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. Getting started with Norstar

Y our Norstar digital key system has many powerful featuresthat
can be customized to keep up with changes in your workplace.

ﬁ Using this guide
\
The person who is responsible for adding or moving telephones

or making changesto the systemiscalled the system coordinator.
This guide is designed to give the system coordinator all the
information he or she needs to carry out these kinds of jobs.

The first section contains step-by-step instructions on changing
the time and date, deciding how many ringsit takes before a call
is forwarded and other day-to-day programming. Once you
understand these basic steps, you can move on to the many other
features described in the second section of the guide, and refer to
thefirst section only from time to time.

Y ou can look at the contents page for an overview of thefeatures
that are available, or check the index for specific features or
messages displayed on your telephone.

Ii Understanding programming
\

When your systemisinstalled, your installer or customer service
representative programs it to work with your telephone lines,
with your private network, if you have one, and with optional
equipment. They customize the system for your office. All
programming is recorded in the Norstar Programming Record.
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Y ou may want to further customize your system. For example,
you can change how some features work, or adapt the system to
changesin your office. Programming allows you to change
settings that probably need to be updated regularly because of
staff turnover or new business contacts. Y ou can also assign
features and program buttons on individual telephones.

There are four ways to customize and maintain your Norstar
system:

* Initial programming is done for you by your installer or
customer service representative. It deals mostly with how
the system interacts with lines, telephones, and other
equipment.

* Your programming as a system coordinator changes how
features work for the system, as needed. It requires a
system coordinator password.

e A basic programming password is available to allow
individuals other than the system coordinator to make
changes without giving access to sensitive programming
capabilities.

» Personal programming is available to anyone through the
Feature button on their Norstar telephone. It alows
individuals to change how their telephone works to suit
themselves.

Ii Before you start
\
Before you begin programming, plan what changes you want to

make. Record the changes in the Norstar Programming Record
so that you have the information at hand. For example, if you are
going to program system speed dial numbers, fill out the pagein
the Norstar Programming Record so that you have all the
numbers and codes handy once you start programming.
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Ii What you'll need to do programming
\
Programming is done using a telephone that can show two lines

of information on its display. Examples of telephones with two-
line displays are shown on page 15.

Y ou need aprogramming overlay to show which buttonsto press
when you are doing programming. See *‘ The programming
overlay’’ on page 18.

When you use a telephone for programming, it is taken out of
service. Thismeansit is unable to receive or make calls, and the
call forward features do not work. Do not use the main reception
telephone for programming because you may |ose incoming
cals.

ﬁ Using Buttons
\

The two-line telephone you use for everyday calling is used for
changes and maintenance. Examples of telephoneswith two-line
displays are shown in the illustration below.

Business Series Terminal used for programming and maintenance
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Norstar two-line display telephones

The next illustration numbers the buttons that are used for both
day-to-day communication and programming on the T7316
telephone.

Business Series Terminal buttons.
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(1) Display

Shows instructions for everyday calling as well as for
programming.

(2] Display butions

Have a variety of uses. The current use is shown on
the display above each button.

© Diclpad

Used for dialing numbers when you are making calls.

For programming, the dialpad is also used for
entering numbers and lefters

e Memory buttons

Dial a number or feature code stored on the button.

6 Feature button

Allows you to enter a feature code while using or
programming the telephone.

@ Hold button

Puts an active call on hold.

e Release button

Hangs up an active call or ends programming.

@ Volume rocker switch

Tums the volume you hear through the handset up or
down.

During programming this switch is used to adjust
seffings, such as for the display confrast.

@ Mute

Mutes the transmitter in the handset.

@ Handsfree

Allows you fo speak to and hear a call without using
the handset or headphones.

This guide showstheiconsfor Business Series Terminal buttons. Y our set
may have different labels, or the buttonsin slightly different locations.
Refer to the table below for comparable Norstar icons

Telephone buttons

Bu_srgrens;isnsaleges Button description Norstar sets
Feature
) Handsfree
=) Mute
T 3 Hold

P0941543 01
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Telephone buttons

(«J—=)| VolumeControl | %
(=) Release

ﬁ Using the buttons under the display
\
The three display buttons are used both for telephone features

and programming, but what each button does depends on what
the display shows. Some display instructions that you may see
when making changes on the system are Ok, CHAMGE or COFY. In
this guide, display button instructions are underlined.

Display buttons

Display button

ﬁ The programming overlay
\

When you begin programming, a group of buttons on the
telephone become the buttons for moving through programming
headings and settings. The programming overlay is a paper
cutout (found at the front of this guide) that shows the directions
the four buttons take you when programming.
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Business Series Terminal programming overlay

Displays the Displays the first
heading for the setting within a
menu level

current level
Moves display
one item forward
on the current
menu level

Moves back
oneitemonthe
current level
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Placing the programming overlay

~
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Displays the heading

Displays the first setting
for the current level

within a menu level

Norsiar Programming Overlay J
Heading

B B I
L1 1 s

|
Moves back one item
on the current level

|
Moves display one item forward
on the current menu level

Programming buttons are active or inactive at different stages of
programming. A button is active (meaning you can use that
option), when the indicator next to it islit (« or p»).

Compact ICS 4.2 System Coordinator Guide P0941543 01



Getting started with Norstar / 21

Ii A map for working in programming

The programming maps on page 22, page 23, and page 24 show
the headings you see when you move through the display menu

afterpressing & ] (*¥] [¥]J[C] (0] NJ [F] [L] (6] andentering
the password (the default password is [A] D) M] [ ] [N] or

6](4]6)). The maps show you the menu choices.

A Basic password can be used with alimited number of feature

codes, including ] and the codes for turning
call serviceson and off. For more information, see ** Using
passwords’ on page 190.

Terminals&Sets

Line=s

Serwvices

Sus speed dial

Fasswords

Time&Date

Sustem Fr3rming

Customize the many features used by telephones. You
can change where a call is forwarded, give a
telephone a name, or allow certain features to be
used at a telephone.

Program names for each line.

Tumn services on or off. These are Ringing service,
[offen called night service) that allows additional
telephones to ring, Restriction service that blocks
certain kinds of calls and Routing Service that decides
what lines a call uses.

Program up to 70 different telephone numbers so that
people in your office can dial them with a two-digit
code.

Change the password you use for programming, or
erase a Call log password.

Change the time, date, or both.

Change the seffings for the System Answer that
handles the overflow when the aftfendant set is busy,
and Cusfom Call Routing (CCR) that gives a caller a
choice of where fo direct their call.

P0941543 01
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Programming map (page 1)

Terminal Show set Capabilities Fwd no answer Fwd to
s & Sets Enter digits or Fwd delay
press LIST.

Fwd on busy Fwd to
Fwd delay

DND on busy Fwd to

Handsfree

HF answer back

Pickup grp

Page zone

Paging

D-Dial

Priority call

Hotline Intrn #
Extrnl# .... Use
prime line

Aux. ringer

Allow redirect

Redirect ring

Name

User prefernces Model

Button progrming # of buttons
BO1 ... BXX
CLRTEL#FEATR

User speed dial # of speed dialers
Spd # XX

Call log opt’'ns No one answered
Unanswered by me
Log all calls
No autologging

Dialing opt’'ns Standard dial
Pre-dial
Automatic dial

Language

Display cntrst

Ring type

Voice path Dflt: Handsfree
Headset

Restrictions Set restrictions Set lock (Partial,

Full, None)

Allow last no

Allow saved no

Allow link

Telco features

1st Display
Called ID

Compact ICS 4.2 System Coordinator Guide
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Programming map (page 2)
Lines Show lines ____ Name
Enter digits or
press LIST
Services Ringing service Sched: Night Off, Manual,
Evening Auto
Lunch
Sched 4
Sched 5
Sched 6
Restrn services Sched: Night Off, Manual,
Evening Auto
Lunch
Sched 4
Sched 5
Sched 6
Routing service Sched: Night Off, Manual,
Evening Auto
Lunch
Sched 4
Sched 5
Sched 6
Sys speed Speed dial # add/change tel #
dial Enter digts or Use prime line
Display digits
Name
Passwords Call Log pswds Show set Log pswd
Progrming Sys admin:
pswds 23646
Basic: 22742
Hospitality Desk pswd: 4677
Cond
pswd:None
Time&Date Hour
Minutes
Year
Month
Day
System Hunt Group Show Group Member DNs
Prgrming Line Show line ___
assignment Unassigned/
Assigned
Mode Broadcast
Sequential
Rotary
Hunt Delay
If Busy BusyTone/Queue
Q Timeout
Overflow
Name
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Programming map (page 3)

System Auto Attd set
Prgrming Attendant
(continued) Language First/Second
System Answer After__rings
CCR After__ rings Show group:
CCR groups Enter digits or
press List
BusName
Hospitality Room/desk info Show set Room #
"Adm pwdreqd |
Service time Hour
Minutes
Alarm Attn attempts
Retry intrvl
“Attn duration
Time format 12 hr/24 hr
Expired alarms Notify set
Use tone

ﬁ Starting and ending a session
\
Assystem coordinator thefirst stepsin making any changeto the

Norstar system are always the same.

Jan 1 12:88Fm Press (& .

Feature: Press 0] @) If's the same as
pressing (¥] (¥ 2] (6J6]B] (4] (4].

Pazzword: Press AJ D] M] [ 6]@)6]). PressRETRY to

RETRYy  eenter the password if it is entered wrong.

TerminalsiSets The display shows the first of the seven headings
available for administration programming.

B) M) [J N is the password, unless the password has been changed. Check the
Norstar Programming Record for the most recent password.
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Ii Ending a session
\

Displag digits Press (*™ ] to end the session.
FHAMGF
End of session Alfter a few seconds, the time and date reappears on
the display.

The system goes ahead with any changes you make to
programming as soon asyou move away from asetting, either by
using the navigation buttons or (= ].

Y ou can see if the changes you have made to telephone
programming have taken effect by pressing the UFDATE display
key. The display shows you how many tel ephones have not been
updated.

PressDH= to see the specific extensions where programming
changes have not taken effect yet. Items disappear from the list
asthey are updated.

Record any changes you make in the Norstar Programming
Record. If thereisaproblem with the system, the installer needs
to see ahistory of the changes you have made. Remember to
inform people in your office of any changes you have made that
affect them. For example, you may change system speed dial
codes or change the number of rings before an unanswered
telephone is forwarded.
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Frequently used programming
operations

The following sections highlight the most frequently used
programming operations. To consult these or other programming
operations, see either the Table of Contents or the Index.

Ii Changing the time and date on the display

Janl  12:88em Press [ & ).

Feature: Press 6] 3] (which is the same
asf*] ] ).

Password: Press JRJ[7J@]JR](B]JAIEIIILC]] or

rETRy 2JBJEJEIE] (AJDIM) N

The passwords can be changed. See "Using passwords” on page 190 for more
information.

Entering letters and numbers using the dialpad

first press

fourth press
second press

third press

X
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In this example, you are changing the time to 1:30 p.m.

Hour:81

MERT CHAMHGE

Hour:_
CAMCL

A
Ok CHAMHGE

Hour:81

MERT CHAMGE

Minutes:88

HE=T CHAMGE

Minutes:_
CAMCL

Press CHAMGE .

Press the dialpad buttons to enter the hour. Use two
digits for all hours. The clock on the display shows
either one or two digits.

The display prompts you to choose a.m. or p.m. Press
CHAMGE and 0K fo select p.m.
Press HEXT.

Press CHAMGE .

Press the dialpad buttons fo enter the minutes.

If you are only changing the time and not the date, press (48 ) 1o end your session.

In this example, you are changing the date to July 15, 2001.

Minutes 3@

HE=T CHAMGE

“Year:8@

MERT CHAMGE

“Yeari_
CAMCL

‘Year:idl

HE=T CHAMGE

Monthial

MERT CHAMGE

Monthi_
CAMCL

Press MEXT.

Press CHAMGE .

Press the diolpad butons to enter the year.

Press MEXT.

Press CHAMGE .

Press the diolpad butfons to enfer the month.

Use numbers for the months: O1 is January; 12 is December.

P0941543 01
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Monthia7 Press MEXT.

HEXT CHAMGE

(REEHE Press CHAMGE .

HEXT CHAHGE

Dawi_ Press the dialpad butfons to enter the day.
CAHCL

Dawils Press (%] to end your session.

CAHCL

End of session

Theclock controlsthe schedul esused for servicessuch asringing
and routing services.

After apower failure, the clock is behind by the length of time
power waslost. For example, if the power isout for two minutes,
the clock is two minutes behind.

.Adding or changing a system speed dial

Y ou program a speed dial on your Norstar so that anyonein your
office can dial afrequently used number using a two-digit code.

To change aspeed dial that already exists, follow the same steps.
The new programming overwrites the previous number and
settings.

Begin the programming session

Jan 1 1Z2:88Fm Press [ & .

Feature: Press )] ] 6] 6JBIMAI[A].
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Password: Press 6Jl]E].
RETEY

Choose a speed dial code

Terminals&Setshk Press three times.
Sus Speed Dialk Press .
Sreed dial #i_ Press 0] ].

LIST
You can pick any systfem speed dial code between O1 and 70.
Sreed dial #1081k Press (Show __J.

FIMC

Add or change the telephone number

81 Mo number Press CHAMGE .
CHAMGE

a1:_ Use the dialpad to program the telephone number
that you want to add. The telephone number can be

CAHCL Ok
up fo 24 digits long.

@1 nhnnnnnn_ Your display shows the telephone number, and not
CAMCL  BKSP K n's as shown here. Press OE.

Select a line for the speed dial code

81 :nnnnhnnn Press [Next  J.
CLE CHAMHGE
Use Frime line Press CHAMGE to see your options: Use Frrime line,

a specific line (for example Use line: 81), a line
pool (for example Paol codei?1), or Use routing
thl.

CHAMHGE

Stop pressing CHAMGE when the display shows the prime line again.

Uze prime line In this example, the system selects the prime line
CHANGE automatically (the most common choice), to dial
speed dial code O1.
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If you assign a specific line fo a system speed dial number, only telephones with an
appearance of that line can use the speed dial number.

Choose what shows up on the display

Use Frime line Press Next  J.
CHAMHGE
DisFlay digitsly Your choices are Yes and No. Yes means the display

CHAMGE shows the telephone number. Press CHAMGE.

Dizrlad digitsiM No means the display shows a name for the code.
CHAMGE

Program a name for a speed dial

The system has a standard name to display, so it is not necessary for you fo program

one. However, if you have chosen not to display the telephone number, you may want
a specific name.

Dizrlag digit=iH Press Next .
CHAMGE

HameiSas SPd Di... Press (Show .
CHAMGE

.al 81 ... This is the name the display shows if you don't

CHAMGE change if. Press CHAMGE.

Hame:_ Decide the name you want to give to the speed dial

s code.
Press the numeric dialpad button that has the first letter of the name until the display
shows the letter you want.
Hame:s Press ==%.

BKSF -=>

Hame:s_ Use the dialpad and == until you have the entire

&= EKSF - name.

The name can be up to 16 characters long, including spaces.
Press # on the numeric dialpad to add spaces.

HameSAUIMGS BAME Press [Next .
- BKSP -k
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HameSAUIMGS BA... Press (™) to end your session.
CLE CHAMGE

Or you can press [Heading ], then [Next to program another speed dial
number.

End of ses=sion

ﬁ Changing the name of a telephone
\
Begin the programming session

Jan 1 12:88Fm Press [ & .
Feature: Press 6] @)
Passuword: Press 6l@]E).

RETREY

Change the name of a telephone

Terminals&Setsk Press .

Show seti_ Enter the internal number (DN) of the telephone or
LisT Voice mail extension. In this example, it's 21.
I the set has already been given a name, it appears affer DMz on the display.
2121k Press [Show ] then [Next ].
FIMD
Hame:z1 This is the name the display shows if you don't change

CHAMGE it. Press CHAMGE .

Decide what name you want to give fo the telephone number.

Press the telephone’s numeric dialpad button that has
the first letter of the name until the display shows the
lefter you want.

Hamei_
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Hame:F Press —=.
EBKSP ==
Hame:FP_ Use the dialpad and == until you have the entire
= BKSP - OTe
Hame:Fat. P Press fo use the name you have entered.
{—= BESF -
The name can be up to 7 characters long, including spaces.
Hame:Pat P Press fo end your session.
CLE CHAMGE

You can press once to continue programming this telephone, or
press twice to return to the Terminals and Sets heading.

End of session

Ii Changing the name of a line
\

Begin the programming session

Jan 1 12:88Fm Press (& .
Feature: Press 6]E] [@].
Password: Press 6l@]E].

RETEY

Change the name of a line

Terminals&Setzk Press [Next __].
Linesk Press (Show .
Show line:___ Enter the three-digit number of the line you wanf fo

LIST name. In this example, it's line 002.
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This is the name the display shows if you don't change it.

LineBBzilineBazr Press [Show ]
FIMD
MameillineB@z Press CHAMGE .
CHAMGE
Decide what name you want to give fo the line.
Hame:_ Press the telephone’s numeric dialpad button that
s has the first letter of the name, until the display shows
the letter you want.
Hame:ilL Press —===.
EKSP ==
Hameil_ Use the dialpad and ==& until you have the entire
o BKSP  -—» 9T

The name can be up to 7 characters long, including spaces.

MameLOCAL Press fo use the name you have entered.
-  BKSP -

Hame :LOCAL Press fo end your session.

CLE CHAMGE

You can press once to continue programming this line, or press
twice to return to the Lines heading.

End of session

ﬁ Making changes to Call Forward No Answer

Begin the programming session

Jan 1 1Z2:88Fm Press (& .

Feature: Press 66 @]
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Password: Press 6Jl]E].
RETEY

Change where a call goes when there is no answer

Terminals&Set.ck Press (Show .
Show seti_ Enter the internal number (DN) of the telephone or

Lis  Voice mail extension. In this example, if's 25.

If the set has been given a name, it appears on the display.

25125 Press .
FIML
Carabilitiesk Press .
Fud no answerk Press .
Fud toMone Press CHAMGE and enter the internal number where

cHANGE YU want the calls to be sent. In this example, it's 21.

Fud toiZl
CLE CHAMGE

You can press CLE o change the desfination back to Hare.

Change the number of times the telephone rings before it is
forwarded

Fud toi2l Press [Next .
CLE CHANGE
Forward delag:d Use the CHAMGE button to choose the number of times

cHaWge e felephone rings before it is forwarded.

Your choices are 2, 3, 4, 6 and 10 rings.

Forward deladg:? Press (] to end your session.
CHAHGE
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You can press to continue programming capabilities for this
telephone, or press four times to return to the Terminals and Sets
heading.

End of session

Tlp = If the Norstar set is a member of a Hunt Group, the
Call Forward no answer feature is overridden and the Hunt
Group call continues to ring until the hunt fime has expired.
For more information on Hunt Groups see "Programming Hunt
Groups'' on page 14/.

Ii Making changes to Call Forward on Busy
\

Begin the programming session

Jan 1 12:88Fm0 Press [ & .
Feature: Press BJ (] 2] 6] (6] B @] [4].
Password: Press 6J@]E].

RETEY

Change where a call goes when a telephone is busy

Terminals&Setzk Press (Show __J.
Show set.i_ Enter the internal number (intercom number) of the

LisT 'elephone extension. In this example, it's 25.

If the set has been given a name, it appears on the display.

25:25 Press [Show .
FIMC
Carabilitiesk Press .
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Fud no answerk Press [Next  J.

Fud on busd, . . Press (Show .

Fud toMone Press CHAMGE and enter the infernal number where you
CHANGE  Won! the calls to be sent. In this example, it's 21.

You can press CLE to change the destination back to Hahe.

Fud toiZl Press @ fo end your session.
CLE CHAMGE

You can press to continue programming capabilities for this
telephone, or press three times to return to the Terminals and Sets
heading.

End of ses=sion

Tip = If the Norstar set is a member of a Hunt Group, the
Call Forward on busy feature is overridden and the Hunt
Group call continves fo ring until the hunt time has expired.
For more information on Hunt Groups see "Programming Hunt
Groups” on page 14/.

ﬁ Making Changes to Do Not Disturb on Busy
\

When you are on a call and a second call comesin, your
telephonerings softly to alert youto the second call. Y ou canturn
thisfeature on or off for each telephone.

Begin the programming session

Jan 1 1Z2:88Fm Press [ & .

Feature: Press 6] @)
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Password: Press 6Jl]E].
RETEY

Change Do Not Disturb on Busy

Terminals&Setsk Press [Show .
Show seti_ Enter the internal number (intercom number) of the

LisT felephone extension. In this example, it's 25.

If the set has been given a name, it appears on the display.

25:25 Press (Show  J.
FIMD
Carabilitiesk Press .
Fud ho answetk Press twice.
DHD an Busaid Press CHAMGE fo turn the feature on.
CHAHGE
DHD on Busasy A second press turns it off again. Press to end

CHAMGE  YOUr session.

You can press to continue programming capabilities for this
telephone, or press three times to return to the Terminals and Sets
heading.

End of session

Tlp = If the Norstar set is a member of a Hunt Group and
the set activates this feature, the set does not receive
nofification of incoming Hunt Group calls while on a call. The
DND on busy feature overrides the Hunt Group. For more
information on Hunt Groups see "Programming Hunt Groups”’
on page 14/.
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For more information on Call Forward and similar settings, see
‘“*Forwarding your callsto another Norstar telephone’” on page
101.

Ii What would you like to do next?
\

Some of the most common programming tasks are listed below.
For acomprehensive list of settings and instructions, see either
the Table of Contents or the Index.

Redirect calls coming in on a line. See "“Tuming on Line Redirection”
on page 1006.

Allow individuals fo answer calls that are See "Picking up a call ringing at

ringing at another felephone. another telephone’” on page 47.

Assign telephones to different zones for See "Paging” on page 111.

paging.

Turn the night service on and off. See ""Making additional telephones
ring” on page 185.

Use a basic password so others can take See ""Using passwords'’ on page

care of programming such as changing user ~ 190.

speed dials, changing names, changing the
time and date, and activating Auto Attendant
features.
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Answering incoming calls with Hunt Groups

Your Norstar system now allows you to establish Hunt Groups in your
system. Hunt Groups are a group of Norstar set DNs that can be called by
asingledirectory number. The Hunt Groupsfeature ensurescallsare easily
routed to the appropriate people. You can program

» themembersfor aHunt Group

* member position within a Hunt Group

*  how calls are distributed

» how long acall spendslooking for available members
» what happens if all members are busy

For more information on Hunt Groups see *‘ Programming Hunt Groups’’
on page 147.

Answering an incoming call

There are three indications of an incoming call: ringing, aline button
flashing, and amessage on thedisplay. Y ou may not necessarily receiveal
three indications for any particular call. For example, you may have aline
that has been set up not to ring at your telephone. If so, you see only a
flashing line button. There are many possible combinations, depending on
how your system is set up. See ‘' Choosing aline using aline button’’ on
page 63 for more information on the use of lines.

If you receive a priority call and your telephone has no free internal line
buttons, you cannot transfer the priority call, you must accept or release it.

Line buttons

One line button for each lineis assigned to your telephone. Press the line
button to select the line you want to answer or use to make a call. Having
several line buttons allows you immediate access to more than one line.
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The M 7100 and T7100 tel ephones have two intercom pathswhich are used
instead of line buttonsto answer and make calls. Each M 7100 can be
assigned two lines. Y ou can press (~—] to switch between two calls, one
active and one on hold.

What line indicators mean

>

|

Flashing on and off for There is an incoming call on the line.
equal lengths of time

Flashing on and off more  You have placed a call on hold.
quickly

Flashing on for longerthan  Someone else has put a call on hold on that line.

off

On, not flashing You are connected to the call on that line or the
line is in use elsewhere.
Off The line is free.

Rings you may hear

A double beep every ten A call has been camped to your telephone.

seconds

A long single ring There is an external call on the line for you.

A shorter double ring There is an internal call on the line for you or a call is
being fransferred fo you.

A brief single ring A call is being redirected on one of your redirected

lines. You cannot answer this call.

Three beeps descending  You are receiving a priority call.
in tone

Answering calls at a prime telephone

Each linein aNorstar system can be assigned a prime telephone. Calls not
answered at their normal destinations are transferred to the prime
telephone. The prime telephone is usually the telephone assigned to the
attendant. The installer or customer service representative programs a
prime telephone for aline.
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Displays

DHD from 21 The person at telephone 21 has forwarded a call to
you using Do Not Disturb.

DHD transfer The system has transferred a call to you from a
telephone with Do Not Disturb turned on.

DRT Line@al Nobody answered this call so the system transferred
it fo you.

Line@8l callback Someone has camped, parked or fransferred a call

CALLEACK on line 001, but no one has answered it. Press

CALLEACK or the line butfon to connect to the call.

Line@81 to Frime There is no telephone that can receive a call on line
001 so the system has transferred it to you.

Line@@z:Line@sz2 The call coming in on line 002 was intended for
target line 052. Line 052 is busy so the call has
come fo you.

For other displays, see “Common feature displays’ on page 213.

Using a central answering position (CAP)
module

A central answering position (CAP) is a Norstar M 7324 telephone and a
CAP module that your installer or customer service representative
programmed as a CAP. It is best if the CAPis the prime telephone and
direct-dial telephone for the lines and telephones it serves.
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M7324 set with one CAP module

M7324 telephone

A CAP module is an add-on device that provides 48 extra memory or line
buttons. Y ou can connect one Norstar CAP module to the telephone to
increase the number of linesit can handle.

When a CAP moduleisfirst plugged into your telephone, some of the
module buttons are already programmed to dial an internal number.

Customizing your CAP module

If your installer has programmed the CAP module to be the central
answering position for your system, you can move external lines onto the

CAP module by using [1]. See‘‘Moving line buttons'”’
on page 140.

Any of the buttons on your CAP module that do not select lines can be
programmed to dial internal or external numbers automatically. You can
program features onto CAP module buttons. See ‘*To call systems with
only one external line, you must go to atelephone that is not connected to
your system.ime savers for making calls”’ on page 82 and ‘* Customizing
your telephone’’ on page 127 for information on programming memory
buttons.
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Monitoring telephones with the CAP module

Theindicatorsk beside internal autodial buttons on your CAP module
show the status of Norstar telephones.

The indicator is on when the telephone has:
* anactivecal

* Do Not Disturb turned on

The indicator is off when a telephone has:
* noactivecall

« acal onhold and no other active call

Tlp = You can send up to 30 messages from a CAP.

Release button

Pressing [E] endsacall. You do not have to put the handset down.
@ also ends feature programming.

Whileyou are on acall, do not press (=] toend afeature you are using.
If you do, you disconnect the call. Use instead.

Hearing aid compatibility

The handsets on all Norstar tel ephones are compatible with hearing aids as
defined in the FCC rules, Part 68, section 68.316. Not all hearing aids are
optimized for use with a telephone.
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Viewing information about a call on the
display

If you subscribe to Call Display services from your local telephone
company, oneline of information about an external caller isdisplayed after
you answer. Depending on the setting and the external information
available, either the caller's name or telephone number is displayed.

When you transfer an external call to another Norstar user, thisinformation
is displayed on the recipient's tel ephone.

Call Display information becomes available between the first and second
ring of anincoming call. If you answer before the Call Display information

isavailable on your display, and you press (1], yousee

only the line number or line name.

To uselogging features with Call Display, see‘‘Using Call Log'’ on page
120.

Using Call Information for a particular call

Call Information allows you to seeinformation about incoming calls. This
information is more detailed than the Call Display information you can
receive automatically. For external calls, you can display the caller name,
telephone number, and the line name. For an internal call, you can display
the caller name and the internal number of their set. Y ou can see
information for ringing, answered, or held calls.

Call Information is available for calls even if they have been transferred,
forwarded or rerouted in some way.
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Names and numbers for external calls are displayed only if you have
subscribed to Call Display services from your tel ephone company.

Tip = Call log displays the same information as Call

Information, along with the date and time of the call, and the
number of times the caller called.

Displaying Call Information before or after answering

Tofind out whois calling or to display information about your current call:
1. Press iJ.
2. Press [#] or UIEW to display more information about an external call.

Call Display information becomes available between the first and second
ring of anincoming call. If you answer beforethe Call Display information

is available on your display, and you press , you see
only the line number or line name.

Displaying Call Information for a call on hold

1. Press (1 ]. Thedisplay showskselect. a call.
2. Select the line on hold. Information about the call is displayed.

3. Press [#] or WIEW to display more information about an external call.

Tlp If your telephone automatically displays Call Display
information for a call, you need fo press & 8] 1) 1]

before you can press [#] orWIEW fo display more information
about the call.

P0941543 01 Compact ICS 4.2 System Coordinator Guide



46 / Answering calls

Making Call Display information appear
automatically at a telephone

Each telephone that rings for an external line can display Call Display
information for that line. After the call is answered, Call Display
information is always shown at the telephone that answered the call. Y our
installer or customer service representative can program tel ephonesto have
automatic Call Display.

Thisfeature is not available to ISDN terminals.

Changing what information is shown first about a call

Depending on the services you subscribe to, Call Display information may
contain up to three parts: the name of the caller, the number of the caler,

or the name of the linein your Norstar system that the call is on. For each
telephone, you can determine which information is displayed first.

Y ou need the programming template found at the front of this guide. See
‘* Getting started with Norstar’’ on page 13 for more information.

1 Pres[_ € JFJXRJEIEIBIMIM].
Press 6][4] 6] (the default System Coordinator password).

Press and enter theinternal number of the telephone you
want to program.

Press [Show __].
Press four times.

Press [Show _J.

Choose a setting at 1=tli=rlaw: using the CHAMGE button. The
choices areHame, Humbr or Line.

w

N o g &

Y ou may see Unknaown name or Unknown umber on the display if the
information is not available from your telephone company. Y ou may see
Private name or Private numbet on the display if the caller blocks that
information.
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Picking up a call ringing at another telephone

Y ou can pick up acall ringing at another telephone using Directed Pickup
or Group Pickup.

Answering any ringing telephone using Directed
Pickup

6]
Y ou can answer any telephone that is ringing in your Norstar system.

1. Press 6]
2. Enter theinternal number of the ringing telephone.

Call Pickup cannot be used to answer private lines.

Touse Call Pickup (Directed Pickup), the telephone must beringing. If, for
example, the auxiliary ringer isringing, but the call isnot ringing at a
telephone, the call cannot be answered using Directed Pickup. It must be
answered normally at atelephone that has a flashing indicator for the call,
or by using Trunk Answer. Y ou can answer acall that is ringing because
someone hastransferred the call to atelephone and the call isringing onan
intercom button.

Tip = Directed pickup can refrieve calls that are ringing on
an Answer DN. While you may enter the internal number of
the telephone you hear ringing, it may be calls from another
telephone you are answering.

Answering any ringing telephone using Group Pickup

Y our Norstar system can be divided into four pickup groups. If you are a
member of a pickup group, you can pick up acall that isringing at any
telephone in your pickup group.

Pess[_ © J[7]B].
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Group Pickup cannot be used to retrieve a camped call.

If there is more than one incoming call at atelephone in a pickup group, a
call ringing on an external line is answered first followed by calls on the
primeline and, finally, callson internal lines.

Tlp = A Hunt Group call ringing at a Norstar set DN that is

also a member of a call pickup group can be picked up by
any Norstar set in that call pickup group. For more
information on Hunt Groups see "Programming Hunt Groups”’
on page 14/.

Changing a pickup group for a set

Telephones can be put into and taken out of pickup groups.

Y ou need the programming template found at the front of this guide. See
‘* Getting started with Norstar’’ on page 13 for more information.

1 Pes[ & JFFERIEIEIBIMAIMA].
2. Pres 6][4] 6] (the default System Coordinator password).

3. Press and enter the internal number of the telephone you
want to program.

4. Press twice.

Press [Next  ]fivetimes.

6. PressCHAMGE at Fickur 9rF: to assign the telephone to pickup group
1,2, 3, ord, or toHone.

Displays
Alreadd joined You are already connected to the telephone that
made the call you are frying fo pick up. This can
happen if you are on a call to a co-worker, your
coworker dials the number of a telephone in your
pickup group, and you attempt to pick up that call.
Pickur denied There is no call that you can pick up or the call that

was ringing has already been answered.

You have fried fo pick up a call on someone else's
private line.
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Pickur: Enter the internal number of the telephone that is
ringing. (You may use an infemal autodial button fo
do this.)

If you decide not to answer a ringing call after you

have actfivated Directed Pickup, press (& .
Trunk Answer

(e JeJPJ0J

The Trunk Answer feature allowsyou to answer aringing call anywherein
the system from any telephonein the system. The line you are answering
does not have to appear or ring at the telephone you are using.

Trunk Answer works only with calls that are ringing on lines for which a

Ringing Service scheduleisactive and if Trunk Answer isenabled by your
installer or customer service representative.

Answering a call using Trunk Answer

Pess[_© ]BJ0]J[0].

Tip = If there is more than one incoming call on lines in a

Ringing Service, the Trunk Answer feature picks up the
external call that has been ringing the longest.

Displays
Line denied You have fried to pick up a call on someone
else’s private line.
Fickur denied The call that is ringing is on a line that is not in

a Ringing Service.

P0941543 01 Compact ICS 4.2 System Coordinator Guide



50 / Answering calls

Answer buttons

Y ou can use an Answer button to monitor calls to another telephone. All
calls to the monitored Norstar tel ephone appear on the Answer button.

Answer buttons are useful for attendants who monitor incoming calls for
one or several other people. For example, a secretary may have
appearances for three different bosses on her answer buttons. Once a call
for boss A is answered by the secretary, the appearance stops at that
telephone. This allows for another, simultaneous call to come in on the
same line. The same istrue for boss B and boss C. When incoming call
traffic becomes high, the calls can then be routed to a Hunt Group to
optimize call handling. For more information on Hunt Groups see
“*Programming Hunt Groups'’ on page 147.

The Answer button setting in Featr settings programming allows you to
determine what types of calls alert at the telephone. Y our choices are:
Basic, Enhanced and Extended.

See the Modular ICS 5.0 Installer Guide for more information.

* |SDN terminals cannot be assigned Answer buttons to monitor other
sets, but they can be monitored.

e You cannot make callsusing Answer buttons.

e |f morethan onecall isringing at atelephone, thefirst call appearson
the Answer button of the attendant. Any subsequent calls appear on
intercom buttons, if they are available.

Tip = More than one attendant may have an Answer butfon

for a single telephone. This allows two or more attendants fo
handle calls for a busy person.

Each telephone can handle calls for up fo eight other people
using a separate Answer button for each person.

Creating a Conference Call

Y ou can talk to two people at once.

1. Make sureyou have two calls, one active and one on hold.

2. Pres[_ & B
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3. Pressthe appropriate button to retrieve the held call (thisis automatic
on the M 7100 and T7100 telephones).

Y ou can create a conference when you are on a call.

1. Makeasecond call.
2. Press BJ.

3. Pressthe button where the first call ison hold to create a conference.

Only the person who established the conference can processthe conference
by using the procedures described in this section.

Tip = You can create a conference by releasing privacy on
a call: See "Turning Privacy on or off for a call” on page 58.

Disconnecting one party
Y ou can disconnect one party from aconference and continuetalking to the
other.

On the telephone you are using for system programming:

1. Presstheline button of the call that you want to disconnect. The call
that you want to keep is automatically put on hold.

2. Press [E] The call is disconnected.

3. Presstheline button of the held call to speak to the remaining person.
On an M7100 or T7100 telephone:

1. Press (3], toplace onecaller onhold. Press (~=] again,
to put the caller you want to keep on hold.

2. Press @ The call is disconnected.
3. Press («—] to speak to the remaining party.
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Independently holding two calls

For all Norstar telephones except the M 7100 and T7100 telephones, you
can put the two people in a conference call on hold independently so that
they cannot talk to each other.

1. Presstheline button of one person. The other person is automatically
put on hold.

2. Press («—]. The second person is put on hold.
Y ou can re-establish the conference.
1. Takeonecadl off hold.

2. Press BJ.
3. Takethe other call off hold.

Putting a conference on hold

Y ou can put a conference on hold, allowing the other two people to
continue speaking to each other by pressing (~—].

Y ou can reconnect to the conference by pressing either of the held line
buttons. For the M 7100 telephone, press [(v—).

Splitting a conference

Y ou can talk with one person while the other person ison hold.

OnaT7316, M7208, M7310 or M7324 telephone;

1. Presstheline button of the person you want to speak to. The other
person is automatically put on hold.

On an M7100 or T7100 telephone:
1. Press [3]. Thefirst party is on hold.
2. Press [»], if necessary, to switch parties.

Y ou can re-establish the conference.

1 Pes[ & JB].
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2. Taketheheld call off hold. Thisis not necessary for the M7100 or

T7100 telephone.

Removing yourself from a conference

Y ou can remove yourself from a conference, and connect the other two
callersthrough your Norstar system.

Enter the Transfer feature code 0].

When you remove yourself from a conference using the Transfer feature,
and both callers are from outside your system, one of the callers must have
called you on a disconnect supervised line, or the call is disconnected.

Displays

JFarties only

Conf. on hold

Conference busg

Linedgal 21
TRAMSFER

FPress held line

You are frying fo add a fourth party to your conference
call, or to join two conferences together. Release one
call from the conference before adding another, or keep
the two conferences separate.

You have put a conference call on hold.

You have fried to make a conference call, but your
system is already handling its maximum of four
conference calls.

You are on a conference with the two lines or telephones
shown. You can drop out of the conference and leave
the other two parties connected (Unsupervised
Conference) by pressing TRRMSFER or entering the
Transfer feature code.

You have activated the Conference feature with one call
active and another on hold. Press the line of the call on
hold to bring that person into the conference.

For other displays, see “Common feature displays’ on page 213.
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Listening to a call as a group

To alow peopleinyour officeto listenin on acall using Group Listening,

press(_© JBJ0OJRI.

Continueto speak to the caller through the tel ephone handset. The voice of
the caller broadcasts through the speaker on your telephone. The
microphone on your telephoneis off, so the caller does not hear peoplein
your office.

Canceling Group Listening

Group Listening is canceled automatically when you hang up or when you

press(_© J#]BJ0IR].

Tlp = Keep the handset away from the speaker, or you may
hear feedback. The higher the volume, the more the
feedback. Press (] to prevent feedback when hanging up.

Using Handsfree/Mute

The ability to use Handsfree has to be turned on or off for each telephone.
The type of Handsfree can be changed. See ** Changing Handsfree for a
telephone’’ on page 57.

Y ou must turn on Handsfree for a telephone to be able to use a headset.

Answering calls without lifting the handset

1. Presstheline button for the ringing call.
This step is not necessary if you have a prime line assigned to your
telephone.

2. Press (I2). Theinterna microphone and speaker are automatically
turned on.
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Handsfree is not available for an M 7100 or a T7100 telephone.

Tip = Direct your voice toward the telephone. The closer
you are fo the telephone, the easier it is for the microphone
fo transmit your voice clearly to your listener.

Making calls without lifting the handset

1. Press (2.
If you don’t have a prime line assigned to your telephone, pressaline
button.
Theinternal microphone and speaker are automatically turned on.

2. Dial your call.

3. Speak normally.

Muting Handsfree
1. Press to switch off the telephone microphone so that you can

speak privately to someonein your office whileyou are on ahandsfree
cal.

2. Press to turn the microphone back on again and continue your
handsfree call.

Changing a regular call to handsfree

1. Press (2.
2. Hang up the handset.

Changing a handsfree to a regular call

Lift the handset.
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Using Handsfree
Theindicator next to is solid when you have Handsfree turned on.

Theindicator next to is solid when you mute the microphone.

Note: Other models of telephone may have one button for both functions.
Inthiscase, when the set is on handsfree and the microphoneison, thelight
issolid. If the set is on handsfree and the microphone is off, the light
flashes.

Wait for your caller to finish speaking before you speak. The microphone
and speaker cannot both be on at once. Y our caller's voice may be cut off
if you both speak at the same time. Noises such as a tapping pencil could
beloud enough to turn on your microphone and cut off your caller's speech.

To prevent a possible echo, keep the area around your telephone free of
paper and other objects that might screen your microphone. Turning down
the microphone's volume (press the left end of while
speaking) prevents echoes. When you change the volume level, both the
microphone and speaker volume are adjusted to prevent feedback
problems.

Place the telephone so that any unavoidable local noise (such asan air
conditioner) isbehind it. This limits the amount of disruptive background
noise.

Tip = In open-concept environments, use the handset when

handsfree communication is not necessary or when you need
privacy during a call. Another option is fo use a headset.
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Changing Handsfree for a telephone

Y ou can program the type of Handsfree used with each telephone.

Y ou need the programming template found at the front of this guide. See
‘* Getting started with Norstar’’ on page 13 for more information.

1 Pres[_ € JEJXRJEIEIBIMIM].
2. Pres 6] 4] 6] (the default System Coordinator password).

3. Press and enter the internal number of the telephone you
want to program.

4, Press twice.
Press three times.
6. Choose a setting at Handsf+ee: using the CHAMGE button.

There are three ways to set Handsfree for an individual telephone:

Hand=zfree:Hone Handsfree is not available to the telephone.
CHAMGE
Hahdsfree:Auto You can make or answer a call without having fo pick

CHAMGE  up the handset or press ("2 . The infernal

microphone and speaker of the telephone turn on
automatically when you press a line or intercom
button to make or answer a call.

HandsfreeStd A standard version of Handsfree described ""Using
CHAMGE Handsfree/Mute”” on page 54.

For other displays, see ""Common feature displays’ on page 213.

Both Auto and standard Handsfree allow you to use a headset with a
Norstar telephone.

A Handsfree/Mute button is automatically assigned to atelephone that is
programmed with Handsfree and is always located in the lower right-hand
corner of the telephone.
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Changing Handsfree Answerback for a telephone

Handsfree Answerback allows you to answer a voice call without lifting
the handset. It is aways turned off for an M 7100 or T7100 tel ephone.

Y ou can turn Handsfree Answerback on or off foratelephone that is
programmed to use Handsfree.

Y ou need the programming template found at the front of this guide. See
‘* Getting started with Norstar’’ on page 13 for more information.

1 Pes[_ € JFJXRJEIEIBIMIM].
2. Press 6][4] 6] (the default System Coordinator password).

3. Pres and enter the internal number of the telephone you
want to program.

4, Press twice.

Press four times.

6. Choose asetting (Yesor No) at HF an=swerback: using the CHAMGE
button.

Turning Privacy on or off for a call

Linesin your system can be configured to have automatic privacy. If aline
is not programmed with privacy, anyone with the line assigned to their
telephone can join your call by pressing the line button. If alineis
programmed with privacy, only one person at atime can use the line.

Privacy control cannot be used on internal or conference calls.
When another tel ephonejoinsacall, the participants on the call hear atone,

and a message appears on the Norstar display. Y ou cannot join acall
without this tone being heard.
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Creating a conference by releasing privacy

If aline is programmed with privacy, you can turn privacy off to allow
another person with the samelineto join in your conversation and form a
conference. All the rules applicable to a conference apply except thereis
only onelinein use, instead of the normal two. Thismeansthat you cannot
split a conference set up using Privacy.

1 Pres_© BB

2. Téll the other person to press the line button and join your
conversation.

Only two Norstar telephones in addition to the external caller can take part
in thiskind of conference.

Making a call private
If aline is programmed to not have privacy, you can turn privacy on for a

call, preventing other people with the same line from joining your
conversation.

Pess[_ © JBJB]J.

Checking call length using Call Duration Timer

By pressing , You can see how long you spent on your last
call, or how long you have been on your present call.

Displays
21 BzZi47 The display shows the last call you made, or the
current call, and the total elapsed time in minutes and
seconds.
LineB@al @1:45 You parked your last call. The display shows the

length of time the call was parked. You cannot see
the length of time a call was parked unless the call is
active at your telephone or has just been released by
your felephone.
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Disconnecting by accident

If you accidentally drop the handset back into the telephone cradle while
answering a call, you can quickly retrieve the call.

Pick up the handset again or press within one second to be
reconnected to your call.
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There are many ways to make a call, depending on the programming and
the type of call, asfollows:

e Pick up the handset and dial. The Norstar system supports three
methods of dialing. See** Changing how you dial your calls’ on page
65.

e Pick up the handset, press aline button, and dial, if the call is not on
your primeline.

* Press and dial to talk without using the handset. See **Using
Handsfree/Mute’’ on page 54.

*  Press , press aline button, and dial to talk without the handset
and if the call isnot on your prime line.

* Pressaline button and dial to talk without the handset and if
Automatic Handsfree is assighed to your telephone.

» Useoneof thefeaturesthat make dialing easier. See ‘' To call systems
with only one external line, you must go to a telephone that is not
connected to your system.ime savers for making calls'’ on page 82.

Displays

21 busy The telephone you have called has no internal lines

PRIORITY LATER available. Press LATER to use the Ring Again or
Message features or press PRIDRITY fo make o
priority call.

a_ You are dialing using Pre-Dial. To erase an incorrect

QUIT BlSP digit, press the left end of or BKSP.
When the number is complete, select a line or liff the
handset.

25551234 This prompt remains on your display as long as you

TRAMSFER are on a call you have dialed. To transfer the call,

press TRAMSFER .

Already joined Your telephone is already connected to the

telephone you are trying to call. Check your active
line buttons, and return to that calll.
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Calling 21

PRIORITY LATER

Can’t ring a9ain

Lo not. disturb

PRIORITY LATER

ExFensive route

Hidden number

Line denied

Line@al
TRAHSFER

Ho last number

Ho line selected

Hot. in service

On another call
LATER

Restricted call

Wait for the telephone to be answered. If no one
answers, press LATER fo use the Ring Again (page
68) or Message (page 114 feature, or press
FRIORITY fo make a priority call.

You cannot use Ring Again on your current call. You
can only use Ring Again while you have a busy
signal on an infernal call or line pool request or
while an internal call is ringing.

The telephone you are calling has Do Not Disturb
turned on. Press LATER fo use the Ring Again or
Messages features, or press PRIORITY fo make a
priority call.

You have dialed a number, but the least expensive
route that the system is programmed to use is busy.
Unless you release the call, it goes through on a
more expensive route.

The last number you dialed or the number you saved
for Saved Number Redial was a speed dial number
that displayed a name rather than the number. The
number is dialed correctly, but you cannot see it.

You have attempted to use someone else's private
line.

Enter the digits of the number you want to dial.

You have not dialed an external telephone number
since the last power inferruption or sysfem reset.

Either you have no prime line or your prime line is
busy. Select a line manually before dialing.

You have entered the number of a telephone that is
not in service.

The telephone you have called is on another call.
Press LATER: to use the Ring Again or Message
features.

The call you are trying to make has been restricted
in programming. A possible reason is time-of-day
resfrictions on certain calls.
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Fin3 A9ain®
YES HO EXRIT

Select a line

Send messale?
YES HO

Press YES fo use Ring Again. Press MO fo send a
message. See "'Sending a message” on page 114
and "Turning on Ring Again” on page 68.

Either you have no prime line, or the prime line is in
use, or the line programmed for an autodial number,
speed dial number, or Hotline is in use. Select a line
and dial again.

Press YES fo send a message. See Messages.

For other displays, see “Common feature displays’ on page 213.

Choosing a line using a line button

Y ou have oneline button for each line assigned to your telephone. Pressthe
line button to select the line you want to answer or use to make a call.
Having several line buttons allows you immediate access to more than one
line.

The M 7100 and T7100 tel ephones have two intercom pathswhich are used
instead of line buttons to answer and make calls. Each M7100 or T7100
telephone can be assigned two lines. Y ou can press («—] to switch between
two calls, one active and one on hold.

Line pools

A line pool isagroup of external linesthat can be shared by many
telephones. You can use alinein aline pool to make an external call.

The Norstar Compact ICS can have three line pools, and a telephone can
be programmed to access any number of them.

A line pool access code is a number you dial to get aline pool. The access
code canbeuptofour digitslong. Y ou can have several different line pools
for your system, each one giving you access to a different set of external
lines. It is one way of sharing lines across telephonesin a system.

Your installer or customer service representative programs the line pool
access codes and gives each telephone access to aline pool.
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Everyone in the office should have alist of the line pool access codes for
the line pools their telephones can use.

Using a line pool to make a call

L e Jel@A)
1 Pres_© B[]

2. Enter aline pool access code.

If you have afree internal line, you can make a call using aline pool
without entering the feature code first.

1. Select aninternal line (intercom).

2. Dial theline pool access code.

Tlp If no lines are available in the line pool, you can use
Ring Again at the busy tone. You are notified when a line in
the line pool becomes available. See “Using Ring Again” on
page 68.

Programming a memory button with a line pool
feature code

When you program a button with the line pool feature code, you must enter
aline pool access code after the feature code. The programmed line pool
button accesses a specific line pool, not the line pool feature. See
‘*Programming feature buttons” on page 129 for more information.

If you program abutton with an indicator to accessaline pool, when all the
linesin aline pool are busy, the indicator for the line pool button turns on.
The indicator turns off when aline becomes available.
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Making calls from an ISDN terminal

ISDN terminals do not have line keys or intercom keys as do Norstar
telephones. To make an outgoing call from an ISDN terminal, access an
external line by entering aline pool code or by using the ARS feature.

Changing how you dial your calls

1. Press .
2. Press [#] or HEXT until the dialing mode you want appears.

3. Press («—] or 0Ok to select the displayed dialing mode.

The dialing modes feature code cannot be programmed onto a memory
button.

Using Standard Dial

Standard Dial allows you to make a call by selecting aline and dialing the
number. If you have aprimeline, it is selected automatically when you lift

the handset or press (5.
Y ou cannot use Standard Dial onan M 7100 or T7100tel ephone unlessyou

pick up the handset first. If you are using either of these sets, use the
Automatic Dial or Pre-dial feature for on-hook dialing.

Using Automatic Dial

Automatic Dial allowsyou to dial anumber without selecting aline. Y our
prime line is selected as soon as you start dialing a number.

Automatic Dial doesnot work if your telephone hasno primelineor if your
primelineisin use.

Telephones connected to an anal og terminal adapter (ATA) cannot use
Automatic Dial.
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Using Pre-dial

Pre-dial allows you to enter a telephone number, check it, then change it
before actually making the call. The call isnot dialed until you select aline
or line pool, or pick up the handset. Y ou can pre-dial both external and
internal numbers. Y ou must, however, select the correct type of line
(external or internal) for the type of number you have entered.

Tlp If your telephone starts ringing while you are
predialing a number, you can stop the ringing by turning on

Do Not Disturb (€& ___JB])B]). This does not affect

numbers you are enfering.

You cannot predial a telephone number if all the lines on
your telephone are busy.

When the internal number you have called is
busy

Priority Call

L e JElPJ

If you get abusy signal or aDo Not Disturb message when you call

someonein your office, you can interrupt them. Use thisfeature for urgent
calsonly.

Tip = Priority calls cannot be made to Hunt Group DNs. For

more information on Hunt Groups see "'Programming Hunt
Groups” on page 14/

Making a priority call

1. Press Bl
2. Wait for a connection, then speak.
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A person who receives a priority call while on another call has eight
seconds to accept or block the call. For information on blocking calls see
** Stopping calls from ringing at your telephone using Do Not Disturb
(DND)’’" on page 170. If the person does nothing, the priority call feature
puts their active call, including conference parties, on Exclusive Hold and
connectsyour call.

Giving a telephone the ability to make priority calls

Y ou need the programming template. See ** Getting started with Norstar’’
on page 13 for more information.

1 Pes[_ € JFJXRJEIEIBIMIM].
2. Pres 6] 4] 6] (the default System Coordinator password).

3. Pres and enter the internal number of the telephone you
want to program.

4, Press twice.
Press nine times. The display showsFriorita call:.
6. PressCHAHGE to choose* (Yes) or H (No).

Displays
Call blocked You fried fo place a priority call to another Norstar
telephone. The person you called has blocked your
call. Try to call later.
Fleaze wait. The party you are calling has eight seconds to decide
whether to accept or reject your priority call.
Priorita denied The telephone you are calling has already received a

priority call or is unable to receive priority calls.

Y ou can make a priority call only while your telephone displays.

21 busy

FRIORITY LATER
Calling 21

FRIORITY LATER
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Do not. disturb
FRIORITY LATER

On another call
FRIORITY LATER

Using Ring Again

Use Ring Again when you call someone on your Norstar system and their
telephoneisbusy or thereisno answer. Ring Again can tell you when they
hang up or next use their telephone. Y ou can use Ring Again to tell you
when a busy line pool becomes available.

Tlp = The Ring Again feature cannot be used when calling

a Hunt Group DN. For more information on Hunt Groups
see ""Programming Hunt Groups” on page 14/

Turning on Ring Again

Press before you hang up.

Using Ring Again cancels any previous Ring Again requests at your

telephone.

Canceling Ring Again

Press to cancel aRing Again request.

Displays

Can’t ring adain

Ein3 A9ain®
YES HO EXRIT

You cannot use Ring Again on your current call. You
can only use Ring Again while you have a busy
signal on an internal call or line pool request, or
while an infemal call is ringing.

Press YES to use Ring Again. Press MO if you prefer to
send a message.
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Auto Attendant

The built-in Auto Attendant automatically answers and directs incoming
calls, which can reduce or eliminate the workload for the person who
answers incoming callsfor an office. The Auto Attendant carries out three
tasks: System Answer, Custom Call Routing (CCR) and direct extension
dialing.

Tip = The Auto Attendant can fransfer calls to a Hunt Group.

For more information on Hunt Groups see *'Programming Hunt
Groups'' on page 14/.

Your installer or customer service representative enables the Auto
Attendant for your Compact ICS, and programs which lines are to be
answered by CCR.

Y ou may have the option of choosing to record your own greetingsinstead
of using the pre-recorded greetings for System Answer and CCR. Consult
your Customer Service Representative to determine whether or not your
system has the capability to record customer greetings.

System Answer

The System Answer feature simplifies the job of answering calls by
making sure all calls are answered within a set number of rings. When calls
go unanswered at the tel ephone monitored by System Answer (called the
attendant set), Norstar answersthe call and playsagreeting. It then putsthe
call on hold until someone can retrieve it.

If the caller knows the internal number they want to reach, or isusing the
Norstar remote features, they can dial whilethe System Answer greetingis

playing.

System Answer monitors all external calls that appear as a flashing line
button on the attendant telephone including Answer buttons and external
calls that have been transferred. After System Answer has played the
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greeting, the call is put on hold at the same line indicator where it first
appeared. The feature does not answer calls from internal extensions.

Custom Call Routing (CCR)

Thejob of answering and transferring calls can be taken over by CCR.
When someone calls on lines monitored by CCR, the system answers the
call and plays a greeting you have recorded. Callers using atone dial set
can then:

» direct their call by pressing adigit asinstructed by your greeting (for
example, “to reach our salespeople, press4”)

e enter aninterna telephone number (afast way for regular calersto
reach someone directly)

e access remote features

e reach an attendant by pressing asingle digit (away to transfer out of
CCR and talk to someone)

Y ou can use two greetings with CCR: one for when your officeisopenand
onefor whenitisclosed. The business closed greeting may announce your
officehoursand giveadigit to pressto leave amessage (if you haveavoice
mail system or answering machine), and callerscan dial aninternal number
to reach someone who isworking after hours.

If CCR forwardsacall and it goes unanswered (either because the caller
entersaninvalid extension number or no oneisthereto answer the call) the
call isredirected to ring at the prime telephone after the usual Callback
delay. Onceacaller hasdialed out of the CCR greeting, he or sheisnot able
to return and make another selection.

CCR groups

CCR allows callers to reach groups of telephones by dialing asingle digit
they select from the audio menu. Y ou create the CCR groupsin
programming.

When acall is sent to a CCR group in which all the telephones have the
same programming, the call goes to the telephone with the lowest internal
number.
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If the telephonesin a CCR group have different programming, the call is
handled by the telephone programming that takes effect first. For example,
if atelephonein agroup forwards after two rings, it forwards the call from
CCR before the telephones in the group that are programmed to forward
after three rings.

A CCR call isforwarded by Forward on Busy, the Call Forward feature
code, and Callback programming. Be sure to keep thisin mind when
programming the telephonesin your CCR groups.

When acall that was handled by CCR rings at your telephone, call
information appears automatically on the display. Y ou must subscribeto a
call display service and have the proper equipment installed in your system
for thisfeature to work. If CCR is programmed to answer the call in less
than two rings, the call information may not be captured and forwarded to
the telephones in the CCR group.

Direct extension dialing

Both System Answer and CCR give the caller the opportunity to dial an
internal telephone number or use remote feature access such as direct
inward system access (DISA). This means callers do not have to wait to
reach the person they are calling and only the person they arecalling hasto
handle the call.

Customizing System Answer and CCR

Your installer or customer service representative turns on System Answer
and CCR for your system. They assign which lines can be answered with

CCR. Until thismaster control isturned on, the Auto Attendant featuresare
not available.

It is recommended that the CCR not be programmed to answer lines that
are answered by System Answer at the attendant telephone (usually the
reception telephone).

It sagood ideato plan how you are going to customize System Answer and
CCR before you start programming.

»  Decide which telephoneis to be the attendant telephone. This
telephone isonewhere calls can be answered automatically and put on
hold.
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For pre-recorded greetings, decide which language is to be used to
greet callers. If you want two languages, decide which is heard first.

Write down the greetings or scripts that you want to record as the
company greeting and business closed greeting. Refer to examplesin
‘*Recording customized greetings for System Answer and CCR’’ on

page 80.

Organize your telephonesinto groups and decide what number acaller
isto use to reach each group. Using the groups and numbers you have
created, write down the greeting or “script” to be heard as the CCR.

Decide how many times a call rings before System Answer and CCR
answer. Be sure it does not conflict with voice mail or other auto
attendant applications you may be using. If CCR linesring at the
attendant set, CCR and System Answer can conflict.

Use a programming session and feature codes to create your custom
System Answer and CCR.

Test both System Answer and CCR to make sure they are working
properly.
Make sure your installer or customer service advisor has programmed

your system to use the held line reminder tone. This provides another
indication that System Answer has placed a call on hold.

Turning System Answer on or off

System Answer can be turned on and off at any telephone in the system.
System Answer handles only the calls that ring at the attendant telephone

(attendant set).

1. Press . The display showsthe current status of
System Answer.

2. PressCHAHGE or [# ] and enter the System Coordinator password or
Basic password (the default passwords are 6]4]6]) and
[2]) to turn the feature on or off.

3. Pressik or [¥] to confirm the change.
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Because System Answer answers calls and then puts them on hold, the
feature should be turned off when no one is at the telephone to retrieve the
cals.

Tlp = You can program the feature code for turning System

Answer and CCR on or off on a memory butfon with an
indicator at the attendant telephone. You know that the
feature is turned on when the indicator is lit at the atfendant
set.

Turning CCR on or off

1. Press . Thedisplay showsthe current status of
CCR.

2. PressCHAMGE or [# ] and enter the System Coordinator password or
Basic password (the default passwords are 6]4]6) and
[2]) to select asetting: OFF, Bus. OFen, Or Bus. Closed.

3. Pressik or [¥] to confirm the change.

See the section on recording greetings for a description of the Business
Open and Business Closed greetings used with CCR.

Choosing the attendant telephone

Programming allows you to choose a telephone to be the attendant
telephone (attendant set). External calls that go unanswered at this
telephone are handled by System Answer.

Y ou need the programming template found at the front of this guide. See
‘* Getting started with Norstar’” on page 13 for more information.

1 Pres_© JFFIRIEJEIBIEIMA].

2. Press 6] 4] 6] (the default System Coordinator password).
The display shows Terminals&Set.ck,

3. Pres twice. The display shows Sustem Frarmingk
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4.

Press [Show ], [Next ], and [Show ]. The display showsthe
internal number of the current attendant tel ephone.

PressCHAMGE and enter the internal number of the telephone you want
to assign as the attendant telephone.

Changing the language used by System Answer and

CCR

The programmed greetings used with the auto attendant features are
available in three languages. Y ou can change which language that callers
hear, or program the system to play greetingsin a second language.

If you record your own greeting, that custom greeting isthe one that is
played regardless of the language choice.

Y ou need the programming template found at the front of this guide. See
‘* Getting started with Norstar’’ on page 13 for more information.

1.
2.

Press[ & JF]JXJRIEIEIBIMAIMA].

Press 6][4] 6] (the default System Coordinator password).
The display shows Terminal=s&Setch.

Press twice.The display shows Sustem Frarmingk,

Press [Show ], Next ], and [Show ]. The display showsthe
setting for the attendant telephone.
Press . The display showsLarauadek.

Press . The display shows thefirst language used in
greetings.

Press CHAMGE to select alanguage: Emalish, French or Sranish.

Press . The display shows the second language that callers
hear. Press CHAHGE to select a different language or HOME.
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Setting the number of rings before System Answer
answers a call

Y ou need the programming template found at the front of this guide. See
‘* Getting started with Norstar’’ on page 13 for more information.

N o o &~ w DN

Press[ & JFJFRIEJEIBIMA]IMA].

Press 6]4]6) (the default System Coordinator password).
Press twice.

Press (Show ], Next ], and [Show .

Press twice. The display shows Sustem Answet...

Press [Show .

Press CHAMGE until you see the appropriate number of rings (between
1and 12).

If the system is busy answering calls, the line rings until System Answer
can retrieve the call.

Setting the number of rings before a caller hears the
CCR greeting

Y ou need the programming template found at the front of this guide. See
‘* Getting started with Norstar’’ on page 13 for more information.

N o g A~ w DN

Press[ & JFJFRIEJEIBIMA]IMA].

Press 6]4]6) (the default System Coordinator password).
Press twice.

Press (Show ], Next ],and [Show .

Press three times. The display shows CCRF.

Press [Show .

Press CHAMGE until you see the appropriate number of rings (between
1and 12).

If the system is busy answering calls, the linerings until CCR can retrieve
thecall.
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If CCR is programmed to answer the call in less than two rings, the call
information may not be captured and forwarded to telephonesin the CCR

group.

Adding or removing telephones from a group used
with CCR

The greeting you create for CCR tellsacaller to press a number to reach a
group of telephones. Y ou add or remove tel ephones from these groups
(CCR groups) in programming.

Y ou need the programming template found at the front of this guide. See
‘* Getting started with Norstar’’ on page 13 for more information.

1 Pes[ & JFFERIEIEIBIMAIMA].

2. Pres 6](4] 6] (the default System Coordinator password).
3. Press twice.

4. Press Show ], [Next ], and [Show ].

5. Press three times. The display showsCCRF.

6. Press(show .

7. Press . The display showsLCECR graursk,

8.

Press and enter the number of the group to which you want
to make changes.

9. Press and enter the internal number of the telephone you
want to add or remove from the group.

10. PressCHAMGE to select the status of the telephone in the group:

Az=signed, Uhas=9nd.

Y ou can have atotal of nine CCR groups. Each group can include up to 20
telephones.
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Using the pre-recorded greetings

Pre-recorded greetings are always used when the System Answer or CCR
areturned on, even if you don't create personalized recordings. The pre-
recorded greetings can be turned off (not erased) and/or replaced with user-
recorded subgtitutes. If a pre-recorded greeting is turned off, all System
Answer and CCR features that use that greeting are affected.

Incoming calls at the attendant tel ephone hear the System Answer
greetings. Lines that are set up to be answered by CCR hear a different set
of greetings. They are:

e All of our operators are busy.

e If you know the extension that you want, and are using a touch-tone
phone, please dial it now.

e Or, hold the line and your call will be answered as soon as possible.

e Thank you for calling.

In the next section, these recordings appear (initalics) as part of examples
of complete greetings that callers might hear. “Thank you for calling” is
heard when the caller does not respond to the Business closed greeting after
it has been repeated, before the system disconnects the caller.

Using customized greetings for System Answer and
CCR

Norstar uses both greetings you record and pre-recorded greetings to tell
callershow their call isbeing handled. Y ou can make your own voice
recordings for al of the greetings used in System Answer and CCR.

For customer greetings, you can create your own version or turn the
greeting off completely. With system greetings, you can select the system
version, create your own version, or turn the greeting off.

Thefollowing exampl es use greetingsrecorded for use at acompany called
Bluebird Consulting. Y ou can use them as model s for when you make your
own recordings.

The pre-programmed parts of the greetings are shown in italics.
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System Answer on:

Y ou have reached Bluebird Consulting. All of our operators are busy. If
you know the extension that you want, and are using a touch tone phone,
please dial it now. Or, hold the line and your call will be answered as soon
as possible.

Y ou may choose to create your own message (shown in italics following)
instead of using the pre-recorded greetings:

Y ou have reached Bluebird Consulting. We can’t come to the phone right
now. If you know the number of the person you are trying to reach, enter
the number now. Or stay on the line and someone will assist you
momentarily.

CCR, Bus. oren:

Y ou have reached Bluebird Consulting. To reach one of our sales agents,
press 1. To contact our accounting office, press 2.

To reach Joan Smithers, press 3. To talk to an attendant, press 0. To repeat
thismenu, pressstar. If you know the extension that you want, and are using
a touch tone phone, please dial it now. Or, hold the line and your call will
be answered as soon as possible.

CCR, Bus. closed:

Y ou have reached Bluebird Consulting. Our offices are closed. Our
business hours are 8 am. to 5 p.m., Monday through Friday, Pacific
Standard Time. If you know the extension that you want, and are using a
touch tone phone, please dial it now.

Tip = For befter sound quality in your greetings, use the
handset for recording greetings (not the handsfree
microphone).
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Time available for customized greetings

Y ou have atotal of 96 seconds of recording timeto alocateto all greetings.
If you begin by recording a 15 second company greeting, there are 81
seconds available for the remaining greetings (96-15=81). The maximum
length of asinglerecording is 32 seconds. If you exceed the maximum time
for asingle recording, an error message accompanied by atoneisgiven.

A greeting that isturned off isnot erased. The time used by the greeting
does not return to the 96 second time pool.

User-recorded greetings are stored on the feature card. The recordings are
erased when the card is replaced. If the same card is removed then
reinserted, the recordings are preserved. Y ou must re-record all user-
recorded greetings when upgrading to a new feature card.

System greetings are permanent and can never be erased.

FLASH memory degrades slightly each time a message is
recorded. Typically, messages can be erased and written
thousands of times. However, care must be taken to plan out
what messages are to be recorded and how often they are to
be changed in order to reduce the number of re-recordings
made over a long period of fime. A warning is given when the
card has degraded significantly. Contact your Customer
Service Representative when this warning occurs.

The pre-recorded system messages do not use any portion of the 96 seconds
of total recording time. They cannot be erased, but they can be turned off
or replaced with a user-recorded substitute.
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Recording customized greetings for System Answer
and CCR

Both System Answer and CCR must be turned off to use this feature.

The customized greetings are not available to System Answer and CCR
while you are recording. Callers hear only the pre-recorded greetings.

There are seven greetingsto choose from, three user greetings and four pre-
recorded system greetings.

Y ou can record your own user greetings with the first three greetings
choices (A, B, and C). You can aso turn these greetings off.

If your system does not have the capability to allow you to record your own
version of the system greetings (D, E, F, and G) you can turn on the pre-
recorded system greetings or turn them off.

If your system has the capability to allow you to record your own version
of the system greetings (D, E, F, and G) you can record your own system
greetings, turn on the pre-recorded system greetings or turn them off.

1. Press and enter the System Coordinator
password (the default password is 6]4]6)).

2. If you have the capability to record your own system greetings, the
display showsAuta at.t. artnas.

If you do not have the capability to record your own system greetings,
the display showsChande rec time?. Select we= to change the
recording time or no to keep the recording time asis.

The display then showsRAut.o att. 9rtn3ds. Your choices are: SHOW,
EXIT, and HEXT. (MEXT takesyou to the menu for programming
destinations for CCR.)

3. Press(show  ]. Thedisplay showsGr+ta A made: User. Your
choices are: CHG, SHOW, and HEXT.
HEXT takesyou to Grt.9 B mode: Uzer.

4. PressCHG if you want to turn greeting A, B, or C off (0ff) or if you
want to record your own greeting (Uset). For system greetings D, E,
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F, and G, you may select Sw= to turn on the pre-recorded greetings,
U=er to record your own version of the greeting, or Off to turn them
off. If your system does not have the capability to allow you to record
your own version of the system greeting (D, E, F, and G), you may
select Sw= to turn on the pre-recorded greetings, or Off to turn them
off. A greeting that is turned off isnot erased. The time used by the
greeting is not returned to the 96 second time pool.

5. Press(show  ]. Thedisplay showsGreet.ind A: User. Your
choices areFLAY, REC, and OK.
PressFLAY to play the greeting.

6. PressEEC torecord agreeting. As soon as you presskEL the previous
recording is erased. Making a recording of less than two seconds
duration also erases the previous greeting.

7. Pressiak when you have completed your recording.

8. To continue recording greetings, pressHEXT, then REC to record the
next greeting.

9. Pressiak when you have completed your recording.

Example: “Our business hours are 8 am. to 5 p.m., Monday through
Friday”.

10. To continue recording greetings, pressHEXT, then REL to record the
next greeting, for example the caller menu.

The greeting used with the caller menu indicates the destinations you
have chosen for each digit.

Example: “To reach one of our sales agents, press 1. To contact our
accounting office, press 2. To reach Joan Smithers, press3. Totalk to
an attendant, press 0. To repeat this menu, press star.”

11. Continue recording any remaining greetings. Remember that some
greetings are shared by both System Answer and CCR. Ensurethat the
recording is appropriate for both features.

Tlp = If you have recorded your greetings, you can
press HEXT from the display showing

Auto att 9rtn3s and go right info the menu for
programming destinations for CCR.
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Programming or changing CCR destinations

1. Press and enter the System Coordinator

password (the default password is
BlE]E)).
2. PressHEXT until the display showsCCR t.ree. The choices are SHOI,
EXIT, and FREL.

3. Press . Thedisplay shows[ial @: and the current
destination when the caller presses zero. Y our choices are CHHGE and
HEXT.

4. PressCHHGE to select the appropriate destination.
Each number from zero to nine and [*] can direct acall to the attendant
telephone or one of the nine CCR groups. The [¥] can be set up to make

the system play the CCR greeting again (Rereat.). If adigit is set toHane,
it has no destination.

Using HEXT and CHHGE, select the destinations for the remaining digits.

Testing your custom System Answer and CCR

If you have more than one external line, you can call in to hear your
greetings by dialing the number used by external callersto call the
attendant set or alinethat is answered using CCR.

To call systemswith only one external line, you must go to atelephone that
is not connected to your system.ime savers for making calls

Storing a number on a memory bution for
Autodial

Y ou can program memory buttons for one-touch dialing of internal or
external telephone numbers.

Buttons used for lines, answer or Handsfree/M ute cannot be used as
autodial buttons.
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If the power to your Norstar system is off for more than three days, autodial
numbers (aswell as some other system programming) may belost from the
memory.

Adding an autodial button

o[ e JFE]

1. Press to program an external number or
for an internal number.

2. Choose abutton and then enter the number asif you were dialing it.

When programming Autodial you can use:
e Last Number Redial

e Saved Number Redial

* destination codes (choose the button with the
label astheline)

* host system signalling

Choosing a line for Autodial

Toinclude aline selection for an external number, press the line or
intercom button before you enter the number. To select aline pool, pressa
programmed line pool button, or pressthe button with the |abel
and enter aline pool access code.

If you select aline before pressing the autodial button, the call goes out on
the line you have selected instead of the line that is part of the autodialer
programming.
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For the M7100 or T7100 telephone, an external autodialer can be
programmed only by using aline and not a line pool.

Tip = If you do not include a line selection in an autodial
number, the call uses your prime line (if you have one).

Using intercom as the line for Autodial

If you pressthe button with the |abel astheline for an external
autodial number, you must include avalid line pool access code or a
destination code. If line pool access codes or destination codes are
changed, remember to reprogram autodial numbers.

Displays
Q87
QUIT BKSF Ok

Autodial full

Button erased

Enter digits
GUIT 0K

Intercom #: _
GUIT

Invalid number

Press a button
GUIT

Continue fo enter digits until the number is complete.
Press or BKSF fo erase an incorrect
digit. Press (s=2] or 0K when you are finished.

The memory dllotted to autodial numbers in your
Norstar sysfem is full.

While programming external Autodial, you erased
the button by pressing (s=¢] or 0K before entering
any digits.

Enter the number you want to program (choosing the
line first if necessary) exactly as you would if you
were making a call.

Enter the internal telephone number you want fo
program.

You are programming an internal autodial button
and have enfered a number that is not an infernal
number on your system. Enfer a valid internal
number. If the number you are entering is @
destination code, use external autodial.

Press the memory button you want fo program.
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Pradram and HOLD Enter the number you want to program onto the
button, then press (v=2] .

Pradram and 0K Enter the number you want to program onto the

QUIT ok button, then press (s=2] or OK. You may include a

line or line pool selection in an autodial sequence by
selecting the line before entering any digits.

Programmed The number is stored on the button.

For other displays, see “Common feature displays’ on page 213.

Using Last Number Redial

Press to redial the last external number you dialed.

Last Number Redial records a maximum of 24 digits.

Tip = If you have a programmed Last Number Redlial

button, you can use Button Inquiry (& J[*][0]), then
press the Last Number Redial bution followed by [#]) to

check the last number before you dial it.

Preventing a telephone from using Last
Number Redial

Last Number Redial can be restricted at individual telephones.

Y ou need the programming template found at the front of this guide. See
‘* Getting started with Norstar’’ on page 13 for more information.

1 Pes[ & JFFERIEIEIBIMAIMA].
2. Pres 6]4] 6] (the default System Coordinator password).

3. Press and enter the internal number of the telephone you
want to program.

4. Press(Show .
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5. Press three times. The display showsRestrictions.
6. Press twice.
7
8

Press Next  ]. Thedisplay showsAllaw last no:.
Press CHAMGE to chooseY (Yes) or H (No).

Displays

Hidden humbet The last number you dialed was a speed dial
number that displayed a name rather than the
number. The number is dialed correctly, but you
cannot see it.

Ho last number You have not dialed an external telephone
number since the last power inferruption or
system resef.

Tlp = You can copy a number onto an autodial butfon using

Last Number Redial.

Using Speed Dial

Norstar provides two types of speed dialing: system and personal. System
Speed Dial programming allows you to assign two-digit speed dial codes
to the external numbers your co-workers call most frequently. User Speed
Dial programming allows individual s to program their own speed dial
numbers.

Speed dial numbers are subject to the same restriction filters as regularly
dialed numbers. Y our installer or customer service representative can
program system speed dial numbersto bypass dialing restrictions.

Speed dial numbers may include host system signaling codes.
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Making a speed dial call

L& ][]

Y ou can quickly dial external telephone numbers that have been
programmed onto speed dial codes.

1.
2.

Press 0J.
Enter the appropriate two-digit speed dial code.

Changing and adding System Speed Dials

System Speed Dial codes are numbered from 01 to 70. The system
coordinator assigns numbers to System Speed Dial codes for the entire
system. See ‘* Adding or changing a system speed dial’’ on page 28.

Tip = There is no difference between using User Speed Dial

and using System Speed Dial. They differ only in how you
program them.

Adding or changing User Speed Dial

To add or change a User Speed Dial number on your telephone:

1.
2.

Pess[ & J*]f4].

Enter atwo-digit code from 71 to 94 that you want to associate with a
telephone number.

To include aline selection for this number, pressthe line or intercom
button. To select aline pool, press aprogrammed line pool button, or
pressthe button with the label, and enter aline pool access
code. For the M 7100 telephone, you can only select aline pooal.

Enter the number you want to program.
Press («—] or OK.
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Displays

a1:e_

CAHCL  BKSP Ok

Enter digits
GUIT 0K

Inwalid code

Ho Aumbetr stored

FProgram and HOLD

Pro3ram and OK
QUIT 0k,

Select a line

Unknown niumber

Continue entering the number you want to program.
You can change the number by pressing BKSF or
GTJ——"). When you are finished, press (v=2]
or QK.

Enter the felephone number you want fo program
exactly as you would if you were dialing it normally.

When you are finished, press («=] or Ok.

You have entered a code outside the code range
(01-70 for system, 7 1-94 for personal).

There is no number sfored on the speed dial code you

have dialed.

If you want to program a line or line pool selection for
this speed dial number, select the line or line pool.

Otherwise, enter the telephone number exactly as if
you were dialing it normally. When you are finished,

press (=].

If you want to program a line or line pool selection for
this speed dial number, select the line or line pool.
Otherwise, enter the felephone number you want to
program exactly as if you were dialing it normally.
When you are finished, press OK.

There is no line associated with the speed dial number
you are frying to use. Select a free external line or line
pool and enter the speed dial feature code again.

The system cannot dial the number stored. Reprogram
the number.

For other displays, see "“Common feature displays”” on page 213.
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Using Saved Number Redial
3

Y ou can save the number of the external call you are on (provided you
dialed the call) so that you can call it again later. Each telephone can save

one number at atime with Saved Number Redial, not one number for each
line.

Tip = You can copy a number onto an autodial button using
Saved Number Redial.

Saving a number

Press 6] 7] whileyou are on the call.

Saved Number Redid records a maximum of 24 digits.
Dialing a saved number

Press 6] 7] whenyouarenot onacall.

If you have a programmed Saved Number Redial button, you can use

Button Inquiry ((__ & ] [*][0]) to check the last number before you
dial it.

Preventing a telephone from using Saved
Number Redial

Saved Number Redial can be restricted at individual telephones.

Y ou need the programming template found at the front of this guide. See
‘* Getting started with Norstar’’ on page 13 for more information.

1 Pes[ & JFFERIEICIBIMAIMA].
2. Pres 6]4]6) (the default System Coordinator password).
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3. Press and enter the internal number of the telephone you
want to program.

4. Press[Show ]
5. Press three times. The display showsRestrictions.
6. Press twice.
7. Press twice. The display showsAllaow saved no:.
8. PressCHAMGE to choose" (Yes) or H (NO).
Displays
Hidden numbet You have saved a speed dial number that displays a
name rather than the number. The number is dialed
correctly, but you cannot see it.
Ho number saved You have fried fo save the number of an incoming
call. You can only save numbers that you have dialed
yourself.
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Using Hold

Y ou can temporarily suspend acall by pressing (~—].

When acall ison hold, itsindicator flashes on all telephones that have
access to the line. The call can be retrieved from any of these telephones.

OntheM7100 or T7100 telephone, [(~—] alternates between two lines; one

active, one on hold. These telephones cannot retrieve a call placed on hold
by another telephone.

Tip = Answered Hunt Group calls can be placed on hold at

the answering Norstar set. For more information on Hunt
Groups see "Programming Hunt Groups™ on page 147.

Retrieving a held call

Y ou can connect to acall on hold by pressing the flashing line button of the
held call.

Holding automatically

If your line has been programmed with full autohold, you can switch from
one call to another and have your calls put on hold automatically.

Pressthe line button of the caller you want to speak to. Y our current caller
is put on hold automatically.
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Listening on hold

If you have been put on hold, you can hang up the handset while you wait
for the other person to return.

1. Press ).
2. Hang up the handset.

3. Pressthelinebutton of the call. Y ou may hear indications from the far
end that you are on hold (for example, tones or music).

4. When the person you were talking to returns you hear them through
your telephone speaker. Lift the handset and talk.

Tip = If Automatic Handsfree has been assigned fo your
telephone, you can use the Handsfree/Mute feature instead
of Listen on Hold.

Holding a call exclusively

e J7JRJ

Y ou can put acall on Exclusive Hold so that it can beretrieved only at your
telephone.

Press @] or (~=]. Theline appears busy on all
other telephones, and the call cannot be picked up by anyone elsein the

office.
Displays
On hold: LIMEMAM You have placed one or more calls on hold. The
name of the line that has been held the longest is
displayed.

Using Call Queuing
0]
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If you have more than one call ringing at your telephone, you can choose

the call that has the highest priority by pressing 0]a].

Call Queuing answersincoming external calls before callback, camped,
and transferred calls.
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Using the transfer feature

e 7]

Transfer allows you to direct acall to atelephone in your Norstar system,
within the Norstar network, or external to Norstar.

Transferring a call
1. Press 0J.

2. Cdl the person to whom you want to transfer the call.

3. If youwant to talk to the person to whom you are transferring the call,
wait for them to answer, and speak to them before proceeding.

4. When you are ready to complete the transfer, press (=) or JOIN.

Y ou cannot use Last Number Redial, Saved Number Redial, a speed dial
code, Priority Call or Ring Again to dial the number for a transfer.

Depending on how a private network call isrouted, it may not always be
possible for the system to return atransferred call to youif the transferred
call is not answered. When transferring acall to a private network
destination, stay on the line until the person to whom you are transferring
the call answers.

Y ou cannot use the Line Pool feature code to access aline pool for a
transfer. To use aline pool, use aprogrammed line pool button, or pressthe
button with the |abel and enter aline pool access code.

If you have an auxiliary ringer programmed to ring for calls on an external
line, and you transfer acall on that line without announcing thetransfer, the
auxiliary ringer rings for the transferred call.
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Transferring external calls

If an external call istransferred to a busy telephone, or not answered after
afew rings, the call automatically rings again at the telephone from which
it was transferred, and the display indicates that the tel ephone was busy or
that no one answered.

When transferring an external call to an external number, the external call
you are trying to transfer must be an incoming call on a disconnect
supervised line.

While on a conference call, you can remove yourself from the conference
and connect the other two callers using the Transfer feature. However, if
both of the other people are from outside the system, at least one of the
outside callers must have called you and both of the outside calls must be
on disconnect supervision lines.

Note: Transfer viaHold on DID linesis not supported. Once acal is
answered the line appearanceson all other setsare freeimmediately
to take other calls. Thisallows a greater number of callsto be
received. Use the Call Park feature to transfer a call.

In certain situations, you may experience lower volume levels when
transferring an external call to an external person, or when transferring two
external callersfrom aconference call.

Canceling a transfer

Y ou can reconnect to the person you are trying to transfer at any time
before the transfer is complete.

1. Press O] or CAMCL.

2. If you are not reconnected to your original call, press (<] and then
press the line key of the original call, which is now on hold.

Displays

2122 You are talking to the person you want to transfer the

cAMCL  RETRY gomy  coll fo. Press RETRY if you decide to fransfer the call
to someone else. Press ("] or JOIM to transfer the
call.
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21 no rerla
CALLEACE

Do not. disturb
CAHCL RETEY JOIHW

Invalid number
CAMCL  RETEY

Lineddl hung ur

Lineaalx21
CAHCL  RETRY JOIW

Mot in serwvice
CAMCL  RETEY

Restricted call
CAMCL  RETEY

5till in trhsfer

CAHCL ~ RETRY

Transfer denied
CAMCL  RETEY

Transfer tolZ_
CAMCL  RETEY

The person to whom you fried to fransfer a call did

not answer. Press CALLEALCK or the flashing line button
fo reconnect to the call. On the M7 100 telephone,
lift the handset.

The person to whom you fried fo transfer a call has

Do Not Disturb active on their felephone. Press JOIM
fo transfer the call anyway. Press EETRY fo fransfer the
call to someone else. Press CAHCL or the flashing line
button to reconnect to the call (on the M7 100 or

T7100 telephone, press 0]).

You entered an invalid internal number. Press RETRY
and enter the number again.

The external caller you were transferring hung up
before the transfer was complete.

Press JOIM to transfer the call on line 001 to
telephone 21. Press RETRY if, ofter talking fo the
person af extension 21, you decide to transfer the
call to someone else.

The telephone to which you are trying to fransfer a
call is out of service.

You cannot fransfer the call because of telephone or
line restrictions.

Complete the transfer in progress before you access
a new feature, answer another alerting call or select
an oufgoing line.

Your transfer cannot be completed for one of these
reasons:
* All the resources needed to perform a
transfer are in use. Try again later.

¢ You have tried to transfer an external call to
another external party. Some restrictions

apply.
* You cannot transfer your conference call.

Press RETRY if you entered the wrong internal number
or if the person to whom you are transferring the call
is unavailable.

For other displays, see ""Common feature displays’ on page 213.

Compact ICS 4.2 System Coordinator Guide

P0941543 01



Transferring calls / 97

Using Camp-on

Y ou can transfer an external call to another telephone, even if all itslines

are busy.

1. Press .
2. Dial the number of the telephone you want to camp the call to.

Camped calls appear on aline button on the receiving telephone, if oneis
available. If thereisno line button available, you receive a message on the
display and hear Camp tones.

Each Norstar telephone can handle only one camped call at atime.

Displays

21 CamF max
CALLEACK

21 DD
CALLEACE

CamF denied
CamF to:
CAMCL

Camred: 21
CALLEACK

Lineddl hung ur

You fried to camp a call fo a telephone that already
has a camped call. The call has come back to you.
Press the CALLEACE butfon or the line button to
reconnect to the call. On the M7 100 telephone,
just pick up the handset.

The person to whom you redirected a call has Do
Not Disturb active on the telephone. The call has
come back to you. Press the CALLEACK button or the
line button to reconnect to the call. On the M7 100
telephone, just pick up the handset.

You have fried fo camp an infemnal call. You can
only camp external calls.

Dial the number of the inferal telephone to which
the call is sent.

The telephone to which you camped a call did not
answer the call. The call has come back fo you.
Press CALLEACK or the line butfon fo reconnect to the
call. On the M7 100 telephone, just pick up the
handset.

A call you camped has come back to you, but the
caller hung up before you could reconnect.
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Hot in service The telephone to which you have camped a call is
CALLEACK out of service or is being used for programming. The
call has come back to you. Press CALLERCK or the
line bution fo reconnect fo the call. On the M7 100
telephone, just pick up the handset.

Release acall The line that the camped call is on is in use or that
line does not appear at your telephone. Release the
line or release an internal line.

For other displays, see ""Common feature displays on page 213.

Parking a call

Y ou can suspend a call so that it can be retrieved from any telephonein
your system.

1 Pes[_© J7J@].

2. UsethePagefeature(( & ][6][0]) or pressFARGE to announce
the retrieval code displayed by your telephone.

Retrieving a parked call

1. Selectaninternal line. (OntheM7100 or T7100 telephone, pick up the
handset.)

2. Diad the Call Park retrieval code.

Using Call Park

When you park acall, the system assigns one of nine codesfor the retrieval
of the call. These codes consist of the Call Park prefix, which may be any
digit from0to 9, and atwo-digit call number between 01 and 09. For
example, if the Call Park prefix is4, the first parked call is assigned Call
Park retrieval code 401.

The Norstar system assigns Call Park codes in sequence, from the lowest
to the highest, until all the codes are used. This round-robin approach
means that a greater variety of codes are used, which makesit easier for a
call to reach the right person when more than one incoming call is parked.
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The highest call number, which isthe Call Park prefix followed by 09, is
used only by telephones or devices connected to the system using an analog
terminal adapter (ATA).

Your installer or customer service representative programs both the Call
Park prefix and the delay before parked calls are returned to the originating
telephone. External calls parked for longer than the programmed delay are
returned to your telephone.

Tip = Answered Hunt Group calls are parked in the same
manner as other calls. For more information on Hunt Groups
see "'Programming Hunt Groups” on page 14/.

Call Park can be disabled by your installer or customer service
representative.

Displays

Alreads Farked The person you were talking to has already parked
your call. You cannot park the same call.

Get call first You have attempted to use Call Park with no active
call on your telephone. If the call you want to park is
on hold, reconnect fo it before you park it.

Invalid number You have enfered an invalid refrieval code.

Mo call on: 181 There was no call on the retrieval code you entered.

Fark denied You have fried fo park a conference call. Split the
conference and park the calls separately. The
person who refrieves the calls can reconnect the
conference.

Farked on: 482 Record the code shown. Use Page

PAGE EXIT (L& 16]0]) or press PAGE fo announce the

call and its retrieval code.

Parking full All available retrieval codes are in use. Transfer the
call or take a message instead.

For other displays, see ""Common feature displays’ on page 213.
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Using Callback

When you direct acall you have answered to another telephone, the system
monitors the call to make sureit is answered. If no one answers the call
within a set length of time, the system directsit back to you.

Callback generates a variety of displays. Most occur after a set delay and
arelisted in the index. Some occur immediately if the telephone to which
you aredirecting acall isout of service or otherwise unavailable. Theseare
listed with the descriptions of the specific features like Transfer or Camp-
on.
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Forwarding your calls to another Norstar
telephone

Press and enter the number of the internal telephone to
which you want your calls forwarded.

Use Line Redirection to forward calls outside the system.Line redirection
takes precedence over Call Forward.

Canceling Call Forward
Press @l.
Using Call Forward at your telephone

When you use , dl calls go to the destination you select,
regardless of how Forward on busy and Forward no answer are

programmed.

Tip = If your Norstar set is a member of a Hunt Group, the
Call Forward all calls setting is overridden by the Hunt Group
routing for Hunt Group calls. For more information on Hunt
Groups see "Programming Hunt Groups™ on page 147.

If the telephone to which you forwarded your calls does not have the same
external lines as your telephone, the forwarded calls appear on intercom
buttons.

If acal isforwarded, it does not ring. However, the line indicator flashes
onthetelephone. Y ou can answer the call by pressing the button next to the
flashing indicator.
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Tlp = If you are one of a group of people who regularly
forward their calls to one another, be aware that it is possible
fo set up forward loops where a call is forwarded from one

telephone fo another in a circle, and is never answered
anywhere.

Overriding Call Forward

If you call someone who hastheir callsforwarded to you, your call rings at

that receiving tel ephone even though that tel ephone has been set to forward
callstoyou.

Changing the automatic Call Forward settings for a
telephone

Call forwarding occurs automatically when a call is not answered or the
lineis busy. These automatic options are changed in programming.

For step-by-step instructions, see‘* Change where acall goeswhen thereis
no answer’’ on page 34.

Changing Forward no answer

Forward no answer redirects unanswered call sto another tel ephone onyour
Norstar system.

Tip = Ifthe Norstar set is a member of a Hunt Group, the Call
Forward no answer feature is overridden and the Hunt Group
call continues fo ring until the hunt time has expired. For more

information on Hunt Groups see “Programming Hunt Groups”’
on page 147.

For step-by-step instructions for changing Forward no answer see
“*Change where a call goes when thereis no answer’’ on page 34. Line
Redirection takes precedence over Forward no answer.
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Changing the delay before a call is forwarded

Y ou can assign the number of times that the incoming call rings at your
telephone before the call is forwarded. To estimate the delay time in
seconds, multiply the number of rings by six.

For step-by-step instructions, see ** Change the number of timesthe
telephone rings before it is forwarded’ on page 34.

Forward on busy

Forward on busy redirects your callsto another telephone on your Norstar
system when you are busy on acall, or when you have Do Not Disturb
activated at your telephone.

For step-by-step instructions, see ‘* Making changes to Call Forward on
Busy’’ on page 35.

Line Redirection takes precedence over Forward on busy. Callsthat are
redirected by Line Redirection are not affected by any Call Forward
features or Call Forward programming.

Telephones that have Forward on busy active can receive priority calls. If
you are busy on atarget linecall, another call to that target lineisredirected
to the prime telephone for that target line.

Tip = If the Norstar set is a member of a Hunt Group, the
Call Forward on busy feature is overridden and the Hunt
Group call continues to ring until the hunt time has expired.
For more information on Hunt Groups see 'Programming

Hunt Groups” on page 147
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DND on Busy

When you are busy on a call and a second call comes in, your telephone
rings softly to alert you to the second call. If you find this second ring
distracting, you can have the system prevent a second call from disturbing
you by assigning Do Not Disturb (DND) on Busy to your extension.

When DND on Busy isturned on for the set, internal and private network
callers hear a busy tone instead of ringing when you are on the telephone.
External callers are transferred to the prime set used in your system.

For step-by-step instructions, see ‘‘ Making Changes to Do Not Disturb on
Busy’’ on page 36.

If you use DND on Busy, the line indicator for an external incoming call
flashes, but your telephone does not ring.

Forward on busy takes priority over DND on Busy.

If an external call uses atarget line, the call is processed according to the
programming of thetarget line. If thetarget lineisbusy, the caller may hear
abusy tone or be routed to the prime set for the target line regardless of the
DND on Busy programming for the telephone.

Tip = If a Norstar set is a member of a Hunt Group and the
set activates this feature, the set does not receive notification
of incoming Hunt Group calls while on a call. The DND on
busy feature overrides the Hunt Group. For more information
on Hunt Groups see "Programming Hunt Groups” on page

147.
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Call Forward and Voice Mail

If you have avoice mail system and want it to pick up unanswered calls
automatically

* usetheinternal number of your voice mail asthe
destination when you program Forward no Answer and
Forward on busy,

or

* make the ring delay greater than the delay used by your voice
mail system, if your voice messaging system or service
automatically retrieves calls.

Displays

Faorward denied There are several reasons why you may get this
message. For instance, you cannot forward your
calls to a telephone that has been forwarded fo your
telephone.

Forward:>21 Your calls are being forwarded to telephone 21.

CAMCL
Mot in zervice Two or more telephones are linked in a forwarding

chain, and one of them is out of service or is being
used for programming.

For other displays, see ""Common feature displays’ on page 213.

Line Redirection

Line Redirection allows you to send your external callsto atelephone
outside the office. Y ou may choose to redirect all your external lines or
only some of them.

Line Redirection takes precedence over the Call Forward feature. If both
features are active on a set, incoming external calls on redirected lines are
routed to the specified Selective Line Redirection (SLR) external
destination. Incoming internal calls are forwarded to the specified Call
Forward destination.

Y ou cannot use the Line Redirection feature at either M 7100 or T7100
telephones, or a telephone connected to an ATA.
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Turning on Line Redirection

1
2.
3.

4,

Press [J.
Select the outgoing line to be used for redirected calls.

Enter the number to which calls are to be redirected (the waysyou can
do thisarelisted below).

Select the lines to be redirected.

Enter the telephone number to which you want to redirect calls by using
one of the following methods.

Press an external autodial button.

Enter an external telephone number (using no more than 24 digits)
then press (~=] or QK.

Press (~—] or 0K if the line you have chosen as the outgoing lineis a
private network line that does not require you to dial digits.

If you useBLL to redirect all your lines, it isimportant that you wait until
all the lines on your telephone light up before pressing (~=] or QK. If you
press («~] or 0K before al the lines light up, those lines not lit are not
redirected.

Tip = The line chosen for redirecting calls on other lines can
be used normally when it is not busy on a redirected call. To
avoid redirection failing because the chosen line is in use,
choose a line pool with several lines in it.

The system does not check that the number you give for line
redirection is a valid one. If you redirect fo an invalid number,
redirection fails. Using an autodial butfon to enter the
redirection number helps avoid this possibility. An autodial
button used for line redirection must be programmed fo use a
specific line.

Canceling Line Redirection

1.

Press[_© J#]BJMA].

2. Select thelines you no longer want to be redirected.
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Allowing a telephone to redirect calls

Y ou can turn the redirect calls feature on and off.

Y ou need the programming template found at the front of this guide. See
‘* Getting started with Norstar’’ on page 13 for more information.

1 Pres[_ € JEJXRJEIEIBIMIM].
2. Pres 6] 4] 6] (the default System Coordinator password).

3. Press and enter the internal number of the telephone you
want to program.

4, Press twice.
Press three times. The display showsAllow redirect.:.
6. PressCHAHGE to select ¥ (Yes) or H (No).

Turning the redirect ring for a telephone on or off

Y ou can program atelephoneto ring briefly (200 milliseconds) when acall
isredirected on one of itslines.

Y ou need the programming template found at the front of this guide. See
‘* Getting started with Norstar’’ on page 13 for more information.

1 Pes[ & JFFERIEIEIBIMAIMA].
2. Pres 6]4]6) (the default System Coordinator password).

3. Press and enter the internal number of the telephone you
want to program.

4. Press twice.
Press twice. The display showsRedirect ring:.
6. PressCHAMGE to select % (Yes) or H (NO).

Tlp If a telephone has redirect ring enabled, it rings
briefly for redirected calls on one of its lines even if another
telephone set up the line redirection.
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Displays while redirecting lines

Intercom

Line Redirection
GUIT ADD EREMOUE

Ho line to use

Out3aoing line

Fool code: _
GUIT

Redir ba 21
OUERREIDE

Redirect denied

Select line out
GUIT

Select lineds 2

QUIT ALL

Select lineds
ALL Ok

Uneauirred line

You selected the intercom bution as the facility to
place the call on. Enter a line pool code or a
desfination code.

Press or ALL fo begin redirection. Press or
EEMOLE fo cancel a previous redirection.

You have one external line on your telephone, but
you need a second line to perform line redirection.
Redirect your external line using a line pool as the
outgoing line.

You are attempting to redirect a line and the line you
have chosen is the outgoing line you have selected
as a desfination. You cannot redirect a line fo itself.
Select another line.

Enter a valid line pool access code.

You have aftempted to redirect a line, but someone
else has already redirected that line. Press [#] or
OUERRIDE fo override the previous redirection and
redirect the line as you want.

You can redirect calls only on individual lines.

Select the line to be used to redirect calls out of the
system.

Press the lines to be redirected. To undo a line
selection, press it again. Press ALL fo redirect all your
lines.

Confinue fo press the lines to be redirected. Press

(~=] or gk when you are finished.

The line you are attempting fo redirect cannot be
redirected because the hardware does not support
redirection.
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Displays while canceling redirection

Select lineds? Press the lines that are no longer to be redirected.

QuIT ALL The lines light up as you press them. Once you
cancel redirection for a line you cannot resfore it by
pressing the line again. Press ALL to cancel
redirection for all your lines. When you are finished,

press [E] or QK.

Select lineds Continue fo press the lines that are no longer to be
ALL ok redirected. Press («=] or @K when you are finished.

For other displays, see ""Common feature displays’ on page 213.

How Line Redirection is different from Call Forward

Call Forward forwards all callsthat arrive at a particular telephone to
another telephone within the Norstar system or over external ISDN lines.

Line Redirection redirects only the lines you specify, no matter which
telephones they appear on, to atelephone outside the Norstar system. Line
Redirection takes precedence over Call Forward.

Using Line Redirection

You redirect lines at atelephone, but once redirected, the lines are
redirected for the entire system.

Y ou can only redirect lines that appear at line buttons on your telephone.

Y ou can answer the telephoneif it rings while you are in the middl e of
programming Line Redirection, but none of the Norstar call handling
features are available until the feature times out. If you need to use a
Norstar feature to process the call, quit Line Redirection programming by
pressing . Do not press (=] or you disconnect the call you are
trying to process.

While you are programming Line Redirection you do not receive any
indication of calls that do not actually ring at your telephone.

Becareful to avoid redirection loops. If for example, you redirect your lines
to your branch office and your branch office redirectsits lines to you, you
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can create aredirection loop. If these calls are long distance, you end up
paying charges.

In certain situations, callers may experiencelower volumelevelswhenyou
redirect calls to an external location.
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Paging
6J0J

Paging allows you to make announcements over the Norstar system using
the telephone speakers, or your loudspeaker system, if oneisavailable.

Making a page announcement

1. Press B[]
2. Choose a page type. Page types are:

through the tel ephone speakers (internal page)
through an external speaker (external page)

both internal and external (combined page)
3. If necessary, choose azone.

4. Make your announcement.

5. Press (=].

Tip = Instead of entering the Page feature code followed by
the page type, you can enfer the following shoricut codes.

Infernal 6] ) and zone(1to 3)
External 6] 2] (code 2 has no zones)
Combined 6] and zone(1to 3)
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Activating and deactivating the ability to page

Y ou need the programming template found at the front of this guide. See
‘* Getting started with Norstar’’ on page 13 for more information.

1
2.
3.

Press[_ & JX)FIRJE]EIB]EA]MA].
Press 6][4] 6] (the default System Coordinator password).

Press and enter the internal number of the telephone you
want to program.

Press twice.
Press seven times. The display showsFaging.
Press CHAMGE to select the setting: ¥ (Yes) or H (NO).

Creating page zones

Each telephone can be assigned to one of three zones for receiving pages.

Tip = Hunt Group DNs cannot be included in a page zone.
For more information on Hunt Groups see *'Programming Hunt
Groups’' on page 14/.

Y ou need the programming template found at the front of this guide. See
‘* Getting started with Norstar’’ on page 13 for more information.

1.
2.
3.

6.

Press[ & JFJFRJEJEIBIMAIMA].
Press 6][4] 6] (the default System Coordinator password).

Press and enter the internal number of the telephone you
want to program.

Press twice.
Press six times. The display shows Page Zone.
Press CHAMGE to select the setting: 1, 2, 3, or Hone.

Y ou can make a telephone part of a page zone only if the telephone has
paging setto ¥ (Yes).
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A zoneisany set of Norstar telephones that you want to group together for
paging, regardless of their location.

Your installer programs whether a tone sounds before a page begins, and
the maximum number of seconds a page can last beforeit isautomatically

turned off.

Displays

Enter zone:_

Invalid zone

Fage choice:
SETS SPER

Fage Limeout.

Fa3in3 ALL

Fa3ing busa

Tip = Make sure that everyone who needs fo make page
announcements has a list showing which telephones are in
which page zones.

ALL

BOTH

Enter the desired page zone number (1- 3) or press
ALL.

You have enfered a page zone code that is not
between 1 and 3.

Select the type of page you want. See the list in
"Making a page announcement”.

The time allotted for paging has expired.

You are making a page. The display shows the page
zone you have chosen. Press or (]

when you are finished.

A page is already being made in the page zone you
have requested.

For other displays, see “Common feature displays’ on page 213.

Tlp = You can make an announcement fo one person by
placing a voice call to their telephone.
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Using Page with external paging equipment

When you make a page that uses external paging equipment (external page
or combined page), the Long Tones feature is automatically activated for
the external paging system only. This allows you to control optional
equipment with the Long Tones feature.

Sending messages using the display

The Messages feature allows you to |eave a message on the display of
another Norstar telephone, and indicatesif you have any messageswaiting.
The Messages feature uses a message waiting list to keep arecord of your
internal messages and your (external) voice mail messages (if you
subscribe to a voice message service with visual message waiting
indication).

Sending a message

Y ou can leave a message on the display of another telephone in your
Norstar system. Y ou can send up to four messages to different telephones,
including your voi ce message center.

If your telephone is adirect-dial telephone or acentral answering position
(CAP), you can send up to 30 messages.

If your reply to amessage isforwarded or isanswered at another telephone
using the Call Pickup feature, the message remains on your tel ephone until
you cancel it or successfully contact the telephone that sent the message.

1 Pes[ & ).

2. On atelephone with atwo-line display, pressACD. (This step is not
necessary on a telephone with a one-line display.)

3. Enter theinternal number of the person you want to send the message
to. The display showsMez=a3e fior wou.
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Canceling a message you have sent

1. Press [1]. Thedisplay showstCancel faor:.
2. Enter theinternal number of the person to whom you sent the message.

Viewing your messages

L e JEJBJ

Y ou can receive up to four messages from different telephones, including
your voice message center. A single message from your voice message
center may pertain to several voice messages.

On atelephone with a one-line display

1. Press 6] 5]. The display showsthe first message.
2. Press [¥] or [#] to move through your messages.

On atelephone with a two-line display

1. PressMsG. The display showsthe first message you received.
2. PressHEXT to move through your messages.

Replying to a message

Y ou can call the person (or your voice message center) who sent amessage
while you are viewing the message.
On atelephone with a one-line display
Press [o].
On atelephone with a two-line display
PressCHLL.
If you want to call your voice message center using aline other than the

programmed line, exit your message list and dial the voice message center
telephone number.
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Removing items from your message list

Y ou can erase a message while you are viewing it in your message list. If
the message is from your voice message center, this only erasesthe
message natification at your telephone. Y ou need to erase the voice
message at your voice message center. Refer to your voice message center

documentation.

On atelephone with a one-line display

Press ().

On atelephone with a two-line display

e Press ERASE.

Viewing messages you have sent

On atelephone with atwo-line display, you can view the messages you

have sent.

1. Press iJ.
2. PressZHOW to display your first sent message.

3. PressHEXT to move through your sent messages.

Displays

Cancel denied

Cleared:L IMNEHAM
HEXT

Inuse: 21

Laal L IMEMAMUM=3
MEXT CHLL CLEAR

You have entered an invalid number when
affempting fo cancel a message.

You have cleared an external message from your
message waiting list. The message ifself exists in your
voice message center until you erase if there.

You are trying fo call from your message waiting list.
The line that you are frying fo use is being used by
the identified Norstar user.

You are viewing your message list. The display
shows the number and name of the line that was
used for your voice mail message.
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Mes=a9e denied

Mes=a9e list

SHOW ACD ERXIT

Mes=a9e Lol

Messa9es & Calls
MSG CALLS

Ho button free

Ho niumbetr stored

Start of list
HEXT

Their list full

Your list full

You have fried o send a message fo an invalid
internal number or fo a telephone that is out of
service.

SHOW oppears only if you have outstanding
messages. Press SHOW to review messages you have
sent. Press ADD fo send a new message.

Enter the internal number of the telephone to which
you want fo send a message.

You have one or more messages and one or more
new Call Logs. Press (0] §] to change
the first line of the display to the current time and
date.

You have no line buton free with which fo reply to a
message.

There has been no number programmed for the
voice message center. Contact your voice
messaging service provider.

Your are at the beginning of your list of messages.
Press HEXT to move through your messages.

You are trying to send a message to a user whose
message waiting list is full.

You have fried fo send a message but your
telephone's list of sent messages is full. Cancel one
of the messages you have sent, if possible, or wait
until you have received a reply fo one of those
messages.

For other displays, see ""Common feature displays’ on page 213.
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Using Voice Call

(e JEl6J

Y ou can make an announcement or begin a conversation through the
speaker of another telephone in the system.

Tip = Hunt Groups cannot accept voice calls. Answer

buttons have no appearances for voice calls, and the set does
not ring for voice calls. For more information on Hunt Groups
see ""Programming Hunt Groups” on page 14/. For more

information on Answer buttons see “"Answer buttons” on page

50.

Making a Voice Call

Press BJ@EJ.
Muting Voice Call tones

When avoice call begins at your telephone, you hear abeep every 15
seconds as areminder that the microphoneison.

To stop it from beeping, pick up the handset or press (I_=_].

Answering a Voice Call without touching your
telephone

If Handsfree Answerback is assigned to your telephone, you can respond
to avoice call without touching the telephone. Thisfeatureis not available
to the M7100 or T7100 telephone.

Compact ICS 4.2 System Coordinator Guide P0941543 01



Communicating in the office / 119

When someone makes a voice call to you, simply start talking. The set
microphone picks up your voice.

Tlp = Once you have answered a voice call, you can put
it on hold, transfer it or otherwise treat it as a normal call.

Preventing Voice Calls to your telephone using Voice

Call Deny

Press [8]. Voicecallsring like regular internal calls. Y our
other calls proceed normally.

Canceling Voice Call Deny

Pess[ & J{#]BJEJ.

Displays

Lial voice call

Microrhone muted

Mo wvoice call

Voice call

Dial the infernal number or press the internal autodial
butfon of the person to whom you want to speak.

Your handsfree microphone is muted. Press or
pickup your handset to respond o the voice call.

The telephone receiving the call cannot accept voice
calls for one of the following reasons: it is active or
ringing with another call; Call Forward is turned on;
Do Not Disturb is turned on; Voice Call Deny is turned
on; it is not a Norstar telephone.

Your call proceeds automatically as a regular ringing
call.

The line is open for you fo speak.
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Using Call Log

Telephones can automatically log Call Display information for callson an
external line. The line must appear on that telephone but it does not haveto
be aringing line.

If your system is equipped with the appropriate equipment and you have
subscribed to the call information feature supplied by your service
provider, you are able to capture information about incoming callersin
your call log. The samefeatureis supplied by an ISDN service packagethat
comes with calling line identification (CLID).

Call Log creates arecord of incoming external calls. For each call thelog
could contain:

*  sequence number in the Call Log

* name and number of the caller

» indication if the call waslong distance

* indicationif the call was answered (and identity of who answered it)
* timeand date of the call

*  number of repeated calls from the same source

* name of theline that the call camein on

Call Log can help you to
»  keep track of abandoned or unanswered calls

» track patternsfor your callers (for example volume of calls and
geographical location of calls)

» record caller information quickly and accurately
*  build apersonal telephone directory from log items
The long distance indicator and the caller name and number, may not be

shown in the log, depending on the Call Display services provided by your
local telephone company and the local telephone company of the caller.
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To use the features on the following pages, your telephone must be have
spaces availableinits Call log. Your installer or customer service
representative programs each telephone with an appropriate number of
spaces.

Call Log options

Y ou can select the type of callsto be stored in your Call Log. Choose from
four Autolog options; Ho ane answered, Unanswerd ba me, Lod all
calls, Ho autologging.

1. Press (4]. The current option displays.
2. Press [#] or HEXT to change the option.

3. Pres or 0K to select the display option.
Logging a call manually

If your calls are not automatically logged, you can manually log call
information when you are connected to an external call. Storing
information for your current call can be helpful in many situations. For
example, you may want to:

» record acaller information without using paper and pencil

» record only selected calls that you choose, as opposed to
using Call Log automatically

e quickly record caller information before a caller hangs up

Press to log an external call manually.
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Deleting old log items

Y our log has a set number of itemsthat it can hold. When it becomes full,
new calls cannot be logged. When your log is full, Autobumping
automatically deletes the oldest Call Log item when anew call islogged.

Press to enable autobumping.
Press to disable autobumping.

Viewing your Call Log

To view your log

1. Press (2]. Thedisplay shows the number or
previously read items (ol d) and the number of new, unread items (new)
in thelog.

2. Press(¥] or 0L toview old items; press [# ] or HEW to view new items.

3. Press (0] or RESUME to display the last item you viewed, the last time
you viewed your Call Log.

Names and numbers for external callers are displayed only if you have
subscribed to Call Display services from your local telephone company.

Viewing a Call Log item

Press or MORE to view the information for acall log item.

Erasing log items

Y ou should routinely erase log itemsthat you have read, to make space for
new itemsin your log.

1. Display theitem you want to erase.
2. Press («=] or ERASE.
3. Press (=] toexit.
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If you accidentally erase an item, you can retrieve it.

1.
2.

Press (~—] or UHML0 immediately after accidentally erasing an item.
Press (=] to exit.

Making a call using Call Log

Y ou may find it helpful to place calls from within your Call Log. The
number stored for each call may vary depending on the type of call. For
example, if the call was placed from aCentrex or PBX system, thefirst few
numbers may need to be trimmed before you can make the call. If the
number you want to call islong distance, or if you want to use aline pool,

you may need to add numbers.

Toplaceacall

1. Display thelog item for the call you want to place.

2. Display the associated telephone number.

3. Press or TRIM, once for every digit that you want to
remove.

4. Dial any extradigits required.

5. Pressan externa line or line pool button.

Lift the handset. (Thisisnot necessary if Handsfreeis programmed at
your telephone.) The displayed number is dialed.

Creating a password to your Call Log

Y ou have the option of accessing your Call Log through a password.

1.
2.
3.

Press (5]. The displays shows Hew Fazzwrd:.
Enter your four-digit password. The display showsReFeat. Hew:.

Re-enter your four-digit password. The display shows
Paz=sword chanded, which confirms that your password has been
assigned.
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To enter Call Log using your password

1. Press toenter Call Log. If you have programmed

a password, the display shows Faszword:.

2. Enter your four-digit password.

If you forget your Call Log password, it can be deleted in programming.
See ‘*Using passwords’ on page 190.

Changing your Call Log password

Press 5]. Thedisplay shows1d Faszurd:.
Enter your old password. The display showsHew Fasswd:.

Enter your new four-digit password. The display showsRereat. Heuw:.

A W NP

Re-enter your password. The display showsFaz=sward chanded,
which confirmsthat your password has been changed.

Deleting an assigned password

1. Press 5]. The display shows0ld Faz=wrd:.
2. Enter your old password. The display showsHew Fazsuwrd:.

3. Press («—] or 0K. The display showsHa Fawd as=igned, which
confirms that your password has been del eted.

Programming a telephone to log calls automatically

Your installer or customer service representative can program each
telephone to log calls coming in on aline automatically.

Displays

1 :Unknown name The caller's name is unavailable.
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1 :Unknown Aumbet

12:KATE SMITH

MEXT ERASE MORE
123ATE SMITH

MEXT ERASE MORE
128KATE SMITH

MEXT ERASE MORE
491234567 898123
MEXT ERASE MORE

Callis bumrFed

Hold or releaze

In u=sel SETHAME

Jan 4 9i88a 3

MEXT ERASE MORE
Linegal 127
MEXT ERASE MORE
Linedal Logit
MEXT ERASE MORE
Line@al

MEXT ERASE MORE

Mes=a9es & Calls
MSG CALLS

Hew calls be3in

The caller's number is unavailable.

_indicates a new item.

1 indicates that the call was answered.

§ indicates a long distance call.

# indicates that the stored number has been

shortened to its final 11 digits. Press
or MORE fo display additional information about the
call.

One or more log entries have been delefed by the
Autobumping feature while you are looking af the
Call log.

Hold or release your active call before entering Call
log.

The external line is in use.

The repeat call counter, shown along with fime and
date, indicates the number of calls you have received
from the same caller.

This call was answered at another telephone (27).

This call was logged manually.

This call was not answered.

There are one or more ifems in your message waiting
list, and there are one or more new ifems in your Call

log. Press @] €] to change the first

line of the display to the current time and date.

You have viewed your last old log item and are now
viewing your new log ifems.

P0941543 01
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Mo infio to 1o9 No information is available for the call.
Ho 109 assigned No log space has been assigned to the telephone.
Mo Fesume item The resume item has been removed because of

Autobumping, repeat call update, or log reallocation
while you are looking at the Call Log.

For other displays, see ""Common feature displays”” on page 213.

Using Voice mail

If you subscribe to a voice message service outside your office, you can
accessthat servicethrough your Norstar system. Y our installer or customer
service representative programs your Norstar telephone to indicate when
you have a voice message waiting on a particular line.

To find out if your external voice message service works with Norstar, or
if you have any problems with your service, contact your voice message
service provider.
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Finding out what a button does using Button
Inquiry
]

Y ou can check the function of any line, intercom, or programmed button

onyour Norstar telephone by pressing [0].OntheM71000r
T7100 telephone, Button Inquiry shows your internal number followed by
the function assigned to your single memory button.

Displays

@a1  <LIMEMAME> The display shows the number and name of the line.
SHi K Press SHOW to view the redirection status of the line.

123456789812345... Press @] or press YIEW=+ or +4IEW .o view a number
UTEW= Ok that is too long to fit on the display. Press (s=e] ork
when you are done.

21 <SETHAME: The display shows the directory number of the
MET  UTEL te\ephon.e, ond'fhe ossigqed name. Fress HEXT to see
the first line assigned fo ring at the intercom button.

“Feature name? The name of the feature assigned to a button is
SHL g displayed Wh?n you press The butfon. Press #) or
SHOW for additional information.

Press a button Press the button you want to check. Press
BT or EXIT when you are finished.

For other displays, see “Common feature displays’ on page 213.
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Making the display darker or lighter using
Contrast adjustment

1 Pres_© JF[IJ.

2. Press anumber on the dialpad to choose the contrast level you like
best.

On atwo-line telephone, you can use the UF and DOWH display buttonsto
adjust the contrast.

The number of contrast levels available varies from one telephone model
to another.

Changing the language on the display

Y ou can select the language used on the display of each Norstar telephone.
Norstar supports three languages: English, French and Spanish. Button
caps are available for each language. When your system isfirst installed,
all telephones use English.

If you program [0] ] ontoamemory button, you can

then simply press the button until the language you want appears on the
display. Y ou cannot program 0]@2] or
(0] @] onto amemory button.

English

Press afal
French

Press oI
Spanish

Pess[ & JFIEJ0JB].
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Programming a feature code onto a memory
button

Y ou can program a feature code onto a memory button. In some cases,
pressing the button a second time cancels the feature.

Programming feature buttons

Any memory button not programmed as an external or internal line, target
line, Answer button, or Handsfree/Mute button, is available for features.

1. Press BJ.

2. Pressthe memory button you want to program with afeature.

3. Enter the appropriate feature code you want to assign onto the button.
Thefollowing feature codes cannot be programmed onto amemory button:

Long Tones and any code beginning with [*] except

] [tJ (Language Choice) and
(Contrast Adjustment).

Tlp = When you program a button with the line pool

feature code, you must enfer a line pool access code after
the feature code. The programmed line pool button accesses
a specific line pool, not the line pool feature.

Erasing a feature button

1. Press 1.
2. Pressthe feature button.

3. Press or 0K to erase the button.

P0941543 01 Compact ICS 4.2 System Coordinator Guide



130 / Customizing your telephone

Displays
<Feature name? The name of the feature assigned 1o a bution is
SHOW K displayed when you press the button. SHOW
appears when there is more information available.
Press [#) or SHOW for additional information.

Enter code: If you are checking a speed dial bution, enter the
two-digit speed dial code that you want o check.

F- Enter the feature code, or press or AUIT fo quit

QuIT CLEAR programming or ELERR fo clear the numbers you
have entered. The system accepts the entry as soon
as you enfer a valid feature code.

Feature code: Press and enter the feature code you

QuIT want to assign fo the button. You cannot enter
invalid codes.

Feature moved You have programmed a button with a feature that
was already programmed onto another button. The
feature has moved fo the button you just
programmed. Its original butfon is now blank.

Press a buttaon Press the button you want to check. Press

EXIT or EXIT when you are finished.

Pradram and HOLD Enter the number you want to program and press
(~=]. To erase the button, just press (x=].

Pradram and OK Enter the number you want to program and press

QuUIT ok oK. To erase the button, just press (s=2] or OK.

For other displays, see ""Common feature displays on page 213.

Labeling your set

The Business Series Terminals have label strips that come with each set.
Y ou can print the label for each button on your set and install the strip
beside the buttons. The Norstar M-series sets have individual keycap
labels. This section suggeststhe processfor setting up thelabelling for your
Set.
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Applying button labelling

Before you apply button labels, use the Button Inquiry feature

(CeJ*] [0])) to verify the button functions, and to avoid activating
features as you put the labels onto the buttons. For more information refer
to *‘Finding out what a button does using Button Inquiry’’ on page 127.

Business Series Terminals

The T7100 has only one feature button. The picture below showsthe
location of the labels for the T7208 and T7316 sets.

Business Series Terminal button label locations

Norstar button caps

e Unlabeled, clear button caps
with appropriate green or gray paper for typing in line numbers,
telephone numbers, and features

*  Pre-printed, colored button caps
in green or gray
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Some examples of pre-printed button caps

Green caps Grey caps
Speed Dial

For more information about buttons on the Business Series Terminals
T7316, refer to ** Using Buttons'’ on page 15.

Tlp = To make identification of line types easier, use
preprinted green button caps for lines that support
incoming and outgoing calls. Use clear butfon caps for
target lines that are incoming only.

Identifying the telephones

1. Writetheindividua telephone numbers on the labels and attach them
to the appropriate Norstar telephones.

2. Write the telephone number and the internal number on the
appropriate handset card for each type and color of telephonethat isto
beinstalled.

3. Cover the handset card underneath the handset of each telephonewith
the plastic lens.

T7316 Business Series Terminal button defaults

The default button assignments for the T7316 Business Series Terminal
depend on the template applied. The exception isthe default numbering for
the dual memory buttons. Refer to ** Using Buttons'’ on page 15.

Refer to the Programming Record to identify the current button
programming for each set or group of sets..

Upper level buttons
Note the button numbering for the upper buttons of this set. They are

mapped to the equivalent from the M 7310 Norstar set. However, since
thereisno second level on this set, the button numbers are not consecutive.
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Note: These examples show defaultsfor a system with three-digit internal
numbers. The defaults do not actually exist on any telephone, as no
telephone hasan autodial button for itself. The position that would be taken
by the autodial button for itself, is blank.

T7316 BST upper buttons

Button 23 Button 31
Button 25 Button 33
Button 27 Button 24
Button 29 Button 26

17316 BST lower button assignments

The lower set of buttons on the T7316 are mapped in the following way:
T7316 BST lower buttons

Button #/ Square template Button #/

Function Function
11 17
13 19
15 21
01 06
02 07
03 08
04 09
05 10
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PBX template

Hybrid template

11 [Set221 |
13 [Set222 ]
15 [Set 223 |
01DND_ ]
02 [Transfer ]
03 (Call Fwd ]
04 [Pick-Up ]
05 [Page ]

17 [Set224 ]
19 [Set225 ]
21 [Set226 ]
06 [ConffTrans ]
07 [astNo. ]
08 [Voice Call |
09 fintercom ]
10 {intercom ]

11 [Set221 |
13 [Set222 ]
15 [Set223 ]
01 [Lne i ]
02 [Line pool ]
03 (Call Fwd ]
04 [Pick-Up ]
05 [Page ]

17 [Set224 ]
19 [Set225 ]
21 [Set226 ]
06 [ConffTrans ]
07 [astNo. ]
08 [Voice Call |
09 [intercom ]
10 intercom ]

Compact ICS 4.2 System Coordinator Guide

P0941543 01




Customizing your telephone / 135

M7310 telephone button defaults

The default button assignments for the M 7310 telephone depend on the
template applied. The exception is the default numbering for the dual
memory buttons. Refer to ‘*Using Buttons'’ on page 15.

M7310 dual memory buttons

*12 [Set 233 *20(Set 237 *28(Set 241 Note: This example
13 [Set 221 21 |Set 225 29 |Set 229 shows defaults for a

*14(Set 234 *22 [Set 238 *30 [Set 242 _SySteml with g‘ree'ﬂ']g't
15 [Set 222 23 [Set 226 31 [Set 230 internal numbers. The

defaults do not actually

*16|Set 235 *24|Set 239 *32|Set 243 exist on any te|ephoney
17 |Set 223 25 (Set 227 33 |Set 231 as no te|ephone has an

*18[Set 236 *26(Set 240 *34(Set 244 autodial button for itself.
19 (Set 224 27 [Set 228 35 [Set 232 The position that would

be taken by the autodial

Q button for itself, is
Q blank.
QQ Q * These settings are
L 7 . produced using the
Q Q Q’ Shift key shift key, located
Q beside the upper set of
buttons.
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M7310 lower button assignments

The following tables map the positions for the lower set of buttons for the
Norstar M7310 set.

Button #/ Square template Button #/

Function Function
01 06
02 S~ o7
03 Q% @ 0s
o4 S S
05 & 10

PBX template Hybrid template

01 06 01 06
02 07 02 07
03 08 03 08
04 09 04 09
05 10 05 10

Default button assignments

Default features are assigned automatically to the programmable buttons
on Norstar telephones and vary depending on the telephone. The default
features are listed in the tables in this chapter.

Rules of default button assignment

Line and intercom buttons are assigned by default templates and can be
changed in programming. Handsfree/Mute and Answer buttons are not
assigned by default. If these features are defined, however, they are
automatically assigned to specific buttons, as described on this and the
following page. None of these buttons can be assigned to M 7100 or T7100

telephones.
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The Handsfree/M ute feature appears on the bottom right-hand button. It
appears on the bottom button on the M 7208 and T7208 telephones. This
feature moves the Intercom button(s) up one position.

Each telephone can have up to eight Intercom buttons. They appear above
the Handsfree/M ute button at the bottom right-hand position on your
telephone. Note: It appears as the bottom button on M 7208 and T7208
telephones).

Each telephone can have up to four Answer buttons. They appear above
Intercom buttons in the right column and continue up from the bottom in
theleft column, replacing the features on those buttons. On the M 7208 and
T7208 telephones, Answer buttons appear above Intercom buttons and
below external line buttons in a single column.)

External line buttons appear in ascending line order, starting at the top
button in the left column. Thisis the top button on the M 7208 and T7208
telephones). If more than five external lines are assigned to an M7310 or
T73186, telephone assignment continues down the buttons on the right
column, erasing the features on those buttons. Line buttons have priority
over feature access buttons but not Handsfree/Mute, Intercom, or Answer
buttons.

M7100 and T7100 telephone button defaults

For for the default template, the one programmabl e button on the M7100
and T7100 telephoneiis .
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M7208 telephone button defaults
ick-Up
ransfer

ast No.

onf/Trans
peed Dial

ntercom

5 5 w Q ;_DU l_ =] o
Q
(o]

ntercom

Tip = The default Page button activates the General
Page option (& ][6][0])-

M7310 telephone dual-memory button defaults

Dual-memory buttons

(Set33 | (Set37 ] [Set42 ]
(Set21 ] [Set25 | [Set29 ]
(Set34 | (Set39 | (Set43 ]
(Set22 ] (Set26 | [Set30 ]
(Set35 | (Set40 | (Set44 ]
(Set23 ] (Set27 ] [Set31 ]
(Set36 | (Set41 ] [Set45 ]
(Set24 ] (Set28 | [Set32 ]

This example shows defaults for a system with two-digit internal numbers.
DN 38 does not appear on any set or CAP module.

The defaults shown for the dual-memory buttons do not actually exist on
any telephone, since no telephone has an autodial button for itself. The
position that would be taken by the autodial button for itself is blank.
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Template button assignments

DND | [ConffTrans ]
(Transfer ] [LastNo. ]
(CallFwd | [Voice Call ]
[Pick-Up ] [Intercom ]
[Page ] [Intercom ]

M7324 telephone button defaults

Buttons without a label are blank by default and can be programmed as

autodial or feature buttons.

I

l

(Call Fwd |

I

l

(Speed Dial |

[LastNo. |

(Saved NoJJ

[Conf/Trans |

(Transfer |

PND ]

[Pick-Up ]

(Voice Call |

(Page l

(Intercom ]

(Intercom ]

Tip = The default Page button activates the External Page

opiion (& 16 &)
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Moving line buttons

Y ou can move external linesto different buttons on your telephone to
arrange your linesin the way that makes the most sense to you.

Y ou cannot move intercom, answer or Handsfree/M ute buttonsonto aCAP

module.

1 Pres_© JFJBJMI.

2. Pressthe button you want to move the line from.

3. Pressthe button you want to move the line to.

Displays

Exchanged

Invalid location

Mowve line ftom:
QUIT

Mowve line to:
GUIT

Press a line

The two buttons you selected have exchanged
position.

You have tried to move a line to a button that
cannot be used as a line button, such as an
intercom button, Handsfree /Mute button, or an
answer button.

Press the button of the line you want to move. Press

or IUIT when you have finished moving

lines.

Press the bution you want to move the line to.
Neither of the buttons is erased. The lines, or the
line and feature, simply switch places.

The bution you are trying fo move is nof a line
button. If you are trying to switch a line and a
feature, move the line to the feature button and not
the feature button to the line.
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Changing the type of ring
6]

Y ou can choose one of four distinctive rings for your telephone. This
makes it easier to identify your telephonein an open office.

1 Pres_© JF]f6J.

2. Press{i], 2], 8], 4], or HEXT. You hear the selected ring for two
seconds.

3. Repeat until you hear the ring you prefer, then press (~—] or 0K.

Adjusting the Ring volume

(e JxeI0]

1. Press [0]. Thetelephone rings.

2. Press to adjust the volume; left end for lower and right
end for higher.

Hiding the message or calls indication

(e JelPleJ

Thedisplay that shows you have messages or calls can bereplaced with the
current time and date. Y ou can retrieve your message and call information
by using the display buttons that appear on the second line of the display.

If you are using a telephone with asingle-line display, the message or call
indication is hidden.

1. Press (0] [6]. The current time and date appears on the
top line of the display.

2. PressHsG or [6] (5] to see your messages, or pressCALLS
or to see your calls.

Restoring the messages and calls indication

Press[ & J#]B]0OJEJ

P0941543 01 Compact ICS 4.2 System Coordinator Guide



User Preferences

The User Preferences section of programming allows you to program
memory buttons, speed dial codes and other settings for any Norstar
telephone on the system.

For example, an employee may want to have the Do Not Disturb feature
programmed onto a memory button or create a speed dial code. Instead of
programming from the employee’ s telephone, you can go into
programming on the telephone nearest you to make the change.

Using User Preferences

1 Pes( © J¥JFIUIEJEIR]
(L e JEEBIMBITD.

2. Enter your System Coordinator or Basic password (the default
passwordsare ][] 6] 6] and ][] 7] 4] 2]).

By using a Basic password, it is possible to have someone el se do day-to-
day upkeep of people' s telephones without giving out access to sensitive
programming. See ‘‘Using passwords’ on page 190.

After you enter the proper password, the display shows you the telephone
with the lowest internal number followed by its name (For example,
Z21:RECEFTH).

1. Press to move through all the telephones on the system.

2. Press when you see thetel ephone you want to change. The
display shows the model number of the telephone at the extension.
The display showsConnect. zet. if no telephone is connected at that
internal number.

Y ou cannot make changes if the model isOther.

3. Pres to move through all the subheadingsin User
Preferences.

User Preferences programming is available under the heading Uzer
Preferences in Terminals&Sets inthe main body of programming.
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Sub-headings in User Preferences
User prefernces

Model

Button prgrming

User speed didll

Call log opt'ns

Dialing opt'ns

language

Display cnfrst

Ring type

Changing button programming

Press at Button Frarming. The display shows the number of
buttons on the telephone (an exampleis shownin Displaysat theend of this
section).

If the telephone has a CAP module, you can pressCAF1 to see the buttons
on the module.

Press to move through all the buttons on the tel ephone.Refer to
‘* Default button assignments'’ on page 136 for button number mapping for
each type of Business Series Terminal and Norstar M-series tel ephones.

Use the display buttons to change the programming for a button. User
Preferences programming cannot change the buttonsthat are used by lines,
intercom, and the handsfree feature.

The display buttons used in button programming

CAMCL Moves you out of a setting without making any changes to it.
CLE Erases the button.
TEL# Programs the key as an autodial number for an infernal or an

external number. If it is an external autodial number, you have to
choose a line, line pool, or the routing table for the call to use.
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CHAMGE

FEATE
FIND

LIST

Used when you are seffing up an external autodial number. Press
CHANGE unfil you see the type of line or pool you want the number
to use.

Press to store a feature code on the button.

Locates a specific button on a telephone by entering its number.
Button numbers are shown in the illustrations.

Takes you to a list of feature codes. Press to move
through the list and press Ok when you see the feature you want
fo program on the button.

Information about individual displaysyou may see is described at the end
of this section.

Changing User Speed Dial

1.

o &~ WD

o

Press atUser Sreed Dial. The display showsthe number
of speed dial codesthat are available.

Press to see thefirst speed dial code (71).
Press to move through al the speed dial codes.

Press at the code you want to change.

Press CHAMGE and enter the telephone number the same way you
would dial it on the telephone.

Press k.

Press and choose the line (or enter a code for aline pool)
the speed dial code should use.

Use the line pool code to select a particular line pool for use with Speed
Didl. If you selectUze rout.ind thl, aline or pool ischosen by the routing
programming according to the initial digitsin the number.

The route you choose for a User Speed Dial code must be one that the
telephone can use. For example, if the telephone does not have accessto
Line Pool B and you use that pool code with the speed dial code, the code
does not work.

To change a system speed dial code, see ** Adding or changing a system
speed dial’’ on page 28.
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Changing Call Log options

1. Press atCall lod ort’hs...

2. PressCHAMGE until you see the option you want to use. See‘*Call Log
options’ on page 121

Changing how calls are dialed

1. Press atDialing ort’ns...

2. PressCHAMGE until you see the option you want to use.

Descriptionsfor dialing options are found on the Telephone Feature
Card, or see ** Changing how you dial your calls”’ on page 65.

Changing the language used on the display

Press CHAMGE at Landuade: until you see the language you want to use.

For language choices see ‘' Changing the language on thedisplay’’ on page
128

Making the display lighter or darker

PressCHAMGE at Disrlaw chtrst until you see the value you want to use.

The display contrast on the telephone you are using for the programming
session does not change when you are programming another telephone.

Changing the ring on the telephone

AtRina ture:, press CHAHGE until you see the option you want to use.

Descriptions for ringing options are found on the Telephone Feature
Card or in**Changing the type of ring’’ on page 141.
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Displays

18+24 buttons
FIMD

Ealileciline @81
FIMC:

BOZ:#Rerld M=9...
CLE TEL# FEATE

CodeF#535...

CLR TEL¥ FEATRE
EBZ:168455512...
CLE TEL# FEATE

Externl tel #...
CLR TEL¥ FEATR

Internl tel #...

CLE TEL# FEATR
Ba4:Intercom...

FIML
BASAnsr 93

FIHD

BASElank button
CLE TEL¥ FEATR

Bl@:Hand=free
FIMD

There are ten memory buttons and 12 dual memory
butions on the telephone you are viewing. Press

to begin looking at what's on each
button.

A line appears on the button. You cannot sfore a
feature or number on if.

A feature is stored on this button. Press to
see the feature code. A full list of names and codes
for features is included in the index.

Shows the feature code stored on a button. Press

to see the button number and feature

name.

The button has a telephone number stored on it. Press

to see the rest of the number.
The autodial is an external number. Press

fo see what line or pool the call is programmed to go
out on.

The autodial is an internal number. Press

to see more information.

The button is used for intercom. Press [Show __ Jto
see more information about the button. You cannot
store a feature or number on it.

The button is used for an Answer DN. You cannot

store a feature or number on it.

Either nothing is stored on the button or you have just
cleared the button by pressing CLR.

The button is occupied by the Handsfree feature. You
cannot sfore a feature or number on it.

For other displays, see "“Common feature displays”” on page 213.
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The Hunt Groups feature allows a group of Norstar setsto be called by a
single directory number ensuring that calls are easily routed to the

appropriate group.

The Incoming line Group (ILG) functionality is now
accomplished through the Hunt Group feature. When
upgrading to Compact ICS 4.2 any lines previously
belonging to an ILG (CICS versions previous to 4.0) are
not automatically converted to broadcast Hunt Groups,
they must be programmed. Please refer to *'Assigning or
unassigning lines to a group” on page 150.

Hunt Groups are used in situationswhere agroup of people performing the
same task are required to answer a number of related phone queries. Some
typical uses of Hunt Groups are:

* asdesdepartment answering questions on product prices or
availability

e asupport department answering questions concerning the operation of
aproduct

e anemergency department answering calls for help.

Hunt Groups can be used to route callsto a support service such asaHelp

Linefor a software company. Specialists dealing with Product A can bein

one group, and specialists dealing with Product B can be in another group.

Incoming calls hunt for the next available set in the group. If no set is
available, the call can be placed in a queue or routed to an overflow set.

The Hunt Groups subheading in system programming is the area where
programming changes are made to the following:

e members of agroup
e position of agroup member
e what lines are assigned to a group

e how incoming calls are distributed
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*  how long the system looks for available members
» whereacall goesif all members are busy

Note: Videophones should not be placed in Hunt Groups. Hunt Groups
alow one B channel connection at atime and videophones use two
B channels.

Features affected by Hunt Groups include:

* Auto Attendant

+ Cdl Forward All Cdlls

+ Call Forward No Answer
e Cdl Forward on Busy

e Group Pickup

e Transfer viaHold

e Priority Call

* LineRedirection
e PageZones

* VoiceCadl

Note: Fixed external cadencing is provided for all external Hunt Group
callsregardless of whether or not they have been answered and
transferred.

Adding or removing members from a group

Members of the group can be any Norstar set or ISDN terminal. A Norstar
set can bein morethan one Hunt Group but is considered amember in each
Hunt Group, increasing the total number of membersin the system.

There can be only one appearance of the same Hunt Group on a set. Hunt
Group DNs cannot be members of other Hunt Groups. A DN can be
associated with a member of a Hunt Group and is called a member DN.

Consult your customer service representative to determine your Hunt
Group number range.

Note: Only athreedigit DN Iength works with Hunt Groups.
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© © N o 0 &

10.

11.

Place the programming overlay on a T7316, M7310 or M7324
telephone.

Press BJE) (CONFIG). The display

showsPassward:.

Press 6]4]6) (ADMIN). Thedisplay shows

Terminals&Sets.

Press until the display showsSwstem Frarning.
Press (show ]. The display showsHunt. grourFs.

Press (Show ]. The display shows Shaw arour.

Enter the Hunt Group number you want to program (1-6).
Press . The display showsHMembet DHs:.

Press . The display shows the members for that group.

PressACC to add amember or pressREMALE to remove a member from
the group.

Press (=] to exit or to continue programming.

Moving members of a group

Member order within a Hunt Group is important. The member order
determines how acall is routed through a Hunt Group.

1.

© © N o 0 &

Place the programming overlay on a T7316, M7310 or M7324
telephone.

Press 6J@) (CONFIG). The display

showsPassward:.

Press 6]4]6) (ADMIN). Thedisplay shows

Terminals&Sets,

Press until the display showsSwstem Frarning.
Press (show ]. The display showsHunt. grourFs.

Press (Show ]. The display shows Shaw arour.

Enter the Hunt Group number you want to program (1-6).

Press . The display showsHMembet DHs:.

Press . The display shows the members for that group.

P0941543 01

Compact ICS 4.2 System Coordinator Guide



150 / Programming Hunt Groups

10.

11.
12.

PressMALE to move an existing member to another place within the
Hunt Group. The display shows the member number followed by an
arrow.

Enter the new position number for the extension.

Press (=] to exit or to continue programming.

Assigning or unassigning lines to a group

Configure the prime set for a Hunt Group’ s line to None to avoid delayed
ring transfer of external Hunt Group calls to the prime set before the Hunt
Group can receive the call.

A line can be assigned to only one group.

1.

© © N o 0 &

11.

12.

13.

Place the programming overlay on a T7316, M7310 or M7324
telephone.

Press 6JE) (CONFIG). The display

showsPassuward:.

Press 6]4]6) (ADMIN). Thedisplay shows

Terminals&Sets.

Press until the display showsSwstem Frarming.
Press (Show ]. The display showsHunt. 9rourFs.

Press . The display shows Show grour.

Enter the Hunt Group number you want to program (1-6).
Press . The display showsHMembet DMz,

Press Next  ]. Thedisplay showsLine azsignment..
Press . The display showsShow like:.

Enter the line number you want to program and pressSCAH to go to the
first line assigned to this group, or pressLIST to go to the first linein
the system.

Press CHAMGE to program the line asUnas=igned or Assidned.
*HGrn* means the line is assigned to another Hunt Group.

Press (=] to exit or to continue programming.
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Setting the distribution mode

There are three modes of call distribution:

Broadcast—rings each set in the group simultaneously. Calls are
handled one at atime; other calls are queued. Assoon asacall is
picked up, the call next in the queue is presented to the Hunt Group
without having to wait for queue time-out.

In Broadcast mode, asingle incoming call rings simultaneously at all
the setsin agroup. Thisway, al receptionistsin the group can share
the load of answering large volumes of calls. All sets automatically
display the calling line identification (CLID), if available. A familiar
example is afund-raising campaign where a group of operators are
waiting to take each call asit comesin.

Sequential—starts the call at thefirst set in the Hunt Group and
distribution is complete when the first free set has been found.
Simultaneous calls can be presented. Distribution is order based.

In Sequential mode, you can program your top salesperson to be the
first member of the group to receive incoming calls.

Rotary—the call starts at the set after the one which answered the last
call. Distribution is complete when the next free set has been found.
Simultaneous calls can be presented. Distribution is order based.

In Rotary mode, you can ensure that al your helpline people are
receiving calls on an equal basis, rather than one person receiving the
majority of calls. The call rings at one set at atimein around robin
fashion.

If a Hunt Group has available members but nobody answers the call, the

call isrouted through the Hunt Group list until either someone answersthe
call or the queue time-out occurs. In the latter case, the call isrouted to the
overflow position. Once a call goesto the overflow positionitisno longer

aHunt Group call.

1. Placethe programming overlay on a T7316, M7310 or M7324
telephone.

2. Press 6] (CONFIG). The display
showsFazswaord:.

3. Pres 6]4]6) (ADMIN). Thedisplay shows

Terminals&Sets.
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© © N o 0 &

Press until the display showsSwstem Frarming.
Press (Show ]. Thedisplay showsHunt. Srours.

Press . The display shows Show grour.

Enter the Hunt Group number you want to program (1-6).
Press . The display showsHMembet DMz,

Press until the display showsHMade.

10. PressCHAMGE to set the mode: Seauent.ial, Rotary, Broadoast.
11. Press (=] to exit or to continue programming.

Setting the hunt delay

This setting allows you to program the number of ringsthe system permits
at aHunt Group set before moving on to the next set in the Hunt Group.

1.

© © N o 0 &

Place the programming overlay on a T7316, M7310 or M7324
telephone.

Press 6J@) (CONFIG). The display

showsPassuward:.

Press 6]4]6) (ADMIN). Thedisplay shows

Terminals&Sets.

Press until the display showsSwstem Frarming.
Press (show ]. The display showsHunt. 9rourFs.

Press . The display shows Show grour.

Enter the Hunt Group number you want to program (1-6).
Press . The display showsHMembet DMz,

Press until the display showsHurt. delay.

10. PressCHAMGE to select the setting: 1, 2,3, 4, 5,6, 7,8, 9, 18.
11. Press (=] to exit or to continue programming.
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Programming busy line setting

A Hunt Group is considered busy if one of two scenarios exists:

all of its members are being presented an incoming Hunt Group call

all of its members are active on a Hunt Group call

There are three routing options if all members are busy:

© © N o 0 &

10.
11.

BusyTone—the caller gets a busy tone
Overflow—the call is routed to an overflow position

Queue—the call staysin the system for a period of time. Within this
period of time, the call is presented to a member if one becomes
available. When the time-out occurs, the call is presented to an
overflow position.

Place the programming overlay on a T7316, M7310 or M7324
telephone.

Press 6J@) (CONFIG). The display

showsPassward:.

Press 6]4]6) (ADMIN). Thedisplay shows

Terminals&Sets.

Press until the display showsSwstem Frarning.
Press (show ]. The display showsHunt. grourFs.

Press (Show ]. The display shows Shaw arour.

Enter the Hunt Group number you want to program (1-6).
Press . The display showsHMembet DHs:.

Press until the display shows If buzd:.

Press CHAMGE to set the mode: BusaTare, Overflow, Buele.

Press (=) to exit or to continue programming.
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Programming the queue time-out

This setting allows you to program the number of secondsacall remainsin
the Hunt Group queue before it is routed to the overflow position.

1. Placethe programming overlay on a T7316, M7310 or M7324

telephone.

2. Press 6le) (CONFIG). The display
showsPassuward:.

3. Pres 6]4]6) (ADMIN). Thedisplay shows
Terminals&Sets.

Press until the display showsSwstem Frarming.

Press (show ]. The display showsHunt. 9rourFs.

Press . The display shows Show grour.

Enter the Hunt Group number you want to program (1-6).

Press . The display showsHMembet DMz,

Press until the display shows i Timeout.:.

10. PressCHAMGE to set the queue time-out: 15, 38, 45, 58, 126, 188,

11. Press (=] toexit or to continue programming.

© © N o 0 &

Programming the overflow set

This setting allows you to program the overflow set to which the Hunt
Group callsareto berouted. Unlessthe overflow position isaHunt Group
set, the call ceasesto be a Hunt Group call. If the overflow set isaHunt
Group set, the call istreated as anew call and goes to the bottom of the
queue.

The overflow set can be aset DN number associated with avoice mailbox.

1. Placethe programming overlay on a T7316, M7310 or M7324

telephone.

2. Press 6lE) (CONFIG). The display
showsPassuward:.

3. Pres 6]4]6) (ADMIN). Thedisplay shows
Terminals&Sets.
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© © N o 0 &

10.
11.
12.
13.

Press until the display showsSwstem Frarning.
Press (Show ]. The display showsHunt. grourFs.

Press (Show ]. The display shows Shaw arour.

Enter the Hunt Group number you want to program (1-6).
Press . The display showsHMembet DHs:.

Press Next ]. The display showsOwerflaow:.

Press (show ]. The display shows Owerf 1o HGH.

Press CHAMGE to change the overflow position.

Enter the new overflow position.

Press (=] to exit or to continue programming.

Setting the name

This setting allows you to program the Hunt Group name, such as
SERVICE or SALES. The name can be up to seven charactersin length.

1.

© © N o g &

10.
11
12.
13.

Place the programming overlay on a T7316, M7310 or M7324
telephone.

Press 6J6]J (CONFIG). The display

showsFassuword:,
Press 6]4]6]) (ADMIN). Thedisplay shows

Terminals&Sets.

Press until the display showsS=stem Frarming.
Press [Show ]. The display showsHunt. grours.

Press (Show ]. The display shows Shaw arour.

Enter the Hunt Group number you want to program (1-6).
Press . The display showsHembet M=

Press . The display showsHame:.

Press CHAMGE.

Using the dialpad, enter the name of the Hunt Group.
Press to store the name.

Press (=] to exit or to continue programming.
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This section describes the Hospitality Services feature which is used to
administer room and alarm servicesin small to medium-sized facilities
such as hostels, motels, or hospitals.

There are three types of sets that make up this type of system:

Common set—thistel ephone can be found in the lobby, office, or common
area, and is not associated with aroom. This type of set cannot access all
of the features.

Room set—this telephone resides in a specific room and can be used by
both guests and cleaning staff to set alarms or indicate room condition. Up
to five sets can be assigned to the same room number, such asfor fax lines,
internet dial-up, etc.

Administration set—this tel ephone must be atwo-line display set andis
usually configured with apassword to allow secure administration of room
occupancy and condition services and alarm services.

Hospitality passwords

There are two passwords within the hospitality feature. One provides
secure access to the administration set, and one provides secure accessto a
room condition setting from each room set for housekeeping staff.

Desk pswd

Change this password frequently, to maintain security.

1. Placetheappropriate programming overlay onthe set you are using to
do programming.

2. Press 6] (CONFIG). The display shows

Fassword:,

3. Pres 6]4]6]) (ADMIN). The display shows

Terminals&Sets,

4, Press until the display showsHozritality.
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© © N o O

Press [Show ].
Dezk Pswd:4677 displays.

Press CHAMGE.
Hew Fzwd: displays

Enter a new password, then press ok.

Cond pswd

Change this password frequently, to maintain security.

1.

© © N o g &

10.

Place the appropriate programming overlay on the set you are using to
do programming.

Press 6] (CONFIG). The display shows

Fassword:,

Press 6] 4] 6] (ADMIN). The display shows

Terminals&Sets.
Press until the display showsHozritality.
Press [Show __].

Press
Cond Pswd:Hone displays.

Press CHAMGE.
Hew Fzwd: displays

Enter a new password, then press ok..

Room/desk information

There are two aspects to programming room information.

First you must program specific DNsto a specific room and set up the
room occupancy filters, which determine what types of calls can be
made from aroom set at various states of occupancy.

Note: Y ou can assign up to five DNsto the same room number.

Then you need to administer the room occupancy and state of the
room.
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Programming room information

Use this setting to assign set DNsto a specific room.

1. Placetheappropriate programming overlay onthe set you are using to
do programming.

2. Press 6] (CONFIG). The display shows
Faszword:.

3. Pres 6][4]6]) (ADMIN). The display shows
Terminals&Sets.

4, Press until the display showsHozritality,

5. At the Hospitality heading, press until Room-deszk infa
displays.

6. Press(Show  |.Show set:disrlags.

7. Enter aroom set number or pressLIST and press until you
find the DN of the set you want to assign to aroom.

8. Press(Show  ].FRoom #:HMHone displays.

9. PressCHAMGE and enter the room number, then pressik to accept the
change.

10. Repeat step 6 for all the sets you want to assign.

11. Press Next  |.Adm Fud read:Y displays

12. PressCHAMGE and choose* or H, depending on your security
requirements.

Call restrns

You can set up call restrictions based on room occupancy states. This
setting affects the Room occupancy feature.

1.

Place the appropriate programming overlay on the set you are using to
do programming.

Press 6]6] (CONFIG). The display shows

Fassword:,

Press 6][4]6) (ADMIN). The display shows

Terminals&Sets.

Compact ICS 4.2 System Coordinator Guide P0941543 01



Using the Hospitality features / 159

8.

Press until the display showsHozritality.

At the Hospitality heading, press until Call restrns
displays.
Press [Show  ].Uacant:8@ displays.

Press CHAMGE and enter the filter that defines the restrictions for your
hospitality system.

The Restriction Filters section in the Modular ICS 5.0 Installer Guide
describes how to set up filters.

Repeat steps 2 and 3 for the other room occupancy states.

The table below shows an example of acall restrictions setup.

Room

Occupancy Filter Description

Vacant 11 no calls allowed except 911

Basic 11 no calls allowed except 911 and infernal
extensions

Mid 12 no calls allowed except 911, 1800, 188
and infernal extensions

Full 13 no call restrictions

Service times

Y ou can set the time when occupied rooms change from Service done to
Service required. This setting affects the Room condition feature.

1. Placetheappropriate programming overlay onthe set you are using to
do programming.

2. Press(e]JX][*])2]6])6]B][4] 4] (CONFIG). Thedisplay shows
Faz=ward:.

3. Press]3)6]4]6]) (ADMIN). The display shows
Terminals&Sets.

4. Press until the display showsHozritality.
At the Hospitality heading, press until Service time
displays.

6. Press(Show  ].Hour: 8@ displays.
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7.

Press CHAMGE and enter the hour (00 to 23).

If the number islessthan 13, the display showsAM. Press CHAMGE to select
PM, if required. Press Ok to accept.

8.
9.

Press (Show  |.Minutes: 8@ displays.
Press CHAMGE and enter the minutes (00 to 59).

Using the room/set programming

This section describes how the room occupancy and room condition
settings are used.

Setting dialing filters by room state

1.

© o A~ W DN

8.

Press o]

Enter the Desk admin password if you are prompted for a password.
The set displays: Oc af rr#::

Enter the room number and pressck..

The set displays rrit+acant.

Press the CHAMGE display key and select the required status for the
room set.

To program other rooms, press the FIMD or HEXT display key and
return to step 3.

Press (=] to exit.

Note: Setting the room state to VVacant cancels any outstanding alarms.

Setting the room condition

Y ou can use this feature on aroom set or administration set to:

set the room state to service done (Srwc done)
set the room state to Needs service (Heeds =rwc)

guery the state of the room
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Using the room set

1.

3.

Press (e8] 7] [6] onadigital set
or link  J[(¥]B][7] 6] onananaog set.

At the prompt, set the status of the room.

Note: Y ou may be required to enter a Room condition password.
Press [1 ] toindicate Set. to =rw done.

Press 2] toindicate Set. Lo needs s,

The set displays the selected prompt.

Press (&) to exit.

Using the admin set

1.
2.

5.

Press(e]8]([7]B].

Enter the Desk admin password if you are prompted for a password.
The set displays: Cd af rmit:

Enter the room number and press k.
The set displaysrrittillacant.

To update the condition, pressCHAHGE and select the required status.
To query the condition of other rooms, presstheF IMD or MEXT displays
keys.

Press (=] to exit.

Programming the alarm feature

If you want to allow the room setsto program wake-up alarms, there are a
couple of program settings that need to be entered.

1.

Place the appropriate programming overlay on the set you are using to
do programming.

Press 6] (CONFIG). The display shows

Fassword:,

Press 6]4]6]) (ADMIN). The display shows

Terminals&Sets,

Press until the display showsHozritality.
At the Hospitality heading, press until Alarm displays.
Press (Show . Attn attemetz:3 displays.
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7. PressCHAMGE until you find the number you want (1-5).

8. PressNext  ].Rettw intrwlid displays.
9. PressCHAMGE until you find the number you want (2, 4, 6, or 8).

10. Press [Next  J.Attn duration: 15 displays.

11. PressCHAMGE until you find the number of seconds you want (10, 15,
20, 30, 40, 50).

12. Press Next  ].Time formatil2 ke displays.

13. PressCHAMGE to choose either 12kt or Zdhir-.

14. Press Next  ].Exrired alarms displays.
15. Press ([Show  ].HMotify setiMone displays.
16. PressCHAMGE to enter aset DN to be notified.
17. Press Next  ].Use tone: H displays.

18. PressCHAMGE to choose either ¥ (yes) or M (no).

19. Press (=) to exit or to continue programming.
Using the Administration set to control alarms

Only aHospitality Services set can use this alarm administration feature.
Thisfeatureis also associated with aroom number, and cannot be used on
common Sets.

Use this feature to:

e query acurrent or last alarm time set for aroom
e assign analarm time for any room
» change an alarm time for any room

» cancel an pending alarm for any room

To program the alarm, follow these steps:

1. Pres(e)B)7] 7).

2. Enter the Desk admin password if you are prompted for a password.
The set displays: al af rm#:

3. Enter the room number.
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4.

5.

PressUIEW. The set displaysAlrm: 87 :@8am OFF:.

If the alarm time is correct, press the OH-0FF display key.

If you want to change the time, enter a new four-digit alarm time.

If the clock uses a 24-hour format, enter an hour between 00 and 23,
and minutes between 00 and 59. The set displays: Alarm OH hkizmm
If the clock uses a 12-hour format, enter the time, then when the set
displays: hhimm AM or PM?, pressAd or PM. The set displays: Alatm OH
ki,

Press (=] to exit.

Using the alarm

To set analarm on a digital telephone;

1.
2.

Press [5]. The displays showsAlrm:@7 @8 OFF

Do one of the following:

If thealarmis correct, pressoM-0FF.The set displays: Alrm:87 :88am
OH. PressOHE to exit.

If you need to change the alarm time, pressCHG. The set displays:
Enter time:

To enter anew time, do one of the following:

If the clock uses a 24-hour format, enter an hour between 00 and 23,
and minutes between 00 and 59. The set displays. Alatm OH hkzmm
If the clock uses a 12-hour format, enter the time, then when the set
displays: hhimm AM or PM?, pressAr or PM. The set displays: Alatm OH
ki e,

To set an alarm on an analog set:

1.
2.

Press [Link ] *]B][7](5]. A tone sounds.

Enter afour-digit alarm time:

If the clock uses a 24-hour format, enter an hour between 00 and 23,
and minutes between 00 and 59. A tone sounds.

If the clock uses a 12-hour format, enter the time, then press [¥] to
select am or [# ] to select pm. A tone sounds.

To enter anew time, repeat the above steps and enter a new time. This
overwrites the existing entry.
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Canceling an alarm

Canceling the alarm time for any set cancelsthe alarm time for all the sets
in the same room.

Digital set: Press (e ) [#] 8] 7] 5].
Analog set: Press [ink ] [#]B][7] (6]

Turning off an alarm

When the alarm rings, the user can release the ring by doing one of the
following, depending on the type of set in the room:

Digital set: Press any button except (~=].

Analog set: Lift and replace the handset.

(~=~] actslike a snooze alarm and will temporarily disable the alarm for a
programmed period. Refer to ** Servicetimes'’ on page 159.

If the user is on a call when the alarm sounds, they can press any button
except , which would release the call instead.
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Installing Business Series Terminals

If you are connecting a Business Series Terminal for thefirst time, refer to
the following illustrations as a guide.

Installing the Business Series Terminal connections
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Mounting a Business Series Terminal on the wall

Installing without the angled base

CA=npunnnn

Installing with the angled base

. CTTTERPPPITTY
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Installing Norstar telephones

If you are connecting a Norstar telephone for the first time, refer to the
illustrations below and use as a guideline.

Installing a Norstar telephone

Connect fo jack
wired from
distribution block

Connect to
receiver
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Mounting a Norstar telephone on the wall
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Naming a telephone or a line

Y ou can assign namesto identify external lines, target lines, and tel ephones
assigned to specific people. During a call, the name (if programmed) is
shown on the telephone display instead of the external line number or
internal telephone number of the caller. Step-by-step instructions for
adding or changing the name of atelephone or alinearein *‘ Changing the
name of atelephone’’ on page 31.

Telephone names and line names can contain both | etters and numbers, but
cannot be longer than seven characters. Y ou cannot use the # and *
symbols.

Tip = You can give the same name fo two or more
telephones, or fto a telephone and a line in your system. To
avoid confusion, avoid such duplication. Use initials,
abbreviations, or even nicknames fo give each felephone a
unique name.

If automatic telephone relocation is turned on, the name and
internal number of a telephone are saved if the telephone is
moved within your system.

Moving telephones

If automatic telephone relocation is enabled in programming by your
installer or customer service representative, you can move your telephone
from one Norstar jack to another without losing any of its custom
programming.
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Stopping calls from ringing at your telephone using Do Not Disturb (DND)
Press to stop calls from ringing at your telephone.

Only priority callsring at your telephone. A line button flashes when you
receive acall, but the call does not ring.

Refusing to answer a call

While you are on acall, you can refuse to answer a second call (including
apriority cal).

Press while your telephone isringing.
Canceling Do Not Disturb

Press(e]J#)8](5].

Displays

Allow calls Your telephone receives calls normally.

Using Do Not Disturb

Once you turn Do Not Disturb on, cals are forwarded to the prime
telephone only if there is no other telephone on which the line appears. If
there is another telephone that shares the same line, the call may be
answered by that person. (The Delayed Ring Transfer feature transfers all
unanswered calls to the prime tel ephone after a specified time.)

Do Not Disturb preventsvoice callsfrom alerting at your telephone. Voice
calls are presented as normal intercom calls.

Tip = Norstar sets that are members of a Hunt Group can
temporarily leave a Hunt Group by activating this feature. Hunt
Group calls arriving while a set is in Do Not Disturb mode are
routed fo the next member in the Hunt Group. For more
information on Hunt Groups see "Programming Hunt Groups”’
on page 147.
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Using Background Music
Listen to music through your telephone speaker by pressing 6].
Your installer or service representative makes this feature available

through programming. Y ou need to supply amusic source, such asaradio,
and have it attached to your ICS.

In accordance with U.S. copyright law, a license may
be required from the American Society of Composers,
Authors and Publishers or a similar organization if radio
or TV broadcasts are transmitted through the
Background Music feature of this telecommunication
system.

Nortel Networks hereby disclaims any liability arising
out of the failure fo obtain such a license.

Turning Background Music off

The music stops automatically if you make or answer acall or if you press

Cel#]BJe].

Using the device attached to the internal
analog terminal adapter

Theinternal analog terminal adapter (I-ATA) connects a standard analog
voice device to your Compact ICS. These include such devicesasingle-
line telephone or a data communication device, such as a modem or fax
machine. Unlike an external adapter, thel-ATA only supportsadevicethat
islocated on the same premises as your ICS.

You activate al of the features available from the I-ATA by pressing
on your telephone and entering afeature or access code. On
some telephones, you use FLASH instead of [Link .

If your telephone or device does not have , you must use the
Hook Switch (located under the handset) to enter feature codes. Press the
Hook Switch for approximately half a second, then enter the rest of the
code.
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To make an external call using the device attached to the [-ATA, you must
access an external line. To access an external line, lift the handset and enter
the external access code. The external access code is 9 or the number

programmed by your installer or customer service representative.

The feature codes for the I-ATA the telephone use (¥] and #]. If your
telephone does not have [*¥], press [ ] instead. If your telephone does not

have [# ], press 3] instead.

To makean external call, lift the handset and enter the external access code
followed by the external telephone number. In most cases, the externa

access code is 9.

Alternate line

Call Forward

Call Park

Call Pickup -
directed

Call Pick-up -
group

Allows you to switch between using your two intercom
paths. When a path is in use, you hear an error fone
informing you that the path is already in use.

Cancel
Directs your calls to another telephone connected to your
Norstar system. Enfer the feature code followed by the
internal number of the telephone fo receive the forwarded
calls. Call Forward cannot be used with a telephone that is
not connected to your Norstar system.

Parks the call on hold. The call can be refrieved from any
other telephone within the system. After an external call is
parked, and is not answered within a specified time, the
call retumns to the FATA. An unanswered intercom call does
not refurn fo the FATA

The FATA can only park calls on X09. X'is 1, or the number
assigned by your installer or customer service representative
as the call park code. You hear an error fone if you attempt
to park a second call.

€] <plus the ringing number>
Allows you to answer a ringing telephone within your
Norstar system.

Allows you to answer a ringing telephone within your
Norstar system.
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Call Queuing

Campron

Class of
Service
password

Conference

o]

Allows you to answer the first incoming external call to your
telephone, while you are on a call. All other incoming
callers hear a busy signal unless there is another telephone
programmed fo ring for the call.

@] <plus infernal number>

Allows you to reroute an external call to another Norstar
system telephone.

6] B] <plus a COS password>

Allows you to override restrictions on the telephone or line
using a Class of Service password before you enter the
restricted number.

Allows you to establish a three-way conference between
you, one external caller and one intercom caller. To
esfablish a conference call:

¢ Make or answer the first call.

e Enter (2]. This automatically puts the
first caller on hold.

¢ Make or answer the second call. If the second
caller is busy, replace the handset and enter
to return to the first caller.

e Enter to complete the conference

call.

Conference Hold

Allows you to put the two conferenced callers on hold. The
held callers remain conferenced. To put the conference on

hold:
e Enter to put the two conferenced
callers on hold.
e Enter to restore the three-way call.

Split Conference

Allows you fo altfernate between two parties in a three-way
conference call. To consult with one caller and put the other
caller on hold:

e Enter to split the conference.
e Enter to alternate between calls.

e Enter to restore the three-way
call.
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Hold

Hold

(continued)

Last Number
Redial

Link

Line pools

Messages

Disconnecting One Party
Allows you to disconnect one party in a three-way
conference call. To disconnect a party:

e Enter to put one caller on hold.
You are connected with the other call.

* Replace the handset.

¢ Lift the handset and enter 2]. You are
connected with the caller on hold.

Allows you to put an active call on hold and allows it to be
picked up from other telephones. When Tones are turned
on, a held call reminder tone is heard on external calls only.

Refrieve a call on Hold.

Enter eJ.

Exclusive Hold

o]

Allows you fo put an active call on hold and prevents it from
being picked up from other telephones. VWhen Tones are
turned on, a held call reminder tone is heard on external

calls only.

Automatically dials the last external telephone number you

dialed.

Generates a link signal to access non-Norstar features
available from other systems or carriers.

A line pool allows several telephones to access a group of
lines used for outgoing calls. To access a line pool:

¢ Enter the line pool access code.

OR
e Enter 6] 4] <plus the line pool
code>.
Cancel

Generates a longer Link signal.Use this feature when you
want fo release a call from your line but refain the use of the
line for another call.
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Page 6] 0] <plus code 1-3> <plus zone 0-6>
Allows you to make an announcement to all Norstar
telephones programmed fo receive a page, as well as any
other connected paging equipment. You must enfer a
paging zone. See "Paging” on page 111 for more
information.

Page (Infercom)

6] 0] <plus zone code>
Page (External)

6]

Page (Intercom and External)

€] @] <plus zone code>

Pause
Cenerates a 1.5 second delay in the sequence of numbers
you are entering (for Tone or Pulse dialing).

Priority Call BJe]J
Allows you to interrupt an internal call in progress on a
Norstar telephone using Voice Call Deny or Do Not Disturb.
The calls af the telephone you are calling are automatically
put on hold.

Telephones must be programmed to use Priority Call. See
"Priority Call'” on page 66 for more information.

Privacy
Prevents another felephone that shares your line from joining
your current call, or permits another felephone that shares
your line to join the call.

Ring Again Cancel
Allows you to queue a call to another Norstar telephone
that is busy or is not answered, or to a busy line in a line
pool. You can only use Ring Again on calls placed on an
intercom line. When the telephone is available, you are
alerted with one short ring from your telephone.
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Reply to a Ring Again signal
To connect with a Ring Again request when you are on a
call for your telephone is offhook|:

e Enter [2]. This automatically places
your call on hold.

¢ To return to the caller on hold, enter
2J.
To connect with a ring again request when your felephone
is on-hook:
¢ Lift the handset. The Ring Again number is
automatically redialed.
If you do not respond to the Ring Again signal within 30
seconds, Ring Again is canceled.

Saved 6)

Number Redial ~ Allows you to save an external number while you are on @
call or while the called telephone is ringing. To
automatically redial the saved number:

* Enter BJ7J.
System Speed @] <plus the speed dial code>

Dial Allows you to use a speed dial code to quickly dial
preprogrammed telephone numbers. See “Using Speed
Dial” on page 86 for more information.

You cannot program personal speed dial numbers for the
telephone connected fo the FATA.

Timed Release
Generates a longer Link signal. Use this feature when you
want to release a call from your line but refain the use of the
line for another call.

Transfer Allows you fo transfer a call. To transfer a call you must have
an available intercom line.
* Enter o].
¢ Enter the transfer destination number.
* Replace the handset.

To Transfer using Conference

Enter 2].

Make the second call.

Enter BJ.
Replace the handset.

Trunk Answer ©][]

Allows you to pick up a ringing external call on a line for
which Ringing Service is turned on.
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Voice Call 6] 6] <plus the intercom number>

Allows you to make a voice announcement or begin o
conversation through the speaker of a Norstar telephone
without making the telephone ring.

Using a data communication device with the I-
ATA

Theinternal analog terminal adapter (I-ATA) can connect a data
communication device such as afax machine, modem or answering
machine to the Compact ICS. In some cases, these devices require
additional programming to work properly.

Turning off tones that can interfere with data
transmissions

Thetonesused for Held Line Reminder, Call Waiting, and Ring Again can
disrupt the operation of a device or the transmission of data. Lift the
handset and enter (0] @] to turn these tones off for the
device. Enter (0] @] to turn the tones back on.

Programming answering machines or modems to
answer calls automatically

The device connected to the Compact ICS using the I-ATA canring for an
external line, or be set up to ring when Ringing Service (Night Service) is
turned on. Contact your installer or customer servicerepresentativeto have
these features programmed for your system.

Using the I-ATA with modems and fax machines

The I-ATA isdesigned to be compatible with commercial fax and and
modem equipment. The Compact |CS has been shown to support data
transmission rates of up to and including 28.8 kilobits per second (Kbps).

The maximum data transmission rate is subject to the quality of the end-to-
end channel and cannot be guaranteed.
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Troubleshooting for the device attached to the I-ATA

Check the following before you call arepair person:

e Check to see that the data parameters (for example, Parity or Baud
Rate) are set correctly.

e Ensurethat tones are turned off for the I-ATA using

Link  JEJBILRIEI.

e Make sureyou are dialling out on an intercom or external line. Use
to choose an alternate line. Contact your installer or
customer service representative to change the prime line for the
telephone or device.

e Substituteasingle-linetelephonefor your datacommunication device.
If you receive adial tone on the single-line telephone, the problem
might be with the data communication device.
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Integrated Services Digital Network (ISDN) technology provides afast,
accurate and reliable means of sending and receiving data, image text and
voice information through the telephone system.

By using Basic Rate Interface (BRI), your ISDN service allows for faster
transmission speeds and the addition of a variety of powerful business
applications, including remote LAN access, videoconferencing, file
transfer and Internet access.

Your installer configures your ISDN services and terminal equipment.

ISDN BRI

Compact ICS supports the following ISDN services:
e incoming cals

e outgoing calls

e Cdling Line Identification Presentation

e Sub-addressing

*  bearer capabilities

* teleservices

The Call Forward All Calls feature can be used from ISDN terminals
connected to Compact Plus.

Note: Norstar setscan accept voice callsonly. Video and data calls do not
alert at a Norstar set.

Although an ISDN S-loop or LT-loop can support up to eight devices, the
loop has alimit of two B-channels. If both B-channels are in use, other
devices on that loop cannot make or receive calls until a B-channel is
available, or until both B-channels are available in the case of avideo
terminal. Thus, the number of terminalsinstalled must take into account
whether you require dedicated access for the terminals on that loop.
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Note: Norstar set features, other than Transfer and Call Forward All Calls,
arenot availableto ISDN terminals. In addition, you cannot retrieve
aparked call, or reach a Direct-Dial set by using the Direct-Dial
digit from an ISDN terminal.

Line access from an ISDN terminal

ISDN terminals do not have line keys or intercom keys as do Norstar
telephones. To make an outgoing call from an ISDN terminal, access an
external line by entering aline pool code or by using the ARS feature.

ISDN BRI features

Selected ISDN network features can be used from a Norstar tel ephone.
Y our central office switch (ISDN network) determines which features are
available to you.

Network Name Display for BRI

Your Norstar system displays the name of an incoming call whenitis
available from the service provider. Name information can be displayed on
aNorstar set but not on an ISDN terminal. If the Calling Party Name has
the status of private it may be displayed as Private name. If the Calling
Party Name is unavailable it may be displayed as Unknown name.

Your Norstar system displays the name of the called party on an outgoing
call, whenit is provided by your service provider.

Your Norstar system sends the Business Name concatenated with the set
name on an outgoing call but only after the Business Name has been
programmed.

The available features include:

e Receiving Connected Name
* Receiving Calling Name

* Receiving Redirected Name
e Sending Connected Name

e Sending Calling Party Name
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Consult your customer service representative to determine whether or not
this feature is compatible with your service provider.

Name and number blocking for BRI

When activated, (@] allowsyou to block the outgoing name
and/or number on a per-call basis. Name and number blocking can be used
with aNorstar set but not with an ISDN terminal.

Consult your customer service representative to determine whether or not
this feature is compatible with your service provider.

Service provider features

Consult your customer servicerepresentativeto determineif the new ISDN
features are supported with your service provider.

Call Forward

Call Forward allows you to forward your callsto an external telephone
number.

1.

Select an ISDN line by selecting aline button, aline pool, or the
Handsfree button, or by lifting the handset (if an ISDN lineisyour
primeline).

Consult your service provider for the appropriate feature code to enter
on your dialpad. Listen for three tones followed by dial tone.

Enter the internal number of the telephone to which you want your
callsforwarded. If the call isanswered, stay onthelinefor at least five
seconds to activate the Call Forward feature.

Canceling Call Forward

1.

Select an ISDN line by selecting aline button, aline pool, or the
Handsfree button, or by lifting the handset (if an ISDN lineisyour
primeline).

Consult your service provider for the appropriate feature code to enter
on your diapad. Listen for a series of tones.

Press (=].
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Calling the number your calls are forwarded to

1. Select an ISDN line by selecting aline button, aline pool, or the
Handsfree button, or by lifting the handset (if an I1SDN lineisyour
primeline).

2. Consult your service provider for the appropriate feature code to enter
on your dialpad.

Automatic Call Back

If you call anumber that is busy, enter the feature code designated by your
service provider to receive adistinctive ring at your set when the line
becomes available for calls.

Automatic Recall

Automatic Recall allows you to automatically dial the number of the last
call you received. Y ou may not see the number on the display if the
information isnot available from your service provider, or you do not have
Caller ID as part of your ISDN service.

Consult your service provider for the appropriate feature code to enter on
your dialpad.

ISDN BRI terminals

Y our Compact | CS supports up to 8 Basic Rate Access loops (four 2B+D
channels) that can be used for fully digital connectionsto ISDN networks
and devices. Loops are connections between the ICS and devices or
between the ICS and the network.

Each loop provides two separate B-channels that can be used to make two
simultaneous voice or data calls, or one data call and one voice call.

ISDN applications

ISDN terminal equipment delivers awide range of powerful business
applications:
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Videoconferencing and video telephony

Videoconferencing offersinstant visual and audio contact between distant
parties using either studio-based or desktop ISDN terminals.

Desktop conferencing

ISDN allows computer usersin distant locations to share and edit any
image, data or text file on their own computer screens while they discuss
the information.

File transfer

The ISDN network allows you to transfer files containing data, text,
images, data, or audio clips, faster and cheaper than with a conventional
modem.

Telecommuting

Convenient retrieval, processing and storage of filesis possible for the
employee working at home by using ISDN linesto give high-speed access
to information resources at the office.

Group 4 fax

ISDN fax applications save money by increasing both transmission speed
and the quality of resolution.

Remote LAN access

ISDN provides an affordable and fast means for employees at remote sites
(at home or branch offices) to access local area networks (LANS).

Leased line backup

Essential backup for leased lines can be provided using ISDN asrequired,
rather than duplicating costly permanent leased lines.
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LAN to LAN bridging

Local area network (LAN) bridge/routers allow flexible interconnection
between LANs using I SDN, with charges only incurred when information
isactually transmitted.

Internet and database access

Thefast call set up and high bandwidth of ISDN are ideal for accessing
information services such as the Internet and databases.
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Using alternate or scheduled services

There are three types of Servicesto make your Norstar system handle calls
differently on different days and at different times of the day: Ringing
service, Restriction service and Routing service.

Each of the three services, and the six schedules available to each service,
are customized for you by your installer or customer service representative.
They program which telephone is used to turn Services on and off, and
display what Servicesarein use. Thisis called the control telephone.

Preventing certain calls from being made

Restriction service prevents a user from making certain kinds of callsfrom
atelephone or from lines that are available at the telephone. The
restrictions are programmed by your installer or customer service
representative.

Making additional telephones ring

Ringing service makes additional telephones ring for incoming calls on
external lines. For instance, all incoming external callscanring at a
security guard’ s telephone during the night, or calls to one attendant can
ring at another attendant’ s telephone during lunch. It does not suppress
your normal ringing assignment.

Changing the lines used by outgoing calls

Routing service allows you to assign alternate routes to calls. In this way
you can take advantage of lower costs available on particular routes on
certain days and at certain times. Both the regular and alternate routes are
programmed by your installer or customer service representative.
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Turning Services on and off

The master control for how different services and their schedules are used
by your system isin programming. There are three settings: Manual,
Automatic and Off.

e Manual alowsyou to turn the service on and off at any time from a
control telephone using a feature code.

« Automatic allows you to use the preassigned stop and start time for a
service. Y ou are able to start and stop the service by entering the
appropriate feature code at a control telephone. If you select this
setting, you use the start and stop times programmed by your installer
or customer service representative.

»  Off preventsthe service from being activated.

Y ou need the programming template found at the front of this guide. See
‘* Getting started with Norstar’’ on page 13 for more information.

Press Ce J*][(*]2])[6JE] B[] M].
Press 6][4] 6] (the default System Coordinator password).
Press twice.

Press at Services.
Press until you see the Service you want to program.

oo o M W N B

Press (Show ] and [Next ] until you see the schedule you want
to program.

7. Press and use CHAMGE to select the setting that works best
for your office: Of f', Marwal or Automatic.

Each schedule can have its own configuration of a Service which works
independently of automatic start and stop times. For example, there may be
aversion of Restriction service called Night Schedul ethat preventsanyone
from making long distance calls. But calling it Night Schedule does not
mean it can only be used with a schedule. Y ou can turn the Night Schedule
for Restriction Service on or off as needed any time of the day or night. If
you decideto run aservice on aschedul e, the system usesthe start and stop
times used for that schedule.
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An example of how to turn on a Service manually

Y ou may have Ringing service (your night service) set up to run according
to the Night Schedule. Y ou may decide you want that ringing arrangement
to come into effect only when it isturned on and off manually.

Y ou need the programming template found at the front of this guide. See
‘* Getting started with Norstar’” on page 13 for more information.

1. Press(eJF) X)) 6)6)B] @A) [@).

2. Pres 6] 4] 6] (the default System Coordinator password).
3. Pres twice.

4, Press at Services. The display shows

Ringing Serwicek.

o

Press (Show __]. Thedisplay showsSched:Hightk,

Press and use CHAMGE to set the Service to Marual.

Night Schedulefor Ringing Service no longer followsthe schedul e but can
beturned on and off by using the feature code and selecting Night Ringing.
See ' Turning Services on and off using feature codes’ on page 187.

Turning Services on and off using feature codes

The master control for servicesisin programming. See‘‘ Turning Services
onand off’’ on page 186. Day-to-day use of Servicesiscontrolled using the
following feature codes.

Tumns on Ringing service. When used at the
directdial telephone, it activates the alternate
directdial telephone (extra-dial telephone.

Tumns off Ringing service.
Turns on Restriction service.
Turns off Restriction service.
Turns on Routing service.

Tums off Routing service.
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To turn a Service on

1.
2.

Enter the appropriate feature code from a control telephone.

For Restriction and Routing service you have to enter the System
Coordinator or Basic password.

PressHEXT to move through the schedules until the display showsthe
version of the service you want to be turned on.

Press Ok to select the setting, or press2UIT to exit the feature without
making any changes.

To turn a Service off

1.
2.

Enter the appropriate feature code from a control telephone.

For Restriction and Routing service you have to enter the System
Coordinator or Basic password.

Do not confuse activating Normal service with
canceling a Service.

Setting a Service to Normal is nof the same as
canceling a Service using a feature code. If you sef the
Service to Normal, the normal version of a Service
overrides any automatic schedule and remains in effect
until you manually cancel it. If you cancel the Service,
you refurn fo the automatic schedule.

Viewing the active Services from a two-line display
telephone

When a Serviceis active, the control telephone display showsSerwices

Or.
1.

PressLIST. Thedisplay showsthefirst active Service and the schedule
that isin use.

If there are several active Services, pressHEXT to see them all.

PressEXIT to exit the feature.
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Viewing the active Services from a one-line display

telephone

1. Press (0]. Thefirst active Service displays.
2. Press [#] to move through the active schedule.

3. Press (=] to exit.

Displays

<5ched: Restrn

EXIT MERT

25ched: Restr’n

BUIT Ok MEXT

<Sched: Rin3ding

EXIT MERT

25ched: Ringing

BUIT Ok MEXT

25ched> Rout.ing

EXIT MERT

25ched> Rout.ing

BUIT Ok MEXT

2Scheds until *

GUIT Ok HERT

Mo setwices OM

Seruices 0K
LIST

You are viewing the active Services. Press @] or
HEXT fo see the other active Services. Press (=] or
EXIT fo quit.

The name of the current Restriction service schedule
is displayed. Press or HEXT to see the other
Ringing service schedules. Press (=] or 0K fo select
the desired schedule.

You are viewing the active Services. Press #] or
HEXT to see the other active Services. Press (=] or
EXIT fo quit.

The name of the current Ringing service schedule is
displayed. Press f#) or HEXT to see the other Ringing
service schedules. Press (=) or OK to select the
desired schedule.

You are viewing the active Services. Press #] or
HEXT to see the other active Services. Press (=] or
EXIT fo quit.

The name of the current Routing service schedule is
displayed. Press [#) or HEXT to see the other Routing
service schedules. Press (i) or 0K to select the
desired schedule.

Press (=) or 0K fo select this schedule, [#] or HEXT
to see the next available schedule, or (=) or BUIT
fo exit. If you select this schedule, it is in effect until
the next automatic schedule takes effect.

You have entered the Show Services feature code
and there is no active Service.

There is a Service active in your system. Press (¥] or
LIST fo view the active Services.
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For other displays, see ""Common feature displays on page 213.

Servicesthat have been turned on automatically areindicated by an asterisk
(*) before the name on the display. Y ou can neither manually activate nor
cancel scheduled services, although you can override them by manually
turning on another schedule.

The control telephone can override Servicesthat are turned on and off
according to aschedul e at any time by entering a Servicesfeature code, and
selecting adifferent schedule. This override remainsin effect until it is
canceled. If you select a schedule with an asterisk (*), the next automatic
service schedule comes into effect at the programmed time.

Direct-dial callsto adirect-dial telephone ring at the extra-dial telephone
(the extra-dial telephoneisdesignated by your installer or customer service
representative) only when you enter the Ringing service feature code
(=D [i]) at that direct-dial telephone. Note that only the extra-dia
telephone is activated, not the actual Ringing service (unless that
direct-dial telephoneis a control telephone).

Tlp = Norstar provides six service schedules named Night,
lunch, Evening, Sched 4, Sched 5, and Sched 6. Your
installer or customer service representative can change these
names fo suit your business.

Using passwords

Y our passwords prevent unauthorized or unintentional changes to your
Norstar system. To keep your telephone service secure, distribute the
password only to selected personnel or make use of the basic password
described below. Record your password in a secure place and change it
periodically.

If you forget the administration or basic passwords, you cannot do any
programming. Call your customer service representative to assign a new
password.

The password is a one to six-digit number.
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The default System Coordinator passwordis [A] D] M) [ ] N], whichisthe
same as 6]1@)6].

One password cannot be a subset of another one. For example, you cannot
have 123 and 12345.

Using a Basic password

In addition to a System Coordinator password, there is a Basic password.
This allows you to delegate some of the duties of being a system
coordinator to someone €l se without allowing access to sensitive
programming.

The default Basic password is (][] or 2].
Y ou can enter the Basic password after the following feature codes:

. UJEJEJRJ (User Preferences)

. ] (to change the system time and
date)

. (turn System Answer on or off)

. (turn Custom Call Routing on or off)

Because the Basic password can be used to change the time, you should

giveit out with care and change it when necessary (for example, when an

employee leaves the company). If restrictions, routing or other services

operate on a schedule, changing the time can allow someone to bypass the
programming.

Changing passwords

Y ou need the programming template found at the front of this guide. See
‘* Getting started with Norstar’” on page 13 for more information.

1. Pres(e]JF)F]R]EIEIBIM]MA].

2. Pres 6]@] 6] (the default System Coordinator password).
3. Press four times.

4. Press at Paz=words.
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5. Press until you see Pragrming rswds k.
6. Press(Show  J.

7. Press until you see the name of the password you want to
change.
8. Use [Show , CHAMGE and the dialpad to enter the new password.

Press Ok to accept the new password.

Y ou cannot erase or eliminate the ability to program passwords.

Clearing a Call Log password

If an individual has forgotten their Call Log password, you can clear it in
programming. The individual can then enter a new password from his or
her telephone.

Y ou need the programming template found at the front of this guide. See
“* Getting started with Norstar’” on page 13 for more information.

Press (e J(](*]R2JEJEIBIM]IM].

Press 6][4] 6] (the default System Coordinator password).
Press four times.

Press at Fasswords.

Press until the display showsCall 1a9 Fzuwds.

Press and enter the internal telephone number of the
telephone where you want to clear the Call Log password.

7. Press , then pressCLE to clear the password.

o o A W N BB

Using special telephones
Direct-dial

Y ou can reach the direct-dial telephone by dialing asingle digit. The
direct-dial telephoneis usually in acentral location, such as a attendant's
desk. It is usually the prime tel ephone or the central answering position
(CAP).
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The direct-dial telephone can send up to 30 messages and can invoke
Servicesto activate the extra-dial telephone.

Y ou cannot forward callsto a direct-dial telephone that is outside your
Norstar system. See ‘* Making changesto Call Forward No Answer’’ on

page 33.

Note: ISDN terminals cannot use the Direct-Dial digit to reach a Direct-
Dial set.

Changing the direct-dial telephone assignments

Your installer or customer service representative sets up the direct-dial
telephone.

Y ou can change which direct-dial telephone atelephoneis assigned to, or
assign it no direct-dial telephone.

Y ou need the programming template found at the front of this guide. See
‘* Getting started with Norstar’” on page 13 for more information.

1 PressCe*)*)JE]JEIB] 4] [A].

2. Pres 6]4][6) (the default System Coordinator password).
3. Press at Terminals&Sets,
4

Enter the internal number of the telephone you want to program and
press . Thedisplay showsCarabilities.

Press [Show .

Press until the display showsD-Dial.
7. PressCHAMGE to select either Set.1 or Hone.

o

Any number of telephones can be assigned to call the direct-dial telephone.

Tlp = The digit you dial in order to get the directdial

telephone fo ring can be programmed by your installer or
customer service representative
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Hotline

A hotline telephone calls a preset internal or external telephone number
when you pick up the handset (or press ™).

Tlp = label the telephone fo inform anyone using it that
Hotline is active.

Bypassing a Hotline

Press aline button, or use the Pre-Dial or Automatic Dial feature before
you pick up the handset or press on a hotline telephone. See the
Telephone Feature Card or see‘‘ Changing how you dial your calls’’ on

page 65.
Making a telephone a hotline telephone

Y ou can set up atelephone as a hotline.

Tip = A Hunt Group set DN can be specified as a Hotline

telephone. For more information on Hunt Groups see
“Programming Hunt Groups” on page 147

Y ou need the programming template found at the front of this guide. See
‘* Getting started with Norstar’” on page 13 for more information.

1 PressCel*)*)JE]JEIB]MA4][A].

2. Pres 6][4] 6] (the default System Coordinator password).
3. Press at Terminals&Sets,
4

Enter the internal number of the telephone you want to program and
press . Thedisplay showsCarabilities.

5. Press[Show .
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6. Press until the display showsHot.1line.

7. PressCHAMGE to select the type of call the hotline makes: Mare,
Intrnl, or Extirnl.

Internal assigns an internal number.

External assignsan external number. If you select an external number, you
can select theline on which the call ismade: the primeline, an external line,
alinein aline pool, or aline selected by the routing table. If you select a
line pool, you have to specify the line pool access code. If you select the
routing table, the number dialed is treated as a destination code and is
routed according to the routing tables.

A telephone's prime line, line pool access codes, and accessto aline pool
can be programmed by your installer or customer service representative.

Control telephone

The control telephone allowsyou to place the telephones and external lines
for which it has responsibility into and out of service schedules. See
“*Using alternate or scheduled services’ on page 185.

Using Set lock

Set lock limitsthe waysin which you can customize your telephone. There
arethreelevelsof Set Lock: Full, Partial, and no set lock. With no set lock,
you have access to all features on your telephone.

Partial prevents:
* programming autodial ¢ changing dialing modes
buttons (Automatic Dial, Pre-Dial, and
» programming user speed dial Standard Dial)
numbers * using Voice Call Deny
* programming feature buttons * saving a number with Saved
* moving line buttons Number Redial
* changing the display
language
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Full, in addition to the restrictions outlined for Partial lock, prevents:

changing Background Music ¢ using Call Forward all calls
changing Privacy ¢ using Send Message
changing Do Not Disturb ¢ using Trunk Answer

using Ring Again * activating Services

Changing Set Lock programming for a telephone

Y ou need the programming template found at the front of this guide. See
‘* Getting started with Norstar’’ on page 13 for more information.

1.

w

N o g &

Press Ce J*][(*]2])[6JB] B[] M].
Press 6][4] 6] (the default System Coordinator password).

Press at Terminals&Sets and enter theinternal number of
the telephone you want to program.

Press [Show _].
Press until the display showsRestrictions.

Press twice.

Use CHAMGE to select one of the three options: Marke, Part.ial and
Full.

Using an auxiliary ringer

Anauxiliary ringer isaseparate device that has to be connected to Norstar.

Turning the auxiliary ringer for a telephone on or off

Y ou need the programming template found at the front of this guide. See
‘* Getting started with Norstar’’ on page 13 for more information.

1
2
3.
4

Press CeJ (] (] 2JEJEJ B[] [].
Press 6](4]6) (the default System Coordinator password).
Press at Terminals&Sets,

Enter the internal number of the telephone you want to program and
press . Thedisplay showsCarabilities.
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5. Press[show J.
6. Press until the display showsRAu:. Findetr.

7. UseCHAMGE to select % (Yes) or H (NO).

Y our installer or customer service representative can program the auxiliary
ringer to start ringing for incoming lines as part of Ringing Service.

Using Host System dialing signals

Y ou can access host systems, such as private branch exchanges (PBX)
from Norstar by using host system signaling features (also known as
end-to-end signaling). Thesefeatureseither send aspecial signal to the host
system or allow you to program delaysrequired by host systemsin external
autodial or speed dia sequences.

Link

If your Norstar system is connected to a private branch exchange (PBX),
you can use aLink signal to access special features. On some telephones,
Link is called FLASH.

The Link signal can beincluded as part of alonger stored sequence on an
external autodial button or in aspeed dial code. The Link symbol (&%) uses
two of the 24 spacesin a dialing sequence.

Preventing a telephone from using Link

Link can be restricted at individual telephones.

Y ou need the programming template found at the front of this guide. See
‘* Getting started with Norstar’” on page 13 for more information.

1 PressCel*)*)JEJEIB] 4] [A].
2. Pres 6]4]6]) (the default System Coordinator password).

3. Press and enter the internal number of the telephone you
want to program.
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4. Press[Show  ].
Press three times. The display showsRestrictions.

Press twice.

Press three times. The display showsA1law link:.
Press CHAMGE to chooseY (Yes) or H (No).

© N o O

Tip = If your Norstar system is connected to a private

branch exchange (PBX), program Link onto a memory butfon
for onetouch access.

Pause

The Pause feature enters a 1.5 second delay in adialing sequence on an
externa line. Thisis often required for signaling remote devices, such as
answering machines, or when reaching through to PBX features or host
systems.

Y ou can program more than one pause in an external autodial or speed dial
sequence.

The Pause symbol (%) uses one of the 24 spacesin a dialing sequence.

For pulse diding, inserts a 1.5 second pause into the dialing sequence.

Long Tones

(& JelP]lBJ

The Long Tones feature allows you to control the length of a tone so that
you can signal devices such asfax or answering machines which require
tones longer than the standard 120 milliseconds.

1. Whileonacall, press(@][8][0][8].

2. Pressthe dialpad buttonsto produce the appropriate tones. Each tone
sounds for aslong as you hold down the button.
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Long tones can be used on any call except a conference call. Y ou can use
internal lines of the Norstar system to activate a device connected to an
analog terminal adapter (ATA) in another area of your office, or external
lines to access devices outside the Norstar system.

Displays

Lond Tones: At the appropriate fime, press any dialpad button.
Hold each button down for as long as necessary.
Press or (s=) fo cancel long Tones.

Programmed Release

L e JEeIE]

The Programmed Release feature performs same function as ina
programmed dialing sequence. When the system encounters Programmed
Release in adialing sequence, it stops dialing and hangs up the call.

The Programmed Release symbol (2B) takes up two of the 24 spacesin a
programmed dialing sequence.

The system ignores any digits or commands that follow a Programmed
Release in a programmed dialing sequence.

Run/Stop
]

Run/Stop inserts a break point into a sequence of dialed numbers or
characters used for automatic dialing. This may be necessary when you are
connecting to a PBX or similar host system.

For example, you can call acompany with an automated attendant that
instructs you to dial the internal number you need. Y ou can program the
company humber, a Run/Stop, then the internal number on one external
autodial button. Pressthe autodial button onceto dial the company number.
When you hear the automated attendant, press the autodial button again to
dial the internal number.

The Run/Stop symbol (%) uses one of the 24 spacesin an autodial or speed
dial sequence.
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Y ou can include up to three Run/Stop commands in a dialing string. The
system ignores afourth Run/Stop, and any digits or commands that follow
it in a programmed dialing sequence.

Wait for Dial Tone
0]

Wait for Dial Tone causes a sequence of humbersto pause until dial tone
is present on the line before continuing to dial. Thisis useful if you must
dial aremote system and then wait for dial tone from that system before
dialing the rest of your humber.

The Wait for Dial Tone symbol (B5) uses two of the 24 spacesin an
autodial or speed dial sequence.

Displays

Invalid code You have enfered a code that can only be used in a
programmed autodial or speed dial sequence, noton
a call you dial directly. Programmed Release and
Run/Stop are for use in programmed dialing
sequences only.

Using pulse dialing for a call

If your external telephone lines use pulse dialing, you can temporarily
switch to tone dialing by pressing [# ] after selecting theline. Tonedialing
allows your Norstar telephone to communicate with devices and services
that respond to tone signals, such as automatic switchboards, and fax or
answering machines.

Using your Norstar system from an external location

Y ou can use the lines and some of the features of a Norstar system from
outside the system. Y ou can do this over the public telephone network
when you are away from the office, or you can call from another system,
over aprivate network.

An example of how remote access works is a sales representative who
spends alot of time out of the office needs to make long distance calls to
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the European office. Y our Norstar system has aleased line to Europe with
reduced transatlantic charges. Y ou provide that sales representative with a
Class of Service password that gives access to the transatlantic line. The
sales representative can then telephone into the Norstar system from a
hotel, enter their Class of Service password, and usetheleased transatlantic
line to make calls.

Remote users can access Norstar lines, line pools, the page feature, and
remote administration (if enabled through Software Keys). The exact
facilities available to you through remote access vary depending on how
your installer or customer service representative set up your system.

Controlling access to your Norstar system

It isimportant to maintain the security of your Norstar system by limiting
access to authorized users and limiting those users to the features they
need.

Remote users can make long distance calls.

Remember that a remote user can make long distance
calls that are charged to your company and can make
page announcements in your office.

Direct inward system access (DISA)

Control accessto your Norstar system with direct inward system access
(DISA). Accessto your Norstar system from the public tel ephone network
should always be controlled with DISA. If your installer or customer
service representative programs the line used for remote access to answer
acall automatically and wait for a DISA internal number, callers hear a
stuttered dial tone and must enter a Class of Service password before they
are alowed into the system.

Class of Service (COS)

To control the level of telephone service aremote user can access, your

installer can assign aremote filter and remote package to the line used for
remote access. The remote filter restricts the numbers that can be dialed on
theline, and the remote package restricts the use of line pools and the page
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feature. To changetherestrictionsfor theline, the user can enter their Class
of Service (COS) password when the system answers with DISA, or can
dial the DISA internal number and enter their Class of Service password.

Maintaining security

To maintain the security of your system, the following practices are
recommended:

e Warn anyone to whom you give the remote access number to keep it
confidential.

e Change Class of Service passwords often.

e Warn anyone to whom you give a Class of Service password to
remember it and not to write it down.

» Remove the Class of Service password of anyone who leaves your
company.

Accessing Norstar remotely over the public network

1. Dial the Norstar system’s remote access humber.

2. When you hear a stuttered dial tone, enter your COS password.

3. Wait for the system dial tone.

If your system is using System Answer or CCR, you may enter the DISA

number or Auto DN onceyour call has been automatically answered by one
of the features.

To use the system remotely, you must use a telephone with tone dialing to
call the system.

Remote access is possible only on lines that your installer or customer
service representative programsto allow auto-answer calls.

To use features on aremote Norstar system, press (¥] followed by the
feature code. Even if you are calling from a Norstar system, press
instead of (&].

In certain situations, you may experience lower volume levels when using
Norstar remotely.
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Tones

Y ou may hear some of the following tones while accessing Norstar
remotely.

Tone What it means

Busy tone Dialed a busy line pool access code. You hear system dial
tone again after 5 seconds.

Norstar system dial | You may use the Norstar remotely.
tone

Fast busy tone You have done one of the following

¢ Entered an incorrect COS password. Your call is
disconnected after five seconds.

* Taken too long while entering a COS password.
Your call is disconnected after five seconds.

* Tried to use a line pool or feature not permitted by
your Class of Service. You hear system dial tone
again after five seconds.

¢ Dialed a number in the Norstar system which does
not exist. Your call is disconnected after five
seconds.

Stuttered dial fone Enter your COS password.

Using Class of Service (COS) passwords

Classof Service passwords permit controlled accessto asystem'sresources
both by internal and remote users. When you enter a Class of Service
password at atelephone, the restriction filters associated with your Class of
Service password apply, rather than the normal restriction filters.
Similarly, when aremote user enters a Class of Service password on an
incoming auto-answer line, the restriction filters and remote package
associated with their Class of Service password apply, rather than the
normal restriction filters and remote package. COS passwords are
programmed by either your customer service representative or installer.

Users should memorize their COS passwords instead of writing them
down. Employee COS passwords should be deleted when they |eave the
company. Typically, each user has a separate password. Several users can
share a password or one user can have several passwords.
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Changing your Class of Service
6]

Y ou must enter a Class of Service password each time you want to make a
call that is normally restricted on aline or telephone.

To change the restriction filters on aline or telephone:

1. Press 61B).
2. Enter your six-digit COS password.

COS passwords allow you to define individual passwords and determine
the restriction filters, and remote package associated with each.

Tip = If you use your Norstar system from outside the office,
you may have fo enter a Class of Service password to gain
access fo the system. See ""Using your Norstar system from
an external location” on page 200.

Displays
(Blank display) Enter your password. It is not shown
on the display.
Irvalid Passwaord You have entered a password that is not

programmed into your system.
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The following features are available for the entire Norstar system.

Disconnect supervision

When Disconnect Supervision is assigned to aline, the Norstar system
monitorsit to detect if an external caller hangs up. This allowsthe system
to release the line for other uses. Y our installer or customer service
representative assigns disconnect supervision.

Hunt Groups

Y our Norstar system now allows you to establish Hunt Groups in your
system. Hunt Groups are a group of Norstar setsthat can be called by a
single directory number. The Hunt Groups feature ensures calls are easily
routed to the appropriate people. For moreinformation on Hunt Groups see
“*Programming Hunt Groups'’ on page 147.

Internal numbers

Each telephone in the Norstar system hasits own internal number. The
length of internal numbersin your system can be from two to seven digits.
All numbersinyour system arethe samelength. Y our installer or customer
service representative sets the length of internal numbers (called the DN
length).

To find out your internal number, use the Button Inquiry feature

(CeJ[*] [0]) on anintercom button. On the M 7100 or T7100 telephone,
Button Inquiry shows your internal number followed by the function
assigned to your single-memory button.

Line assignment

Any of thelinesin your system can be assigned to any of your telephones.
Your installer or customer service representative assigns lines

to telephones in Configuration programming. Lines can be assigned to
appear only, appear and ring, or to ring only.
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Usually, only thelinesthat are appropriate for aparticular person appear at
that person’ s telephone. When aline is assigned to atelephoneit is
automatically given aline button on that telephone, if abutton isavailable.
The M7100 T7100 telephones do not have line buttons.

Callsonlinesthat ring but do not appear at atelephone are presented at an
intercom button.

Y ou may be able to answer acall on aline that does not appear or ring at
your telephone. To pick up suchacall, use Call Pickup, Call Park, or Trunk
Answer.

A telephone may have buttons assigned for lines 001 to 003, but have only
lines 001 and 002 programmed to ring aswell. An incoming call on any of
the threelines causes aline button indicator to flash, and the telephone can
be used to answer the call. Thisis especially useful for peoplewho monitor
other telephone lines, but want only their own linesto ring.

Target line

A target line is used to route acall directly to a particular telephone or
group of telephones. Target linesare used only for incoming calls. A single
incoming line may provide connections to several different target lines.
This allows each person or department in the office to have their own
number without having a separate external line for each number.

Line pools

A line pool allows each telephone access to external linesfrom agroup (or
pool) of external lines. Y ou can access such lines by pressing an intercom
button and entering aline pool access code or by pressing amemory button
programmed with the line pool feature code and a line pool access code.

Overflow call routing

If acall comesinfor atarget linethat is busy, Norstar routes the call to the
prime telephonefor that target line. If thereis no prime tel ephone assigned
tothetarget lineor if acall cannot be directed to atarget line, the call goes
to the prime telephone for the external line used.
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Overflow routing for incoming callsis used with the Routing Service
programmed by your installer. A Service must be active for overflow
routing to be in effect. Overflow routing is not available in normal service.

TipS = When you make a call and the programmed route is
busy, you hear the expensive route warning fone. Your
telephones displays an expensive route waming. To avoid
using the normal, expensive route, release your call.
Overflow routing directs calls using different line pools.
Therefore, a call may be affected by different line fillers when
it is handled by overflow routing.

M7100 and T7100 telephones

Because these sets do not have line buttons, they sometimesworks slightly
differently from other Norstar telephones. Where other telephones can
require that you select aline button to answer a call, on the these sets you
simply pick up the receiver. Where other telephones require you to select a
line button to take a call off hold, you press (s=] on the these sets.

Also on these sets, you can answer a second call by pressing (~=]. Your
active call isput on hold and you are connected to the waiting call. Y ou can
have no more than two calls at atime.

There is no Handsfree button on these sets. When applicable, special
instructions for the sets are included with each feature description.

Memory buttons

Memory buttons are the buttonswith indicators on the M 7208, M 7310, and
M 7324 telephones and the T7208 and T7316 Business Series Terminals.
The M 7310 also has dual buttons without indicators. Thereisasingle
memory button, without anindicator, on the M 7100 and T 7100 telephones.

Memory buttons can be used as answer, autodial, line, and programmed
feature buttons. Line, intercom and answer buttons must have indicators.
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One-line display

The M7100, M7208, T7100, and T 7208 telephones have a one-line
display. Other sets have a second line on the display which showsthe
functions of the three buttonsdirectly below it. Theseindicators are known
as display buttons.

Some display buttons, such as TRARHSFER and ALL, are simply shortcuts
which are not available on a one-line display.

Other display buttons, such ask and SHOW, perform essential
functions. For a one-line display telephone, use the following
buttons instead of these display buttons.

Substitutes for display buttons

Display buton Dialpad button Display button Dialpad button
Ok (=] CAMCEL
GLIT (=] WIEW
AL OUERRIDE
SHOW BKSF L ——)

All displayslisted in this book are shown as they appear on the two-line
display.

Prime line

Y our telephone can be programmed to select an internal or external line or

aline pool automatically whenever you lift the handset or press =5. This
isyour prime line.

Private lines

A private lineis exclusive to a particular telephone. Calls that are put on
hold or left unanswered on a private line cannot be picked up at any
telephone except the prime telephone.
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Volume bar

The volume bar controls the volume of the handset, telephone ringer,
handsfree speaker, and headset. Press either end of the volume bar
to adjust the volume.

Wall mounting

Norstar telephones can be mounted on awall. Contact the installer or
customer service representativeif you want to have any telephonesin your
system wall-mounted.
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Troubleshooting

Using the alarm telephone

An alarm telephone displays Norstar's system alarm codes, should they
occur. It isaNorstar telephone with atwo-line display (T7310, T7316,
M7310 or M 7324 telephones) that the installer or customer service
representative has assigned as an alarm telephone.

Reporting and recording alarm codes
If an alarm message appears on the alarm telephone display

1. Record the alarm number.
2. PressTIME and record the time displayed.

3. Cdl your installer or customer service representative and report the
alarm code.

4. After speaking to your installer or customer service representative,

press CLEAE.
Displays
Alarm: 61-4-2 Report this alarm and the time it occurred to your
TIME CLEAR installer or customer service representative.

Testing the telephone

If you suspect something iswrong with abutton, the speaker, the displays,
or some other part of the telephone hardware, you can do aquick test to see
which part of the telephoneis broken.

Tlp = Ensure that the function of a button matches its label
by pressing (0] and then the button fo see its function.

You can end the telephone testing session anytime by
pressing or unless you are festing those butfons.
The test feature times-out affer 30 minutes of no activity.
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Testing the telephone display

Useadisplay test if you suspect that one of the indicators on the telephone
is not working.

1
2.
3.

4,

Press 0] [5]. Thedisplay showsD'isFlad test.,
Press TEST or (~—] to go ahead with adisplay test.

Adjust the contrast for the tel ephone display so you are able to seethe
test results clearly. Enter a number to change the contrast or press
DawWH and UP.

Press Ok _or (~=] to go ahead with the test.

During the test, the display should be filled with solid, dark blocks and all
theindicators next to the buttons on the tel ephone shoul d be turned on. Any
Busy Lamp Field (BLF) or CAP modulesthat are attached to the tel ephone
should be completely lit. Y ou lose any information that was showing on the
BLF before the test started.

Pressing any button ends the test.

Testing the telephone buttons

1.
2.
3.

Press(@] (8] (0] 5], then [#] or HEXT.
Press TEST or (s=) to go ahead with a button test.

Press button to seeits function. If the button you pressed uses an
indicator, it should turn on when you test the button.

Pressing the (=] button putsk1s= butt.on on the display briefly and
returnsyou to the But.t.aon test display.

Testing the speaker in the telephone handset

The handset test isnot availableif you have aheadset plugged
into the telephone.

1.

2.

Press (0] 5], then #]) or MEXT twice. The display shows
Handzet. test.,

Press TEST or (~—] to go ahead with a handset test.
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3. Pick up the handset and listen. Y ou should hear dial tone through the
handset at a maximum volume. The volumeisreset to maximum only
while the test is going on.

Pressing any button or hanging up ends the test.

Testing the telephone headset
The headset test is not available to telephones that do not have a headset
jack or a headset plugged in.

1. Press (0] 5], then #] or HEXT until the display shows
Headset test.

2. PressTEST or [(~—] to go ahead with a headset test.

Y ou should hear dial tone through the headset. The volumeisreset to a
default level during the test. Pressing any button ends the test.

Testing the telephone speaker

1. Press (0] 5], then #] or HEXT until the display shows
SFeaker test.

2. PressTEST or (~—] to go ahead with a speaker test.

Y ou should hear page tone through the tel ephone speaker at the maximum
volume. The volume returns to its previous setting when you end the test.

Pressing any button ends the test.

Testing the power supply to a telephone

1. Press (0] 5], then #) or HEXT until the display shows

FPower Lest.

2. PressTEST or (~=] to go ahead with a power supply test.

Y ou should see all the indicators on the telephone go on and hear ringing
at maximum volume. When the test has ended, the display should briefly
show Pawer OK.

The test lasts for five seconds or until you press a button.
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Y ou may see the following displays when you use afeature.

Access denied

Denied in admin

Feature timeout.

Ihactive feature

Invalid code

Mot available

Someone is already using programming, or the
feature you are trying fo use is not compatible with
the configuration of the telephone or line.

You have tried to use a feature, but you have not
been given access to it in administration
programming.

You have faken more than 15 seconds fo press a
button in response fo a display.

You have entered a feature code that is used by an
application program that your system does not have.

You have entered an invalid feature code.

You have fried to use a feature that is not available
in the present sefup of your Norstar system.

Set. locked You cannot use the feature you have chosen because
your telephone is locked. See “Using Set lock’ on
page 195.

1234567898123... Press @] or press UIEW+ or +WIEW t.o view a number

UTEL gr  fhatistoo long fo fit on the display. Press (=) or Ok
when you are finished.

5 This indicates a long distance call. (May be
available with Call Display services.)

3921 Either you are receiving an infemal call from
telephone 39 forwarded by telephone 21 or you
have an Answer button for telephone 21 and an
internal call from 39 is ringing on 21.

21 You are connected fo an interal call. Press

TRAMSFER  IEANSFER fo fransfer the call.

21 calling You are receiving a call from telephone 21.
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Call 217
YES HO

Camred: 21

CALLEACK
Line@al

TRAHSFER
LineAal>21
Linedal transfer
Lineddal waiting

Mo calls waiting

Mo line selected

Hot. in service

Farked call
CALLEACK

Fick ur receiver

You have received a Ring Again offer for a call to an
internal telephone. Press the flashing infernal line
button or ¥ES to call the number again. On the
M7 100 telephone, just lift the handset. Otherwise,
press HO or wait 30 seconds for the Ring Again offer
fo expire. For an explanation of Ring Again, see
“"Using Ring Again”’ on page 68.

The person to whom you camped the call did not
answer it. The call has come back to you. Press the
line button or CALLEACE to reconnect fo the call.

You are connected to an external call. Press
TRAMSFER fo transfer the call.

Either you are receiving an external call forwarded
from telephone 21 or you have an answer button for
telephone 21 and an extemal call is ringing on that
telephone.

The call on line 001 is being transferred to you by
someone else in your Norstar system.

A camped call is waiting. Press the line button or use
Call Queuing to answer the call. Press (=] if you
have an M7 100 telephone.

You tried to use Call Queuing but no call was ringing
at your felephone.

There is no call ringing at your telephone. If you have
a flashing line button but your telephone is not
ringing, press the line button to answer the call on
that line.

The telephone to which you directed a call is not in
service or is otherwise unavailable. The call is
refurned fo your telephone.

No one answered the call you parked. The call has
come back to you.

You have used the Call Queuing feature without
picking up the handset. Auto Handsfree has not
been assigned fo your felephone. You must use the
handset or fo answer a call.
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Priorita> 21
BLOCE

Release acall

Use line Fool?
YES HO

Hold or releaze

Releaze calls

Line in use

Ho button free

Make calls first

You are receiving a priority call. If you are on
another call, inform the person you are speaking to
that the call is about to be put on hold. Press the
flashing line indicator of the priority call or wait until
the call connects automatically (in eight seconds).
The priority call goes through when you hear the next
beep. Your active call is placed on Exclusive Hold.
It is reconnected automatically when the priority call
ends (unless you fransfer the priority call, in which
case you must press the line button of your original
call to reconnect). Use DND (2] 8] [B]) or press
ELOCK fo reject a priority call.

You have no free line buttons on which fo receive a
call. Release one of your current calls and try again
fo answer the incoming call.

You have received a Ring Again offer for a line pool.
Press the flashing internal line button or YES to use the
line pool. On the M7 100 telephone, just lift the
handset. Otherwise, press HO or wait 30 seconds for
the Ring Again offer to expire.

You cannot program a feature button while you are
on a call.

You have fried to use a feature while you were on a
call or had calls on hold. Release the call or calls,
before using the feature.

The line is in use. Make the call using normal
methods or wait until the line is free.

You have tried to make, receive or pick up a call
when no line button was available. Some
features require you to have a button free.
Releasing calls can free up line buttons.

The feature you tried to use requires you to be on
an active call at your telephone. This display also
appears when information about a call has been
cleared by a system reset.
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Ho free lines

Mo line selected

In useizl

Incoming onla

a_
BUIT BKSF

Invalid number

Line denied

Restricted call

0K

All the lines or line pools available to the
telephone are in use. This display also appears
when you have tried to dial an external number or
use a feature that conflicts with the lines, line
pools or prime line used by the telephone.This
must be corrected by your customer service
representative or installer.

The telephone has been set up to dial an external
number on a prime line but the telephone does

not have a prime line. This must be corrected by
your customer service representative or installer.

You have tried to program redirection while
someone else is programming redirection. Only
one person can program line redirection at a
time.

The line you are trying to use for redirecting calls
is for incoming calls only. Choose an outgoing
line.

Continue entering digits. Press G3—{=) or
EKSP to delete incorrect digits. Press (»=] or 0K
when you are finished.

You have entered an invalid line pool code or an
invalid destination code.

You have selected a line that is private to another
telephone.

The destination you have chosen for line
redirection is restricted.
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Symbols
& Long Distance symbol 213
&5 Link symbol 197
& Pause symbol 198
28 Programmed Release symbol
199
& Run/Stop symbol 199
85 Wait for Dial Tone symbol
200
A
access
Class of Service 203
external lines 206
Norstar from outside the
system 200
remote 202
using a COS 201
using a DISA 201
Access denied 213
ACC 208
administration password (see
System Coordinator
password)
administration programming 14
Alarm 61-4-2 210
alarm codes
reporting and recording 210
alarm telephone 210
Allow calls 170
allow redirect
programming 107
Already joined 48, 61
Already parked 99
Alternate line (ATA feature code)
172

alternate services 185
analog terminal adapter
dialing signals 199
using dialing modes 65
analog terminal adapter, internal
and features 171
feature codes 177
troubleshooting 178
announcement
paging 111
Voice Call 118
Answer button 50
answering calls
Answer button 50
Call Display services 44
Call Duration Timer 59
Call Pickup 47
central answering position
41
Conference Calls 50
Custom Call Routing 70
Group Listening 54
Handsfree 54
hearing aid compatibility 43
prime telephone 40
Privacy 58
System Answer 69
Trunk Answer 49
using line buttons 39
using the Release button 43
Voice Call 118
answering machine, and I-ATA
177178
apply button cap labels 131
ATA (see analog terminal
adaptor)
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attendant telephone 73
Auto Attendant 69—82
Auto Call information (see Caller
ID set)
Auto System Answer (see
System Answer)
autodial
line selection 84
programming 83
storing number on a memory
button 82
using Last Number Redial
86
Autodial full 84
automatic
Call information 46
Call Log 120
dial 65
Handsfree 57
Hold 91
release of a line (see
Disconnect Supervision)
Automatic Call Back, ISDN
terminal feature 182
Automatic Recall
ISDN terminal feature 182
Automatic Telephone Relocation
169, 205
auxiliary ringer 196
B
Back 20
Background Music 171
Basic password 14, 142, 191
EESF 208
blocking calls (see Do Not
Disturb)
busy 61, 67
busy tone
fast 203

button cap labels
applying 131
button caps
types of 131
button defaults
M7100 telephone 137
M7208 telephone 138
M7310 telephone 132, 135,
138
M7316 telephone 132
M7324 telephone 139
T7310 telephone 131
Button erased 84
Button Inquiry 127
buttons
Answer button 50
Button Inquiry 127
changing button
programming 143
display 17, 18
erasing programmed
features 129
Feature 17
Handsfree/mute 57
Hold 17
Last Number Redial 85
memory 17, 82, 207
moving line 140
numbering on all telephone
types 143
programming features on
buttons 129
Release 17, 43
Saved Number Redial 89
testing 210, 211
using a line button 63
using buttons 15
bypassing
a Hotline telephone 194
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C

call
ways to make a 61
Call 2217 214
Call blocked 67
Call Display information 44
Call Duration Timer 59
Call Forward
ATA feature code 172
Call Forward No Answer 34
Call Forward on Busy 35,
103
Forward no answer 102
forwarding to voice mail 105
ISDN terminal feature 181
overriding 102
programming 33, 102, 103
Call Forward and Line
Redirection, differences 109
Call information
automatic 46
changing what information is
shown first 46
displaying information 44
getting information for a call
on hold 45
getting information for a
current call 45
Call Log 120
Autobumping 122
automatic 120
calling from within 123
deleting log items 122
logging call manually 121
options 121, 145
using 120
Call Log set 120
call overflow 206
Call Park 98

ATA feature code 172
Call Pick-up
ATA feature code 172
Call Pickup
Directed Pickup 47
Group Pickup 47
Call Pick-up (Directed)
ATA feature code 172
Call Queuing 93
ATA feature code 173
Call Transfer 94
Call Transfer (ATA feature code)
176
Call(s) bumped 125
Callback 100
Caller ID set 46
Calling 67
Camp denied 97
Camp max 97
Camp to 97
Camped 97
Carred 214
camping calls (see Camp-on)
Camp-on 97
ATA feature code 173
Can't ring again 62, 68
CAMCEL 208
Cancel denied 116
CAP (see central answering
position)
CCR (see Custom Call Routing)
central answering position
answering calls 41
M7324 telephone 41
sending messages 114
telephone 41, 192
using 41
Class of Service
ATA feature code 173
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changing 204

using a password 202, 203

Cleared>LINENAM 116

communicating in the office
paging 111—114
sending messages using

display 114

Voice Call 118

Conf. on hold 53

Conference busy 53

Conference Call
ATA feature code 173
by releasing privacy 59
removing yourself from 53
using the Conference

feature 50

contrast adjustment 128

control telephone 188, 195

Custom Call Routing
attendant telephone 73
customizing 71
language choice 74
using 70

customizing your telephone
adjusting ring volume 141
Button Inquiry 127
changing ring type 141
contrast adjustment 128
User Preferences 142

D

date and time
changing 26
default
button assignments 136
deleting
Call Log items 122
messages from list 116
programmed features 129
Denied in admin 213

desktop conferencing 183
dial pad

entering numbers and letters
30

dial tone

Norstar system 203
stuttered 203

Dial voice call 119
dialing

automatic dial 65

direct extension 71

options 145

pre-dial 66

saved number 89

standard dial 65

switching from pulse to tone
200

dialing modes 65
dialing signal

Link 197

Long Tones 198

Pause 198

Programmed Release 199

run/stop 199

switching from pulse to tone
200

Wait for Dial Tone 200

direct extension dialing, using

Custom Call Routing and
System Answer 71

direct inward system access 201
direct-dial telephone

programming 193

Directed Pickup 47
directing calls, using Custom

Call Routing 70

DISA (see direct inward system

access)

disconnect
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from conference 53
releasing a call, accidentally
60
supervision 205
Disconnect Supervision 205
display
button equivalents for one-
line display 208
buttons 17
Call information 45
changing the language 128,
145
contrast 145
display buttons 18
making darker or lighter 128
one-line 208
testing 211
distinctive rings 141
DN (see internal numbers)
DND 97
DND transfer 41
DNs 25
Do Not Disturb 170
on Busy 36
Do not disturb 62, 68, 96
Do Not Disturb on Busy 104
DRT 41
E
ending a call 43
Enter code 130
Enter digits 84, 88
Enter zone 113
entering names and numbers 30
erasing
Call Log items 122
messages from list 116
programmed features 129
Evening Sched 190
Exchanged 140

Exclusive Hold 67, 92
Expensive route 62
external

page 111
external access to Norstar 200
external autodial

programming 83
external Call Forward (see Line

Redirection)

external paging equipment 114
extra-dial telephone 190
F

Autobumping
canceling(#)
122
using @8] 122
autodial button
external(*] 1] 83, 85
internal(*] 2] 83
Background Music
canceling#) @8] 6] 171
turning onfg ] 6] 171
Button Inquiry[*] (0] 89,
127, 205, 210
Call Duration Timer(7] 7] 59
Call Forward
canceling[# ) 101
using4] 101
Call
Information [Feature |
44, 45
Call Log
entering 124
external calls(g ]
121
options [*] 121
password 124
password [¥] 123
viewing (g ] 122
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Call Park[7] 98
Call Pickup7 ] 6] 47
Call Queuing] 0] ] 93
Call Transfer
canceling#] 7] 0] 95, 96
using[7] 0] 53, 94
Camp-ong] 2] 97
Class of Service g ] 8] 204
Conference Call
M7100 telephone [#]
51, 52
using@@] 50, 51, 52
Contrast Adjustment[¥]
128
Custom Call
Routing (] 73,
191
Dialing Modes [¥] 65
Directed Pickup(7 ] 6] 47
Do Not Disturb
canceling[#] 170
turning onfg ] 66, 170
Exclusive Hold7 ][9] 92
Feature Button
erasing[¥] 129
programming (*] 129
b)) Page 138
Group Listening
canceling#@) 8] 0] 2] 54
using8] 0] 54
Hide message
display(*] 8] 0] 6] 141
Host System Dialing Signals
Link (7] 197
Long Tonesg ][0 ][8] 198
Pause(7 ) 198
Programmed
Release*] 8] [@]) 199
Run/Stop(*] 9] 199
Wait for Dial

Tonelg][0][4] 200
Language
English(*] (5] 0] 128
French(*]([5][0] 128
Spanish*] (5] [0] 128
Last Number Redial[5] 85
Line Button,
moving [¥] 140
Line Pool Access[6 ][4 ] 64
Line Redirection
canceling# ) 106
using @ 106
Message
canceling# ) 115
sending(i ] 114
viewing ones you sent(t ]
116
viewing(6 115
Page
combined zone6 3] 111
external zone 6 ) 111
internal zone 6 | 111
using6][0] 98, 99, 111
Password
BasicB ] (][c) 26,
191
Call Log(¥] 124
System
CoordinatorA] D] M] [ ]
24, 26, 29, 31, 32,
33, 34, 35, 36, 37, 191
Priority Calllg ][9] 66
Privacy8] 3] 59
Restriction Service
turning off[# ]
187
turning ong ] 187
Ring Again
canceling[#) 2] 68
using2] 68
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Ring Type ] 6] 141
Ring Volume*] 8] 0] 141
Ringing Service
turning off[# ]
187
turning on(g ] 187
Routing Service
turning off[#
187
turning on(g ] 187
Saved Number Redial g ]
89
Services, viewingg ] 7] [0]
189
Speed Dial
adding user(*] 4] 87
making calls(o] 87
Static Time and
Dateg][0]6]) 117
System Answer, Custom
Call Routing, recording a
greeting [*] 80, 82

System Answer [¥]
72, 191

Testing
displaygJ[0) (5] 211

power supply8] 0]
212

telephone
buttonsfg (0] 5] 211
telephone
handsetg][0]) (5] 211
telephone
headsetigJ[0] 5] 212
telephone
speakerig (0] 5] 212
Time and
Date ¥] i 26,
191
Trunk Answer(g][0] 0] 49

User Preferences[¥]
R] 142, 191
Voice Call Deny
canceling 119
using @] 119
Voice Callg) 6] 118
F_130
fast busy tone 203
fax machine, and I-ATA 177—
178
Feature button 17
Feature code 130
Feature moved 130
Feature timeout. 213
Features
adjusting ring volume 141
Autobumping 122
autodial 82
auxiliary ringer 196
Background Music 171
Button Inquiry 127
Call Display 44
Call Duration Timer 59
Call Forward 101
Call Information 44
Call Log 120
Call Park 98
Call Pickup 47
Call Queuing 93
Call Transfer 94
Callback 100
Camp-on 97
changing ring type 141
Class of Service password
204
Conference Calls 50
contrast adjustment 128
Custom Call Routing 73
dialing modes 65
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dialing signal
Link 197
Long Tones 198
Pause 198
Programmed Release
199
run/stop 199
Wait for Dial Tone 200
Do Not Disturb 170
Do Not Disturb on Busy 104
Exclusive Hold 92
Handsfree 54
hiding the message or calls
display 141
Hold 91
language choice 128
Last Number Redial 85
line pools 63
Line Redirection 105—110
Messages 114
moving line buttons 140
paging 111—114
priority call 66
Privacy 58
Restriction service 185
Ring Again 68
ring type 141
Ringing service 185
Routing service 185
Saved Number Redial 89
sending messages using
display 114
Set Lock 195
Speed Dial 86
System Answer 72
Test a Telephone 210—212
Time and Date 191
Trunk Answer 49
User Preferences 142
Voice Call 118

Voice Call Deny 119

features
Group Listening 54

file transfer 183

Flash (feature) 197

Forward denied 105

Forward> 105

forwarding calls 33
Call Forward 101
Call Forward delay 103
Call Forward on Busy 103
Do Not Disturb on Busy 104
Forward no answer 102
Line Redirection 105—110

G

Get call first 99

greetings, Auto Attendant
changing the language 74
Custom Call Routing 70
customizing 77
pre-recorded 77
recording 80

Group 4 fax 183

Group Listening 54

Group Pickup 47

H

handling many calls at once
Call Queuing 93
Hold 91

handset
testing 211

handset speaker
testing 212

Handsfree
making calls 55
muting 55, 57

Handsfree Answerback
programming 58
Voice Call 118
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Heading 20
headset
Handsfree requirement 57
testing 212
hearing aid compatibility 43
Hidden number 62, 86, 90
Hold
ATA feature code 174
automatic 91
button 17
Conference Call 52
exclusive 92
listening while on hold 92
retrieving call 91
Hold or release 125
Hold or release 215
Hospitality 156, 158
host system signaling
Link 197
Pause 198
Programmed Release 199
run/stop 199
Wait for Dial Tone 200
Hotline
bypassing 194
setting up the telephone 194
Hunt Groups 35, 36, 37, 39, 48,
50, 66, 68, 69, 91, 99, 101,
102, 103, 104, 112, 118,
147, 170, 194, 205
adding or removing
members 148
Answering incoming calls 39
assigning and unassigning
lines 150
Broadcast mode 151
moving members 149
programming busy line
setting 153

programming the overflow
set 154
programming the queue
time-out 154
Rotary mode 151
Sequential mode 151
setting the distribution mode
151
setting the hunt delay 152
setting the name 155
I
[-ATA (see analog terminal
adapter, internal 171
In use 116
I use 216
In use SETNAME 125
Ihactive feature 213
Incoming Line Groups (ILG) 147
Ihcoming onla 216
installer programming 14, 24
integrated services digital
network (see ISDN) 179
Intercom 108
Intercom # 84
internal analog terminal adapter
(see analog terminal adapter,
internal) 171
internal numbers
length of 205
internal page 111
Internet access 184
Invalid code 88, 200
Ihvalid code 213
Invalid location 140
Invalid number 84, 96, 99
Iwalid number 216
Invalid Password 204
Invalid zone 113
ISDN
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applications 182—184
capacity 179
equipment 182—184
Internet access 184
L
LAN access 183
LAN bridge 184
LAN router 184
language
changing on the display 128,
145
choice for Auto Attendant 74
Last Number Redial
programming 85
Last Number Redial (ATA
feature code) 174
Last Number Redial, using 85
leased line backup 183
length of call, timing 59
length of internal numbers 205
letters, entering with dial pad 30
limiting
access to Norstar 201
telephone feature use 195
telephone programming 195
using alternate or scheduled
services 185
line
changing the name 32
target 206
Line 881 waiting 214
line assignment 205
line button
moving 39, 140
using to choose a line 63
Line denied 49, 62
Line denied 216
Line hung up 97
Line inuse 215

line indicators
description 40
line pool 63—64, 206
line pool and ATA 174
Line Redirection 105—110
Line Redirection 108
Line Redirection and Call
Forward, differences 109
line, changing the name 169
Line001 callback 41
Line001 hung up 96
Line001 to prime 41
LineBdal transfer 214
Link
ATA feature code 174
using 197
Link, programming 197
LIST 144
listening on hold 92
log space
programming 124
logging a call manually 121
Logit (see Call Log)
long distance call
indicator 213
long distance calls, using COS
password 200
Long Tones 198
Long Tones 199
Lunch Sched 190
M
M7100 telephone 84
button defaults 137
Button Inquiry 127
Call Conference 51
Call Park 98
Call Queuing 214
Call Transfer 96
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CallBack 97, 98
camping a call 97
Conference Call 52
Conference Call on hold 52
Hold 91
Incoming Line Group button
40, 63
internal numbers 205
line assignment 206
Line Redirection 105
memory buttons 207
one-line display 208
Ring Again 214, 215
Speed Dial 87
standard dial 65
Transferring a call 96
Voice Call 118
M7208 telephone
button defaults 138
memory buttons 207
one-line display 208
splitting a Conference Call
52
M7310 telephone 15
button defaults 135, 138
memory buttons 207
splitting a Conference Call
52
troubleshooting 210
M7324 telephone 15
button defaults 139
central answering position
41
memory buttons 207
splitting a Conference Call
52
troubleshooting 210
maintaining security 202
Make calls first 215

making calls
dialing modes 65
priority call 66
using a line button 63
using line pools 63
using Ring Again 68
with automatic Handsfree 57
memory buttons 17, 82, 207
Message denied 117
Message list 117
Message to 117
Messages
ATA feature code 174
cancelling a sent message
115
hiding display 141
removing from list 116
sending 114
sending using the display
114
viewing 115
Messages & Calls 117, 125
Microphone muted 119
modem, and I-ATA 177—178
monitoring
calls 50, 206
line pool status 68
lines (see also Disconnect
Supervision) 205
telephone status 68
transferred calls 100
mounting telephones on wall
209
Move line from 140
Move line to 140
moving
telephones 169
music, background 171
muting voice call tones 118
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N
names
spelling out 30
New calls begin 125
Next 20
night control phone (see control
telephone)
Night Sched 190
Night Service (see Services)
9_61
9.216
No button free 117
Mo button free 215
No call on 99
Mo calls waiting 214
Mo free lines 216
No info to log 126
No last number 62, 86
No line selected 62
Mo line selected 214, 216
No line to use 108
No log assigned 126
No number saved 90
No number stored 88, 117
No resume item 126
No services ON 189
No voice call 119
Norstar system dial tone 203
Mot available 213
Not in service 62, 96, 98, 105
Mot in service 214
numbers, entering with dial pad
30
O
oK 208
On another call 62, 68
On hold 92
one button access to features 43

one button dialing (see Autodial)
Outgoing line 108
overflow call routing 206
OUERRIDE 208
overriding
Call Forward 102
P
page
ATA feature code 175
external equipment 114
programming 112
shortcut codes 111
types 111
zones, programming 112
Page choice 113
Page timeout 113
Paging ALL 113
Paging busy 113
Park denied 99
Parked call 214
Parked on 99
parking a call
retrieving 98
Parking full 99
password 156
Basic 142, 191
Call Log 123—124
changing 190
Class of Service 203
clearing Call Log 192
System Coordinator 190,
191
User Preferences 142
Pause 198
ATA feature code 175
pause in a sequence of numbers
(see Wait for Dial Tone)
personal programming 14
Pick ur receiver 214
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Pickup 49
Pickup denied 48, 49
pickup group 47
Please wait 67
Pool code 108
power supply
testing 212
pre-dial 66
Press a button 84, 127, 130
Press a line 140
Press held line 53
prime line 195, 208
prime telephone 40
priority call
ATA feature code 175
priority call (see also Call
Queuing) 66
Priority denied 67
Priorita>223 215
Privacy
ATA feature code 175
changing status 58
private branch exchange,
accessing from Norstar (see
also host system dialing
signals) 197
private call 59
private line 208
Program and HOLD 85, 88, 130
Program and OK 85, 88, 130
Programmed 85
Programmed Release 199
programming 158
system features
Call Forward 33, 36
changing the name of a
line 32
changing the name of a
telephone 31

System Speed Dial 28
time and date 26
telephones
Call Forward 33, 36
changing number of rings
before forwarding call
34
changing the name of a
telephone 31
Do Not Disturb on Busy
36
programming basics
administration programming
14
Basic password 14
customizing your Norstar 14
entering passwords 24
installer programming 14
personal programming 14
programming indicator« 20
programming indicatorp 20
programming map 21, 22—
24
programming overlay 18
recording changes 13
starting and ending a
session 24
understanding programming
13
programming lines
changing the name of a line
169
programming system features
adding or removing
telephones from Custom
Call Routing groups 76
attendant telephone 73
changing the language used
by System Answer and
Custom Call Routing 74
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changing the number of
rings for Custom Call
Routing 75

changing the number of
rings for System Answer
75

Restriction service 185, 186

Ringing service 185

Routing service 185

System Speed Dial 86

programming telephones

allowing Line Redirection
107

auxiliary ringer 196

Call Display 46

Call Forward delay 103

Call Pickup 47

changing the name of a
telephone 169

direct-dial telephones 193

Do Not Disturb 170

external autodial button 83

Forward no answer 102

Forward on busy 103

Handsfree 57

HF Answerback 58

Hotline 194

Last Number Redial 85

Link 197

page zone 112

paging 112

priority call 66

Redirect ring 107

Saved Number Redial 89

Set lock 195

User Speed Dial 86, 87

Q

BUIT 208

R
recording programming 13
redialing
external number 85
Redir by 108
Redirect ring
programming 107
Redirect2denied 108
redirection loops 109
refusing to answer second call
170
Release a call 98
Release acall 215
Release button 17, 43
Releasze calls 215
releasing
from conference 53
releasing a call
accidentally 60
remote access 200—202
remote use
Class of Service password
203
security 201
using lines and features
from outside the system
200
replying to a message 115
reporting and recording alarms
210
Restr'n 189
Restricted call 62, 96
Restricted call 216
restricting
access to Norstar 201
feature use (see Set Lock)
telephone feature use 195
telephone programming 195
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using alternate or scheduled
services 185
Restriction service 185
retrieval codes
Call Park 98
retrieving
held call 91
parked call 98
ring
auxiliary ringer 196
changing ring type 141, 145
changing the number of
rings before call is
forwarded 34
description of types 40, 141
ring volume 141
Ringing service 187
Ring Again 68
Ring Again (ATA feature code)
175
Ring Again? 63, 68
Ringing 189
Ringing service 185
RLS button 43
Routing 189
routing calls, using Custom Call
Routing 70
Routing service 185
run/stop signal 199
S
Saved Number Redial
using 89
Saved Number Redial,
programming 89
saving a number (see Saved
Number redial)
Sched 4 190
Sched 5 190
Sched 6 190

scheduled services 185
security
recommendations 202
system 201
Select a line 63, 88
Select line out 108
Select line(s) 108, 109
Send message? 63
Service Modes (see Services)
Service Modes ON 189
Service Schedules
Evening Sched 190
Lunch Sched 190
Night Sched 190
Sched 4 190
Sched 5 190
Sched 6 190
Services
overriding 190
Restriction service 185
Ringing service 185
Routing service 185
Trunk Answer 49
turning off and on using
feature codes 187
viewing active schedules
188
Set Lock 195—196
Set locked 213
Set profile 207
SHOW 208
Show 20
signal
Link 197
Long Tones 198
Pause 198
Programmed Release 199
run/stop 199
Wait for Dial Tone 200
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special telephones 192
Speed Dial
adding or changing 28
changing User Speed Dial
144
choosing a system code 29
choosing the display 30
host system signaling codes
86
making a call 87
programming 28
programming User 87
selecting a line 29
splitting a Conference Call 52
standard dial 65
Start of list 117
Still in trnsfer 96
stopping calls from ringing at
your telephone 170
stuttered dial tone 203
suspending a call (see also Call
Park and Hold)
System Answer 69
attendant telephone 73
customizing 71
language choice 74
system dial tone 203
System Speed Dial 86
System Speed Dial (ATA feature
code) 176
T
T7316 telephone
splitting a Conference Call
52
target line 206
changing the name 169
telecommuting 183
telephone
alarm 210

attendant 73
Call Display information 46
central answering position
41, 192
changing the name 169
control 188, 195
direct-dial 192
extra-dial 187, 190, 193
Hotline 194
log calls automatically 120
M7310, illustration 15
M7324, illustration 15
mounting on wall 209
moving 169
prime 192
prime telephone 40
testing 210—212
testing
buttons 210, 211
Custom Call Routing 82
display 211
ending a session 211
handset 211
headset 212
power supply 212
System Answer 82
telephone 210
telephone speaker 212
Their list full 117
3 parties only 53
time and date
changing 26
displayed instead of
messages and calls 141
FJE MM E] 26, 191
0JE] 117
length of a call 59
time savers
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autodial 82
Saved Number Redial 89
Speed Dial 86
Timed Release
ATA feature code 176
tone
camped call tones 97
controlling length 198
remote access tones 203
voice call 118
Tones (ATA feature code) 177
tracking incoming calls
Call Log 120
transfer (see Call Transfer)
Transfer denied 96
transferring calls 94
Callback 100
Custom Call Routing 70
parking a call 98
using Camp-on 97
transmission rates, with internal
analog terminal adapter 177
troubleshooting
internal analog terminal
adapter 178
reporting and recording
alarms 210
testing the headset 212
testing the power supply 212
testing the speaker in the
handset 211
testing the telephone
buttons 211
testing the telephone display
211
testing the telephone
speaker 212
using the alarm telephone
210

Trunk Answer 49

ATA feature code 176, 177
U
understanding programming 13
Unequipped line 108
Unknown name 124
Unknown number 88
until * 189
UPDATE 25
Uze line Fool? 215
User Preferences 142—146

RJ 191

User Speed Dial 86, 144
using Norstar remotely 200—202
using this guide 13
\Y
videoconferencing 183
UIEW 208
viewing

active Services 188

Call Log 122

messages 115, 116
Voice Call 118—119
Voice call 119
voice mail

accessing your Norstar

system 126

using Call Forward 105
volume

bar 209

control 209
W
Wait for Dial Tone 200
wall mounting telephones 209
Y
Your list full 117
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After you have finished programming, store
your Norstar Programming Overlay in the
slots provided on the back cover.

Aprés avoir terminé la programmeation,
rangez lagrille Norstar dans les fentes
prévues a cet effet alafin de ce guide.

Cuando haya terminado de programar,
inserte en estas ranuras su Plantilla de
programacién Norstar que se encuentraen la
contra tapa.

\/’
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	Preventing a telephone from using Last Number Redial
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	Tip
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	4. Press �.
	5. Press ‘ three times. The display shows Restrictions.
	6. Press � twice.
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	Handling many calls at once
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	Tip
	Retrieving a held call
	Holding automatically
	If your line has been programmed with full autohold, you can switch from one call to another and ...
	Listening on hold

	If you have been put on hold, you can hang up the handset while you wait for the other person to ...
	1. Press ³.
	2. Hang up the handset.
	3. Press the line button of the call. You may hear indications from the far end that you are on h...
	4. When the person you were talking to returns you hear them through your telephone speaker. Lift...


	Tip
	Holding a call exclusively
	You can put a call on Exclusive Hold so that it can be retrieved only at your telephone.


	Using Call Queuing
	If you have more than one call ringing at your telephone, you can choose the call that has the hi...


	Transferring calls
	Using the transfer feature
	Transfer allows you to direct a call to a telephone in your Norstar system, within the Norstar ne...
	Transferring a call
	1. Press ²‡‚.
	2. Call the person to whom you want to transfer the call.
	3. If you want to talk to the person to whom you are transferring the call, wait for them to answ...
	4. When you are ready to complete the transfer, press ® or JOIN.

	Transferring external calls
	Canceling a transfer
	1. Press ²£‡‚ or CANCL.
	2. If you are not reconnected to your original call, press ® and then press the line key of the o...



	Using Camp-on
	You can transfer an external call to another telephone, even if all its lines are busy.
	1. Press ²°¤.
	2. Dial the number of the telephone you want to camp the call to.


	Parking a call
	You can suspend a call so that it can be retrieved from any telephone in your system.
	1. Press ²‡›.
	2. Use the Page feature (²ﬂ‚) or press PAGE to announce the retrieval code displayed by your tele...
	Retrieving a parked call
	1. Select an internal line. (On the M7100 or T7100 telephone, pick up the handset.)
	2. Dial the Call Park retrieval code.

	Using Call Park

	Tip

	Using Callback

	Forwarding your calls
	Forwarding your calls to another Norstar telephone
	Canceling Call Forward
	Using Call Forward at your telephone
	Tip
	Tip
	Overriding Call Forward
	Changing the automatic Call Forward settings for a telephone
	Changing Forward no answer
	Tip
	Changing the delay before a call is forwarded
	Forward on busy
	Tip
	DND on Busy
	Tip
	Call Forward and Voice Mail
	If you have a voice mail system and want it to pick up unanswered calls automatically


	Line Redirection
	Turning on Line Redirection
	1. Press ²°›.
	2. Select the outgoing line to be used for redirected calls.
	3. Enter the number to which calls are to be redirected (the ways you can do this are listed below).
	4. Select the lines to be redirected.
	Enter the telephone number to which you want to redirect calls by using one of the following meth...

	Tip
	Canceling Line Redirection
	1. Press ²£°›.
	2. Select the lines you no longer want to be redirected.

	Allowing a telephone to redirect calls
	You need the programming template found at the front of this guide. See ‘‘Getting started with No...
	1. Press ²••¤ﬂﬂ‹››.
	2. Press ¤‹ﬂ›ﬂ (the default System Coordinator password).
	3. Press � and enter the internal number of the telephone you want to program.
	4. Press � twice.
	5. Press “ three times. The display shows Allow redirect:.
	6. Press CHANGE to select Y (Yes) or N (No).


	Turning the redirect ring for a telephone on or off
	You need the programming template found at the front of this guide. See ‘‘Getting started with No...
	1. Press ²••¤ﬂﬂ‹››.
	2. Press ¤‹ﬂ›ﬂ (the default System Coordinator password).
	3. Press � and enter the internal number of the telephone you want to program.
	4. Press � twice.
	5. Press “ twice. The display shows Redirect ring:.
	6. Press CHANGE to select Y (Yes) or N (No).


	Tip
	How Line Redirection is different from Call Forward
	Using Line Redirection


	Communicating in the office
	Paging
	Making a page announcement
	1. Press ²ﬂ‚.
	2. Choose a page type. Page types are:
	3. If necessary, choose a zone.
	4. Make your announcement.
	5. Press ®.

	Tip
	Activating and deactivating the ability to page
	You need the programming template found at the front of this guide. See ‘‘Getting started with No...
	1. Press ²••¤ﬂﬂ‹››.
	2. Press ¤‹ﬂ›ﬂ (the default System Coordinator password).
	3. Press � and enter the internal number of the telephone you want to program.
	4. Press � twice.
	5. Press ‘ seven times. The display shows Paging.
	6. Press CHANGE to select the setting: Y (Yes) or N (No).


	Creating page zones
	Tip
	You need the programming template found at the front of this guide. See ‘‘Getting started with No...
	1. Press ²••¤ﬂﬂ‹››.
	2. Press ¤‹ﬂ›ﬂ (the default System Coordinator password).
	3. Press � and enter the internal number of the telephone you want to program.
	4. Press � twice.
	5. Press ‘ six times. The display shows Page Zone.
	6. Press CHANGE to select the setting: 1, 2, 3, or None.


	Tip
	Tip
	Using Page with external paging equipment

	Sending messages using the display
	Sending a message
	If your reply to a message is forwarded or is answered at another telephone using the Call Pickup...
	1. Press ²⁄.
	2. On a telephone with a two�line display, press ADD. (This step is not necessary on a telephone ...
	3. Enter the internal number of the person you want to send the message to. The display shows Mes...


	Canceling a message you have sent
	1. Press ²£⁄. The display shows Cancel�for:.
	2. Enter the internal number of the person to whom you sent the message.

	Viewing your messages
	On a telephone with a one-line display
	1. Press ²ﬂﬁ. The display shows the first message.
	2. Press • or £ to move through your messages.

	On a telephone with a two-line display
	1. Press MSG. The display shows the first message you received.
	2. Press NEXT to move through your messages.


	Replying to a message
	On a telephone with a one-line display
	On a telephone with a two-line display

	Removing items from your message list
	On a telephone with a one-line display
	On a telephone with a two-line display

	Viewing messages you have sent
	On a telephone with a two�line display, you can view the messages you have sent.
	1. Press ²⁄.
	2. Press SHOW to display your first sent message.
	3. Press NEXT to move through your sent messages.



	Using Voice Call
	Tip
	Making a Voice Call
	Muting Voice Call tones
	When a voice call begins at your telephone, you hear a beep every 15 seconds as a reminder that t...

	Answering a Voice Call without touching your telephone
	If Handsfree Answerback is assigned to your telephone, you can respond to a voice call without to...

	Tip
	Preventing Voice Calls to your telephone using Voice Call Deny
	Canceling Voice Call Deny


	Tracking your incoming calls
	Using Call Log
	Call Log creates a record of incoming external calls. For each call the log could contain:
	Call Log can help you to

	Call Log options
	You can select the type of calls to be stored in your Call Log. Choose from four Autolog options:...
	1. Press ²•°›. The current option displays.
	2. Press £ or NEXT to change the option.
	3. Press ² or OK to select the display option.


	Logging a call manually
	If your calls are not automatically logged, you can manually log call information when you are co...

	Deleting old log items
	Your log has a set number of items that it can hold. When it becomes full, new calls cannot be lo...

	Viewing your Call Log
	To view your log
	1. Press ²°⁄¤. The display shows the number or previously read items (old) and the number of new,...
	2. Press • or OLD to view old items; press £ or NEW to view new items.
	3. Press ‚ or RESUME to display the last item you viewed, the last time you viewed your Call Log.


	Viewing a Call Log item
	Erasing log items
	You should routinely erase log items that you have read, to make space for new items in your log.
	1. Display the item you want to erase.
	2. Press ³ or ERASE.
	3. Press ® to exit.
	1. Press ³ or UNDO immediately after accidentally erasing an item.
	2. Press ® to exit.


	Making a call using Call Log
	To place a call
	1. Display the log item for the call you want to place.
	2. Display the associated telephone number.
	3. Press Ã or TRIM, once for every digit that you want to remove.
	4. Dial any extra digits required.
	5. Press an external line or line pool button.
	6. Lift the handset. (This is not necessary if Handsfree is programmed at your telephone.) The di...


	Creating a password to your Call Log
	You have the option of accessing your Call Log through a password.
	1. Press ²•°ﬁ. The displays shows New passwrd:.
	2. Enter your four�digit password. The display shows Repeat New:.
	3. Re-enter your four�digit password. The display shows Password�changed, which confirms that you...

	To enter Call Log using your password
	1. Press ²°⁄¤ to enter Call Log. If you have programmed a password, the display shows Password:.
	2. Enter your four�digit password.


	Changing your Call Log password
	1. Press ²•°ﬁ. The display shows Old passwrd:.
	2. Enter your old password. The display shows New passwrd:.
	3. Enter your new four�digit password. The display shows Repeat New:.
	4. Re�enter your password. The display shows Password changed, which confirms that your password ...

	Deleting an assigned password
	1. Press ²•°ﬁ. The display shows Old passwrd:.
	2. Enter your old password. The display shows New passwrd:.
	3. Press ³ or OK. The display shows No pswd assigned, which confirms that your password has been ...

	Programming a telephone to log calls automatically
	Using Voice mail

	Customizing your telephone
	Finding out what a button does using Button Inquiry
	Making the display darker or lighter using Contrast adjustment
	1. Press ²•‡.
	2. Press a number on the dialpad to choose the contrast level you like best.

	Changing the language on the display
	English
	French
	Spanish

	Programming a feature code onto a memory button
	Programming feature buttons
	Any memory button not programmed as an external or internal line, target line, Answer button, or ...
	1. Press ²•‹.
	2. Press the memory button you want to program with a feature.
	3. Enter the appropriate feature code you want to assign onto the button.


	Tip
	Erasing a feature button
	1. Press ²•⁄.
	2. Press the feature button.
	3. Press ² or OK to erase the button.


	Labeling your set
	Applying button labelling
	Business Series Terminals
	Norstarf button caps

	Tip
	Identifying the telephones
	1. Write the individual telephone numbers on the labels and attach them to the appropriate Norsta...
	2. Write the telephone number and the internal number on the appropriate handset card for each ty...
	3. Cover the handset card underneath the handset of each telephone with the plastic lens.

	T7316 Business Series Terminal button defaults
	Upper level buttons

	T7316 BST lower button assignments
	M7310 telephone button defaults
	M7310 lower button assignments

	Default button assignments
	Rules of default button assignment
	M7100 and T7100 telephone button defaults
	M7208 telephone button defaults

	Tip
	M7310 telephone dual-memory button defaults
	M7324 telephone button defaults

	Tip

	Moving line buttons
	You cannot move intercom, answer or Handsfree/Mute buttons onto a CAP module.
	1. Press ²•°⁄.
	2. Press the button you want to move the line from.
	3. Press the button you want to move the line to.


	Changing the type of ring
	You can choose one of four distinctive rings for your telephone. This makes it easier to identify...
	1. Press ²•ﬂ.
	2. Press ⁄, ¤, ‹, ›, or NEXT. You hear the selected ring for two seconds.
	3. Repeat until you hear the ring you prefer, then press ³ or OK.


	Adjusting the Ring volume
	1. Press ²•°‚. The telephone rings.
	2. Press Ã to adjust the volume; left end for lower and right end for higher.

	Hiding the message or calls indication
	The display that shows you have messages or calls can be replaced with the current time and date....
	If you are using a telephone with a single-line display, the message or call indication is hidden.
	1. Press ²°‚ﬂ. The current time and date appears on the top line of the display.
	2. Press MSG or ²ﬂﬁ to see your messages, or press CALLS or ²°⁄¤ to see your calls.

	Restoring the messages and calls indication


	User Preferences
	Using User Preferences
	1. Press ²••ËÍ‰Â (²••°‡‹‡).
	2. Enter your System Coordinator or Basic password (the default passwords are ¤‹ﬂ›ﬂ and ¤¤‡›¤).
	After you enter the proper password, the display shows you the telephone with the lowest internal...
	1. Press ‘ to move through all the telephones on the system.
	2. Press � when you see the telephone you want to change. The display shows the model number of t...
	3. Press ‘ to move through all the subheadings in User Preferences.


	Changing button programming
	If the telephone has a CAP module, you can press CAP1 to see the buttons on the module.

	Changing User Speed Dial
	1. Press � at User Speed Dial. The display shows the number of speed dial codes that are available.
	2. Press ‘ to see the first speed dial code (71).
	3. Press ‘ to move through all the speed dial codes.
	4. Press � at the code you want to change.
	5. Press CHANGE and enter the telephone number the same way you would dial it on the telephone.
	6. Press OK.
	7. Press ‘ and choose the line (or enter a code for a line pool) the speed dial code should use.

	Changing Call Log options
	1. Press � at Call log opt’ns…
	2. Press CHANGE until you see the option you want to use. See ‘‘Call Log options’’ on page 121

	Changing how calls are dialed
	1. Press � at Dialing opt’ns…
	2. Press CHANGE until you see the option you want to use.

	Changing the language used on the display
	Making the display lighter or darker
	Changing the ring on the telephone

	Programming Hunt Groups
	Adding or removing members from a group
	1. Place the programming overlay on a T7316, M7310 or M7324 telephone.
	2. Press ²••¤ﬂﬂ‹›› (CONFIG). The display shows Password:.
	3. Press ¤‹ﬂ›ﬂ (ADMIN). The display shows Terminals&Sets.
	4. Press ‘ until the display shows System prgrming.
	5. Press �. The display shows Hunt groups.
	6. Press �. The display shows Show group.
	7. Enter the Hunt Group number you want to program (1-6).
	8. Press �. The display shows Member DNs:.
	9. Press �. The display shows the members for that group.
	10. Press ADD to add a member or press REMOVE to remove a member from the group.
	11. Press ® to exit or ‘ to continue programming.
	Moving members of a group
	1. Place the programming overlay on a T7316, M7310 or M7324 telephone.
	2. Press ²••¤ﬂﬂ‹›› (CONFIG). The display shows Password:.
	3. Press ¤‹ﬂ›ﬂ (ADMIN). The display shows Terminals&Sets.
	4. Press ‘ until the display shows System prgrming.
	5. Press �. The display shows Hunt groups.
	6. Press �. The display shows Show group.
	7. Enter the Hunt Group number you want to program (1-6).
	8. Press �. The display shows Member DNs:.
	9. Press �. The display shows the members for that group.
	10. Press MOVE to move an existing member to another place within the Hunt Group. The display sho...
	11. Enter the new position number for the extension.
	12. Press ® to exit or ‘ to continue programming.


	Assigning or unassigning lines to a group
	1. Place the programming overlay on a T7316, M7310 or M7324 telephone.
	2. Press ²••¤ﬂﬂ‹›› (CONFIG). The display shows Password:.
	3. Press ¤‹ﬂ›ﬂ (ADMIN). The display shows Terminals&Sets.
	4. Press ‘ until the display shows System prgrming.
	5. Press �. The display shows Hunt groups.
	6. Press �. The display shows Show group.
	7. Enter the Hunt Group number you want to program (1-6).
	8. Press �. The display shows Member DNs:.
	9. Press ‘. The display shows Line assignment.
	10. Press �. The display shows Show line:.
	11. Enter the line number you want to program and press SCAN to go to the first line assigned to ...
	12. Press CHANGE to program the line as Unassigned or Assigned. *HGnn* means the line is assigned...
	13. Press ® to exit or ‘ to continue programming.

	Setting the distribution mode
	1. Place the programming overlay on a T7316, M7310 or M7324 telephone.
	2. Press ²••¤ﬂﬂ‹›› (CONFIG). The display shows Password:.
	3. Press ¤‹ﬂ›ﬂ (ADMIN). The display shows Terminals&Sets.
	4. Press ‘ until the display shows System prgrming.
	5. Press �. The display shows Hunt groups.
	6. Press �. The display shows Show group.
	7. Enter the Hunt Group number you want to program (1-6).
	8. Press �. The display shows Member DNs:.
	9. Press ‘ until the display shows Mode.
	10. Press CHANGE to set the mode: Sequential, Rotary, Broadcast.
	11. Press ® to exit or ‘ to continue programming.

	Setting the hunt delay
	1. Place the programming overlay on a T7316, M7310 or M7324 telephone.
	2. Press ²••¤ﬂﬂ‹›› (CONFIG). The display shows Password:.
	3. Press ¤‹ﬂ›ﬂ (ADMIN). The display shows Terminals&Sets.
	4. Press ‘ until the display shows System prgrming.
	5. Press �. The display shows Hunt groups.
	6. Press �. The display shows Show group.
	7. Enter the Hunt Group number you want to program (1-6).
	8. Press �. The display shows Member DNs:.
	9. Press ‘ until the display shows Hunt delay.
	10. Press CHANGE to select the setting: 1, 2, 3, 4, 5, 6, 7, 8, 9, 10.
	11. Press ® to exit or ‘ to continue programming.

	Programming busy line setting
	1. Place the programming overlay on a T7316, M7310 or M7324 telephone.
	2. Press ²••¤ﬂﬂ‹›› (CONFIG). The display shows Password:.
	3. Press ¤‹ﬂ›ﬂ (ADMIN). The display shows Terminals&Sets.
	4. Press ‘ until the display shows System prgrming.
	5. Press �. The display shows Hunt groups.
	6. Press �. The display shows Show group.
	7. Enter the Hunt Group number you want to program (1-6).
	8. Press �. The display shows Member DNs:.
	9. Press ‘ until the display shows If busy:.
	10. Press CHANGE to set the mode: BusyTone, Overflow, Queue.
	11. Press ® to exit or ‘ to continue programming.

	Programming the queue time-out
	1. Place the programming overlay on a T7316, M7310 or M7324 telephone.
	2. Press ²••¤ﬂﬂ‹›› (CONFIG). The display shows Password:.
	3. Press ¤‹ﬂ›ﬂ (ADMIN). The display shows Terminals&Sets.
	4. Press ‘ until the display shows System prgrming.
	5. Press �. The display shows Hunt groups.
	6. Press �. The display shows Show group.
	7. Enter the Hunt Group number you want to program (1-6).
	8. Press �. The display shows Member DNs:.
	9. Press ‘ until the display shows Q Timeout:.
	10. Press CHANGE to set the queue time-out: 15, 30, 45, 60, 120, 180.
	11. Press ® to exit or ‘ to continue programming.

	Programming the overflow set
	1. Place the programming overlay on a T7316, M7310 or M7324 telephone.
	2. Press ²••¤ﬂﬂ‹›› (CONFIG). The display shows Password:.
	3. Press ¤‹ﬂ›ﬂ (ADMIN). The display shows Terminals&Sets.
	4. Press ‘ until the display shows System prgrming.
	5. Press �. The display shows Hunt groups.
	6. Press �. The display shows Show group.
	7. Enter the Hunt Group number you want to program (1-6).
	8. Press �. The display shows Member DNs:.
	9. Press ‘. The display shows Overflow:.
	10. Press �. The display shows Overflow:HGn.
	11. Press CHANGE to change the overflow position.
	12. Enter the new overflow position.
	13. Press ® to exit or ‘ to continue programming.

	Setting the name
	1. Place the programming overlay on a T7316, M7310 or M7324 telephone.
	2. Press ²••¤ﬂﬂ‹›› (CONFIG). The display shows Password:.
	3. Press ¤‹ﬂ›ﬂ (ADMIN). The display shows Terminals&Sets.
	4. Press ‘ until the display shows System prgrming.
	5. Press �. The display shows Hunt groups.
	6. Press �. The display shows Show group.
	7. Enter the Hunt Group number you want to program (1-6).
	8. Press �. The display shows Member DNs:.
	9. Press ‘. The display shows Name:.
	10. Press CHANGE.
	11. Using the dialpad, enter the name of the Hunt Group.
	12. Press ‘ to store the name.
	13. Press ® to exit or ‘ to continue programming.


	Using the Hospitality features
	Hospitality passwords
	Desk pswd
	1. Place the appropriate programming overlay on the set you are using to do programming.
	2. Press ²••¤ﬂﬂ‹›› (CONFIG). The display shows Password:.
	3. Press ¤‹ﬂ›ﬂ (ADMIN). The display shows Terminals&Sets.
	4. Press ‘ until the display shows Hospitality.
	5. Press �.
	6. Desk pswd:4677 displays.
	7. Press CHANGE.
	8. New pswd: displays
	9. Enter a new password, then press OK.

	Cond pswd
	1. Place the appropriate programming overlay on the set you are using to do programming.
	2. Press ²••¤ﬂﬂ‹›› (CONFIG). The display shows Password:.
	3. Press ¤‹ﬂ›ﬂ (ADMIN). The display shows Terminals&Sets.
	4. Press ‘ until the display shows Hospitality.
	5. Press �.
	6. Press ‘
	7. Cond pswd:None displays.
	8. Press CHANGE.
	9. New pswd: displays
	10. Enter a new password, then press OK.


	Room/desk information
	Programming room information
	1. Place the appropriate programming overlay on the set you are using to do programming.
	2. Press ²••¤ﬂﬂ‹›› (CONFIG). The display shows Password:.
	3. Press ¤‹ﬂ›ﬂ (ADMIN). The display shows Terminals&Sets.
	4. Press ‘ until the display shows Hospitality.
	5. At the Hospitality heading, press � until Room/desk info displays.
	6. Press �. Show set: displays.
	7. Enter a room set number or press LIST and press ‘ until you find the DN of the set you want to...
	8. Press �. Room #:None displays.
	9. Press CHANGE and enter the room number, then press OK to accept the change.
	10. Repeat step 6 for all the sets you want to assign.
	11. Press ‘. Adm pwd req’d:Y displays
	12. Press CHANGE and choose Y or N, depending on your security requirements.
	Call restrns
	1. Place the appropriate programming overlay on the set you are using to do programming.
	2. Press ²••¤ﬂﬂ‹›› (CONFIG). The display shows Password:.
	3. Press ¤‹ﬂ›ﬂ (ADMIN). The display shows Terminals&Sets.
	4. Press ‘ until the display shows Hospitality.
	5. At the Hospitality heading, press � until Call restrns displays.
	6. Press �. Vacant:00 displays.
	7. Press CHANGE and enter the filter that defines the restrictions for your hospitality system. T...
	8. Repeat steps 2 and 3 for the other room occupancy states.

	Service times
	1. Place the appropriate programming overlay on the set you are using to do programming.
	2. Press ²••¤ﬂﬂ‹›› (CONFIG). The display shows Password:.
	3. Press ¤‹ﬂ›ﬂ (ADMIN). The display shows Terminals&Sets.
	4. Press ‘ until the display shows Hospitality.
	5. At the Hospitality heading, press � until Service time displays.
	6. Press �. Hour: 00 displays.
	7. Press CHANGE and enter the hour (00 to 23).
	8. Press �. Minutes: 00 displays.
	9. Press CHANGE and enter the minutes (00 to 59).


	Using the room/set programming
	Setting dialing filters by room state
	1. Press ²°‡·.
	2. Enter the Desk admin password if you are prompted for a password.
	3. The set displays: Oc of rm#::
	4. Enter the room number and press OK..
	5. The set displays rrrrr:Vacant.
	6. Press the CHANGE display key and select the required status for the room set.
	7. To program other rooms, press the FIND or NEXT display key and return to step 3.
	8. Press ® to exit.

	Setting the room condition
	Using the room set
	1. Press ²°‡ﬂ on a digital set or ˚•°‡ﬂ on an analog set.
	2. At the prompt, set the status of the room. Note: You may be required to enter a Room condition...
	3. Press ® to exit.

	Using the admin set
	1. Press ²°‡°.
	2. Enter the Desk admin password if you are prompted for a password. The set displays: Cd of rm#:
	3. Enter the room number and press OK. The set displays rrrrr:Vacant.
	4. To update the condition, press CHANGE and select the required status. To query the condition o...
	5. Press ® to exit.



	Programming the alarm feature
	1. Place the appropriate programming overlay on the set you are using to do programming.
	2. Press ²••¤ﬂﬂ‹›› (CONFIG). The display shows Password:.
	3. Press ¤‹ﬂ›ﬂ (ADMIN). The display shows Terminals&Sets.
	4. Press ‘ until the display shows Hospitality.
	5. At the Hospitality heading, press � until Alarm displays.
	6. Press �. Attn attempts:3 displays.
	7. Press CHANGE until you find the number you want (1-5).
	8. Press ‘. Retry intrvl:4 displays.
	9. Press CHANGE until you find the number you want (2, 4, 6, or 8).
	10. Press ‘. Attn duration: 15 displays.
	11. Press CHANGE until you find the number of seconds you want (10, 15, 20, 30, 40, 50).
	12. Press ‘. Time format:12 hr displays.
	13. Press CHANGE to choose either 12hr or 24hr.
	14. Press ‘. Expired alarms displays.
	15. Press �. Notify set:None displays.
	16. Press CHANGE to enter a set DN to be notified.
	17. Press ‘. Use tone: N displays.
	18. Press CHANGE to choose either Y (yes) or N (no).
	19. Press ® to exit or ‘ to continue programming.
	Using the Administration set to control alarms
	1. Press ²°‡‡.
	2. Enter the Desk admin password if you are prompted for a password. The set displays: al of rm#:
	3. Enter the room number.
	4. Press VIEW. The set displays Alrm: 07:00am OFF:. If the alarm time is correct, press the ON/OF...
	5. Press ® to exit.

	Using the alarm
	1. Press ²°‡ﬁ. The displays shows Alrm:07:00 OFF
	2. Do one of the following: If the alarm is correct, press ON/OFF.The set displays: Alrm:07:00am ...
	3. To enter a new time, do one of the following: If the clock uses a 24-hour format, enter an hou...
	1. Press ˚•°‡ﬁ. A tone sounds.
	2. Enter a four-digit alarm time: If the clock uses a 24-hour format, enter an hour between 00 an...

	Canceling an alarm
	Turning off an alarm


	Telephone features
	Installing Business Series Terminals
	Installing Norstar telephones
	Naming a telephone or a line
	Tip

	Moving telephones
	Stopping calls from ringing at your telephone using Do Not Disturb (DND)
	Refusing to answer a call
	Canceling Do Not Disturb
	Using Do Not Disturb
	Tip
	Using Background Music
	Turning Background Music off

	Using the device attached to the internal analog terminal adapter
	Using a data communication device with the I- ATA
	Turning off tones that can interfere with data transmissions
	Programming answering machines or modems to answer calls automatically
	Using the I-ATA with modems and fax machines
	Troubleshooting for the device attached to the I-ATA



	ISDN
	ISDN BRI
	Line access from an ISDN terminal

	ISDN BRI features
	Network Name Display for BRI
	Name and number blocking for BRI

	Service provider features
	Call Forward
	1. Select an ISDN line by selecting a line button, a line pool, or the Handsfree button, or by li...
	2. Consult your service provider for the appropriate feature code to enter on your dialpad. Liste...
	3. Enter the internal number of the telephone to which you want your calls forwarded. If the call...

	Canceling Call Forward
	1. Select an ISDN line by selecting a line button, a line pool, or the Handsfree button, or by li...
	2. Consult your service provider for the appropriate feature code to enter on your dialpad. Liste...
	3. Press ®.

	Calling the number your calls are forwarded to
	1. Select an ISDN line by selecting a line button, a line pool, or the Handsfree button, or by li...
	2. Consult your service provider for the appropriate feature code to enter on your dialpad.

	Automatic Call Back
	Automatic Recall

	ISDN BRI terminals
	ISDN applications
	Videoconferencing and video telephony
	Desktop conferencing
	File transfer
	Telecommuting
	Group 4 fax
	Remote LAN access
	Leased line backup
	LAN to LAN bridging
	Internet and database access


	Using System features
	Using alternate or scheduled services
	Preventing certain calls from being made
	Making additional telephones ring
	Changing the lines used by outgoing calls
	Turning Services on and off
	1. Press ²••¤ﬂﬂ‹››.
	2. Press ¤‹ﬂ›ﬂ (the default System Coordinator password).
	3. Press ‘ twice.
	4. Press � at Services.
	5. Press ‘ until you see the Service you want to program.
	6. Press � and ‘ until you see the schedule you want to program.
	7. Press � and use CHANGE to select the setting that works best for your office: Off, Manual or A...

	An example of how to turn on a Service manually
	1. Press ²••¤ﬂﬂ‹››.
	2. Press ¤‹ﬂ›ﬂ (the default System Coordinator password).
	3. Press ‘ twice.
	4. Press � at Services. The display shows Ringing Serviceˆ.
	5. Press �. The display shows Sched:Nightˆ.
	6. Press � and use CHANGE to set the Service to Manual.

	Turning Services on and off using feature codes
	1. Enter the appropriate feature code from a control telephone.
	2. For Restriction and Routing service you have to enter the System Coordinator or Basic password.
	3. Press NEXT to move through the schedules until the display shows the version of the service yo...
	4. Press OK to select the setting, or press QUIT to exit the feature without making any changes.
	1. Enter the appropriate feature code from a control telephone.
	2. For Restriction and Routing service you have to enter the System Coordinator or Basic password.

	Viewing the active Services from a two-line display telephone
	1. Press LIST. The display shows the first active Service and the schedule that is in use.
	2. If there are several active Services, press NEXT to see them all.
	3. Press EXIT to exit the feature.

	Viewing the active Services from a one-line display telephone
	1. Press ²°‡‚. The first active Service displays.
	2. Press £ to move through the active schedule.
	3. Press ® to exit.

	Tip

	Using passwords
	Using a Basic password
	Changing passwords
	1. Press ²••¤ﬂﬂ‹››.
	2. Press ¤‹ﬂ›ﬂ (the default System Coordinator password).
	3. Press ‘ four times.
	4. Press � at Passwords.
	5. Press ‘ until you see Progrming pswds ˆ.
	6. Press �.
	7. Press ‘ until you see the name of the password you want to change.
	8. Use �, CHANGE and the dialpad to enter the new password. Press OK to accept the new password.

	Clearing a Call Log password
	1. Press ²••¤ﬂﬂ‹››.
	2. Press ¤‹ﬂ›ﬂ (the default System Coordinator password).
	3. Press ‘ four times.
	4. Press � at Passwords.
	5. Press ‘ until the display shows Call log pswds.
	6. Press � and enter the internal telephone number of the telephone where you want to clear the C...
	7. Press �, then press CLR to clear the password.


	Using special telephones
	Direct-dial
	Changing the direct�dial telephone assignments
	1. Press ²••¤ﬂﬂ‹››.
	2. Press ¤‹ﬂ›ﬂ (the default System Coordinator password).
	3. Press � at Terminals&Sets.
	4. Enter the internal number of the telephone you want to program and press �. The display shows ...
	5. Press �.
	6. Press ‘ until the display shows D-Dial.
	7. Press CHANGE to select either Set1 or None.

	Tip
	Hotline
	Tip
	Bypassing a Hotline
	Making a telephone a hotline telephone
	Tip
	1. Press ²••¤ﬂﬂ‹››.
	2. Press ¤‹ﬂ›ﬂ (the default System Coordinator password).
	3. Press � at Terminals&Sets.
	4. Enter the internal number of the telephone you want to program and press �. The display shows ...
	5. Press �.
	6. Press ‘ until the display shows Hotline.
	7. Press CHANGE to select the type of call the hotline makes: None, Intrnl, or Extrnl.

	Control telephone

	Using Set lock
	Changing Set Lock programming for a telephone
	1. Press ²••¤ﬂﬂ‹››.
	2. Press ¤‹ﬂ›ﬂ (the default System Coordinator password).
	3. Press � at Terminals&Sets and enter the internal number of the telephone you want to program.
	4. Press �.
	5. Press ‘ until the display shows Restrictions.
	6. Press � twice.
	7. Use CHANGE to select one of the three options: None, Partial and Full.


	Using an auxiliary ringer
	Turning the auxiliary ringer for a telephone on or off
	1. Press ²••¤ﬂﬂ‹››.
	2. Press ¤‹ﬂ›ﬂ (the default System Coordinator password).
	3. Press � at Terminals&Sets.
	4. Enter the internal number of the telephone you want to program and press �. The display shows ...
	5. Press �.
	6. Press ‘ until the display shows Aux. ringer.
	7. Use CHANGE to select Y (Yes) or N (No).

	Using Host System dialing signals
	Link
	Preventing a telephone from using Link
	1. Press ²••¤ﬂﬂ‹››.
	2. Press ¤‹ﬂ›ﬂ (the default System Coordinator password).
	3. Press � and enter the internal number of the telephone you want to program.
	4. Press �.
	5. Press ‘ three times. The display shows Restrictions.
	6. Press � twice.
	7. Press ‘ three times. The display shows Allow link:.
	8. Press CHANGE to choose Y (Yes) or N (No).

	Tip
	Pause
	Long Tones
	1. While on a call, press ²°‚°.
	2. Press the dialpad buttons to produce the appropriate tones. Each tone sounds for as long as yo...

	Programmed Release
	Run/Stop
	Wait for Dial Tone
	Using pulse dialing for a call
	Using your Norstar system from an external location
	Controlling access to your Norstar system
	Direct inward system access (DISA)
	Class of Service (COS)
	Maintaining security
	Accessing Norstar remotely over the public network
	1. Dial the Norstar system’s remote access number.
	2. When you hear a stuttered dial tone, enter your COS password.
	3. Wait for the system dial tone.

	Tones
	Using Class of Service (COS) passwords
	Changing your Class of Service
	1. Press ²ﬂ°.
	2. Enter your six-digit COS password.


	Tip


	General System features
	Disconnect supervision
	Hunt Groups
	Internal numbers
	Line assignment
	Target line
	Line pools
	Overflow call routing
	Tips
	Memory buttons
	One�line display
	Other display buttons, such as OK and SHOW, perform essential functions. For a one�line display t...

	Prime line
	Private lines
	Volume bar
	Wall mounting


	Troubleshooting
	Using the alarm telephone
	Reporting and recording alarm codes
	1. Record the alarm number.
	2. Press TIME and record the time displayed.
	3. Call your installer or customer service representative and report the alarm code.
	4. After speaking to your installer or customer service representative, press CLEAR.

	Testing the telephone
	Tip
	Testing the telephone display
	1. Press ²°‚ﬁ. The display shows Display test.
	2. Press TEST or ³ to go ahead with a display test.
	3. Adjust the contrast for the telephone display so you are able to see the test results clearly....
	4. Press OK or ³ to go ahead with the test.

	Testing the telephone buttons
	1. Press ²°‚ﬁ, then £ or NEXT.
	2. Press TEST or ³ to go ahead with a button test.
	3. Press button to see its function. If the button you pressed uses an indicator, it should turn ...
	4. Pressing the ® button puts Rls button on the display briefly and returns you to the Button tes...

	Testing the speaker in the telephone handset
	The handset test is not available if you have a headset plugged into the telephone.
	1. Press ²°‚ﬁ, then £ or NEXT twice. The display shows Handset test.
	2. Press TEST or ³ to go ahead with a handset test.
	3. Pick up the handset and listen. You should hear dial tone through the handset at a maximum vol...


	Testing the telephone headset
	1. Press ²°‚ﬁ, then £ or NEXT until the display shows Headset test.
	2. Press TEST or ³ to go ahead with a headset test.

	Testing the telephone speaker
	1. Press ²°‚ﬁ, then £ or NEXT until the display shows Speaker�test.
	2. Press TEST or ³ to go ahead with a speaker test.

	Testing the power supply to a telephone
	1. Press ²°‚ﬁ, then £ or NEXT until the display shows Power�test.
	2. Press TEST or ³ to go ahead with a power supply test.
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	Backup programming overlays
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