Analogue Handsets
Call Pickup

To answer calls ringing out on extensions in your pick up group:

· Press *3

You will then be connected to the caller.

Ring Back

If you call an extension and it is engaged or there is no answer, ring back can be set against the extension.  The system will ring you back when the extension becomes free or after the extension is next used.

To active the ring back feature:

· Press Recall(R) *1

· Replace the handset

Once the extension becomes free, your telephone will ring

· Pickup up the handset and you will hear the extension you called ringing.

To deactivate the Ring Back feature once set against an extension:

· Key #1

· Replace the receiver

Save Last Number – Last Number Redial

To save a number:

· Dial the number

· On no answer or busy Key Recall(R) *2

To call the saved number later:

· Key *2

Call Transfer

To transfer a call to another telephone:

· Press Recall(R)

· Key the number

· Announce the caller and pass on any information.

· Hang up

If the extension you called is busy:

· Press Recall(R) once
· You will be reconnected to the original caller

If there is no answer from the other party:

· Press Recall(R) twice

· You will be reconnected to the original caller

If the Caller does not want to take the call:

· When the 3rd party has hung up you will reconnect to the original caller.

Enquiry Call

To consult with a third party, on another extension, while you are engaged on a call:

· Press Recall(R)

· Key the number of the person you wish to consult with

When the 3rd party answers you are connected without the held party being able to overhear your conversation.  You will automatically be connected to your original call after the 3rd party has hung up.

If the third party does not answer

· Press Recall(R)

You will be reconnected to your caller.

If the third party is engaged

· Press Recall(R) twice

You will be reconnected to your caller.

Conference Call

Conference calling allows you to speak with two or more parties simultaneously up to a maximum of six one of which can be an outside line.

When you are on a call and you wish to include another person:

· Press Recall(R) 

· Key the telephone number of the person to be included in the call.

· When the new person answers press Recall(R) again.  All parties may now confer.

· To add additional extensions, repeat the process.

To finish a conference call:

· Replace the handset once the other parties have hung up

Putting a Call on Hold

To put a call on hold whilst you look for information or confer with colleagues in the same office:

· Press the Secrecy button

· Confer with colleagues

· Press the Secrecy button again to return to the caller

To put a call on hold whilst you look for information or confer with colleagues on another extension:

· Follow the instructions above as for Enquiry Call

Alarm Call

To set an Alarm Call:

· Key #6 followed by the time in 24hours format that you require the call

The phone will ring at the time set.

To silence an alarm call:

· Lift and replace the receiver

To cancel an alarm call:

· Key #6 and replace the handset

Call Forward

To divert your calls to another extension:

· Key *4 followed by the extension number you wish your calls to be forwarded to, followed by #
To check that the call forward is in operation:

· Lift the handset

· You will hear the engaged tone

To cancel the call forward from your phone:

· Lift the handset

· Key Recall(R) #4

To confirm the call forward has been cancelled:

· Lift the handset

· You will hear the normal dial tone.

When using the call forward facility, always ensure that the person you have transferred your calls to is aware of that the forward has been set up and that they are available to take your calls.

Call Forward – Busy
This feature allows calls to busy extensions to be automatically diverted to another extension.  The feature is useful if your extension is particularly busy and you do not want to lose any calls.

To set this facility up:

· Decide which number you want your calls to divert to

· Inform Telephone Services of your requirement.

Telephone Services will program a service change to your extension.

Call Forward – No Answer

This feature allows calls to unanswered extensions to be diverted to another extension.  The call will ring out on the required extension for at least seven rings (this is a system wide feature and cannot be changed) before going through to the other extension.   This feature is useful to have as a fall back if you are just popping out of the office but if you are going out for any length of time it is better to make use of the Call Forward Facility.

To set this facility up:

· Decide which number you want your calls to divert to

· Inform Telephone Services of your requirement.

Telephone Services will program a service change to your extension.

Summary of Telephone Facility Codes

Call Pick-Up


*3

Ring Back


Recall(R) *1


Cancel Ring Back
#1

Call Transfer


Recall(R) + number

Return if transfer incomplete Recall(R)





(announce caller then 





hang up)

Enquiry Call


Recall(R) + number

Return, 3rd party hung up Recall(R)

Conference Call

Recall(R) + number + Recall(R)





Repeat to bring more parties in

Alarm Call


#6 hhmm


Cancel Alarm Call #6

Call Forward


*4 + number
+ #

Cancel Call Forward Recall(R) #4

Save Number

Recall(R) *2


Call Saved Number *2

Common Short Code 
*61 + last 3 digits
