Basic Features - OptiPoint 500 Digital Handset
Call Forwarding calls to Voicemail (7800) or another extension
· Press *4 + the four digit number you wish to call forward to followed by #
· To remove the call forward Press #4
Call Transfer

To transfer a call to another telephone:

· The display shows “Consultation?”
· Press √
· Key the number you wish to transfer the call to

· When the called party answers, announce the call.

· Hang up

The caller will be connected to the new extension.

If the extension you called is busy, is not answered:

· Press Connect/Toggle or √
· 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 reconnected to the original caller.

To Place a Call on Hold
· The display shows “Consultation?”
· Press √
· Display shows “Please Dial ?” then “Time Exceeded”

To Return to Held Call
· Display shows “Return to held call”

· Press √ 
Enquiry Call

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

· Press √
· 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 is busy or does not answer

· Press Connect/Toggle

You will be reconnected to your caller.

Call Pickup

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

· Press *3 or the connect/ toggle key
You will then be connected to the caller.

Note: Transferring a picked up call.
If a call is answered on pickup, consultation will not be displayed.

To display consultation, press the right arrow key once. You will now be able you to transfer the call.
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  *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 *2

To call the saved number later:

· Key *2

Turn Ringer Volume Up/Down

· Press + 

· Display shows “Ringer Volume”
· Press √
· Press + or – for desired setting

· Press √ to save setting
Turn Ringer Pitch Up/Down

· Press + > scroll to ringer pitch

· Press + or – for desired pitch

· Press √ to save setting
