Press [#] to select the mode.

3. Press (s=z]to store the moda,

Standard Dial: Select a ling, then dial the number. (Standard Dial is always
available, evan when another dialing mode ls selected.)

Automatic Dial: Dial the number without choosing a line button first, Your prime
line Is automatically salacted for the call,

Pra-Dlal: Dial the number, then press a line button to place the call. Edit the
number by pressing EI=—T1=) hefors placing the call,

Do Not
Disturb

Cancel CEJFE] &)

When you are not on a call pravent all incoming calls, excapt priority calls,
from ringing at your telaphone. When you are on a call, block an incoming
priority call.

Group
Lisiening

()R] RIE} Cancel (2] #] E](0] E]

Use both the handset and speaker while you are on a call. To avoid electronic
feedback, keap the handset away from the spaakar during the call, and prass
[=]to hang up.

Hold

4

Temporarily suspend a call.

T retriave a hald call, press the line button for the held call,

{Press oh the T7100/M7100 telephone.)

Exclusive Hold

or (210G

Tempeorarily suspend a call and prevent other telephonas from picking it up.

tg;‘llhguagﬂ
Cholce

(2] *]&] o] ] Select Primary Language for the telephana display.
&) @] E] Selact Altarnate Language for the telephone disphy.
C=] [¥] [E] @ (5] Select Alternate Language 2 for the telaphone display.
] E] [0} (@] Sefect Alternate Language 3 for the telephone display,

Redial

CE16)

Automatically radial the last external telaphona number that you dialed,

Line pools

&l

With a line pool, telephones can shara several lines for making calls.
1. Press [E] &3] or an intercom buttan,

2. Enter a line pool access code. (See your system coordinatorfor a Jlat,)




Line /] Cancel &)

Redirection  song calls arriving on an external line to anather telephone outside your
systemn. (Some external lines may not support this feature. See your system
coordinator.) This featurs is not available on the T7100/M7100 telephona.

Link
Generate a Link signal 2% to access a PBX or cther host exchange.

Long Tones ]

Gienerate a tona for as long as you hold down a button. This is used to
communicate with davices like fax or answering machines. Long tones ara in
effect only far your currant call,

Messages Cancet (] #]

Send a message to another telephone within your system,
To view and reply to your measages:
1. Press (6] ).
2. Press [¥] and [f] to view your message list,
3. Press [T) to call the persen who laft you the measage.
To erase a message:
1. Prass (2] while viewing a message,
Moving fine
buttona Change the positien of your line or hunt group buttons.
1. Press ] B 0.
2. Press the line button that you want to move,
3. Prass the button that you want to move the line to,
4. Press (=). The twg buttons are exchanged.
5. Update the butten labal strip on your telephone.
Line buttons cannot be exchanged with irtercom, answer or Handsfree
buttons,

Name and D el

number Black the outgoing name and/ot numbar on a per-call bagis,

blocking 1. Progs g].

Page EJ @) and code (1 to 3) and zone (0 to &)

Meake a page announcement through either the intarnal (code 1} or external
(code 2) speakers, or both (code 3). Zore 0 pages all zones,

Fage announcemants are programmed to timeout after a pre-selected
amount of time which is set by your systam coordinator,

Intarnal page

E) @) and zone (0o &)

Make a page announcemsnt to all, or to a specific group of telephaones,
through the telephone speakers. Zone 0 pages all zones.




Extarnal page
=3kl
Make a page announcement through an external loudspeaker systam.

Internal and axternal page

= and zoha (0 to &)

Make a page announcement through both your telephone speakers and an
external loudspeaker system. Zone 0 pages all zones.

Pausa =]
Program in an external autodial saquence to insert a 1.5 sacond delay @,
For pulse dialing: (*] also inserts a 1.5 second delay.

Priority Bl

Call Interrupt a parsen who is on a call.
A parsen on another call can press (&1 E] E] (Do Not Disturb) to block
priority calls.

Privacy E]
Change the privacy setting for an external line. If a line normally has privacy,
this permits anothar telaphone that shares the line to join your call by
selecting the line while you ara using it. If a line normatlly has privacy
disabled, this prevents ancther telephone that sharas the line from joining
your call by gelecting the line while you are using it. The privacy setting is re-
established once you end your call or when you erter the Privacy feature
¢ode again.

Ring Again & Cancel (2] [#]
Monitor a busy or unanswered telaphone, or a busy line pool within your
system. Ring Again signals you to call back when the talephone or line pool
becomes avallable.

Ring type CEIFE]
Selact a distinctive ring to help diffsrantiate batween your talaphone and
othars nearby.
1. Press El.
2. Enter the ring type number (] to [&]).
3. Press ]

Ring @

volume Make your telaphane ting so that you can adjust the volume.You can also
adjust tha volume any tima your telephone rings.

Run/Stop

Store more than one autodial number or external carrier feature code on one
memary button by Inserting & break pointd betwaen numbers or codes. The
first prass of the button dials the first number or code; the next press dials the
next number or code. You can program up to four numbers or codes
separated by break points.




Saved
Number
Redial

Save a number to redial later. Enter the code while you are on a call that you
have dialed to save the number. Enter the code when you ara not on a call to
redial the saved numbar,

Service
Schedules

Show service schedules Rl

Display the madas that have been turned on at a designated control sot,
Ringing service

DO Cancel (=] ] E) 7 0

Turn on one of six schedulas for aternative ringing/call answering
arrangements from a designated control telephone.

Restriction services

EIB O8] Cancel (& ][] E] 7] E]

Turn on one of six services for restrictions on particular lines or telephones
from a dasignated control telephona.You will be required to entera
password.

Routing services
EEDE Cancel EIFIE) @D B)

Turr on one of six services for routing on particular lines or telephones from a
designated control telephona. You will be required to antar a password,

Speed Dial

@

Dial an external telephone number using a three-digit coda,

There are two types of speed dial codes: system (001 ta 255) and user (256
1o 279).

System speaed dial codes can be usad from any display telephona in the
system. They are assigned by your system coordinator,

User speed dial codes are used exclusively at your telephone.

To make a call using a spead dial code:

1. Prass o.

2. Erter the three-digit code for tha number.

To pragram user speed dial numbers:

1. Press =) &),

2. Enter a three-digit code from 256 to 279.

3. Specify an external line by pressing a line button, aiine poal button, or the
intercom button. If you do not specify the line, the system automatically chooses
a fine for the call.

4. Dial the telephone number you want to program (up to 24 digits).

5. Press (&2F],

8. Record the code and number you have just programmed.

You cannot program uzer speed dial numbears while somecne alsa is
programming your system. Codes you enter ean be overridden by your
system administrator,




Static time (=JR]E)B] Cancel (] [#][B] ]

and date Changa the first line of the display to the currant time and date.

Time ElpIB)
Briefly display the tima and date while you are on a ¢all,

Transfer )]
Send a call to another talephoneg within your system, or to an external
talaphone. You may not be abla to transfer a call on an external line to an
external teélephone, depending on the capabilities of the lines.
1. Make or answer a call.
2 Press E1F @],
3. Call the person you want to transfer the call to.
4. Stay on the line if you wish to speak to the parzon first,.
5. Press (=] to complete the trancfer,
If an external call is transferred to a busy internal or network extension, or is
not answarad after a few rings, the call automatically rings you back.

Trunk B0 6

Answer Answer an extarnal call that is ringing on a line that has besn placed into a
Ringing Service scheduls frem any telephone in your system. This feature
does not work for a private line,

Voice call =]
Make a voice announcement or bagin a conversation through the speaker of
another telephone without first making the other telephone ring.

Voice call 2] Cancel ER

deny Pravant your telephone from receiving volce calls.
Do Not Disturb (&1 ] E)) alse prevents your telephone from receiving voice
calls.

Wait for dial B4} :

tone Program In an external autodial number to cause the system to wait to

receive dial tone @5 from anothar systermn bafare proceeding with the dialing
sequance.




Call Display Services

Tha following features are available only i you subscribe to Call Display
services or to special line services from your local telephone company.

Autobumplng &[5 [i] Cancel [£] E]
Have the systern automatically delete the cldest log item from a full Gall Lag,
50 that a new log item can be storad,
Call =]
Information  pigplay the name, number or line name of a ringing or held call. Press ] to
maove through the information displays:.
Call l.og Al Al
Call Log displays use the following special charactars:
1 (underling) identifies a new Item
2 identifias answared calls
L] idantifies long distance calls
- identifies that the information has been shortened
To view your Call Log:
1. Press [¥] to view old items.
Press (1] to view new iterms.
Prass [@] to return ta the last viewed itam.
2, Press [#] and [¥] to mave through your items.
3. Press G3——T %) to viow more Information on an itam.
To arasm a Call Log entry; Preas [(»e] while viewing an item,
To return a call from your Call Log;
1. Digplay the desired number an your telephone.
2. Editthe number, if required. You can add numbers for long distarce dialing or
line pool access or remove numbers using C5F——L=.
3. Press a line button.
4, Liftthe handset.
Call Log =]
options Select the type of calls that will automatically be stored in your Call Log.
Fress[#] to see the next setting. Press 7] to select the displayed setting.
Call Log EIFRER
password Program & four-digit password for your Call Log. To ramova a forgotten
password, see your system coordinator.
Logit RO
Store caller information for your current eall in your Call Log.
Malicious CEIB &)
CalleriD Stora caller information on the service provider system for last external call,
(MciD) This feature only works if your system uses ETSI ISDN lines. Chack with your

systern adminlstrator. The code must be invoked within 30 seconds after the
caller hangs up, and befare you hang up,




Maridian and Noretar are trademarks of Nortel Netwarks,
Meridian Norstar is manufactured by Norel Natworks.,
This documant Iz for usa with Norstar Modular 105,
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NORTEL/NORSTAR
QUICK REFERENCE GUIDE

To make an outgoing call
1. Press SPEAKER key or lift HANDSET.

2. Dial trunk access code 9.

NOTE: Dapending on how systermn is programmed, trunk access code 8 can be used.

Intercom_call
1. Press SPEAKER key or liit HANDSET.
2. Dial internal extension number,

Putting ealls on HOLD
1. While on the incoming call, Press the HOLD key.

Retrieve the call from HOLD
1. Press the blinking INTERCOM key,

How to TRANSFER & call

While on the call, press the TRANSFER key.

Dial the extension number or press the one touch extension button.
Announce the call (optional)

Press RLS (release) key or hang up to complete transfer function.

PN

To TRANSFER a call directly into voicemail

1. White on the call, Press FEATURE key and 986 or XFER VOICEMAIL button,
2. Dial extension or mailbox number.
3. Then hang up to complete function

Using CALL PARK - Allow users fo PARK and RETRIEVE incoming calls frorn any station,

1. While on the call, press the CALL PARK key, or Call Park feature code (feature 74).
2. Your display will briefly display the first avallable park zone: (Example 101).
3. Let the internal party know their call is parked on: (Example 101).

NOTE: Call Park zones range from 101 to 125,

Retrieve calls from CALL PARK - To pickup the call from any station
1. Lift handset, press INTERCOM key or Lift handset.
2. Then dial the 2 digit PARK zones {101 thru 125).




NOTE: Your phone can be programmed as one touch access for most used features.

Hew to program a FEATURE on_your phone

1. Press FEATURE key.

2. *3

3. Press the memory butten to program

4, Press FEATURE, and enter feature code.

EXAMPLE: To program the last number redial as a one touch the feature code would be 5.
NOTE: Far more features, please refer to your telephone feature card.

How to program frequently dialed numbers, which are called AUTO DIALS:

Prass FEATURE key.

*1 (Example: External auto dial feature code)
Prass the AUTODIAL key to prograrm.

Enter the telephone number, press ok to confirm.

by

- ALSO -

Press FEATURE key.

*2 (Example: Internal auto dial feature code)
Press the AUTOQDIAL key to program.

Enter the extension number

L

NOTE: Feature *1 external auto dial - to store external numbers for one touch access.
Feature *2 internal auto dial - to store internal numbers for one touch access.
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