MENU BUTTONS:

Menu – Used to enter Softkey Area.
Exit – Used to exit the Softkey Area.
Softkey – four buttons located below display.
Prev / Next – Used to go from screen to screen.
SPEED DIALS:

HARDKEYS – Blank Buttons on the face of the phone
· Press Menu button.
· Press Program button (Prog).

         (You may have to press the Next button to locate

          Prog button).

· Press blank button you wish to program.
· Enter number and then # to complete.

SOFTKEYS – In the Display at the top of the phone
· Press Menu button.

· Press Prog (Program button).

         (You may have to press the Next button to locate

          Prog button).

· Press Menu button again.

· Press AD button you wish to program.

(You may have to press the Next button to   locate AD’s).
· Change number: (1) Yes    (2) No

· Enter response:   1 or 2
· Dial the telephone number you wish to store. 
       (Include 99 or 97 if it’s an outside number)

· Press # to confirm.

· Enter label:   (1) Yes   (2) No

· Spell out label on dial pad up to 5 characters.

(Pressing the dial pad key enters the first letter on the key.  Continue to press the key until the character you want appears.   If the next letter you want appears on the same key, press “ * “ to advance to next space).

· Press # to confirm.   Hang up.

VOICE FEATURES:
Abbreviated Dialing (AD) -

Allows you to store selected telephone numbers for quicker and easier dialing.  (See Speed Dials instruction)
Button View - (btn-view) allows you to see what is programmed behind a button. Press Btn-view then press desired call appearance.  (See opposite page)
Call Pickup – Allows you to answer a specified persons call at your telephone for another person.

(Programmable by System Administrator Only; see

opposite page)
Conference – Allows you to add parties to a call, so that you may conduct a 6-way conference on a multi-line telephone.  (See opposite page)
Drop – Disconnects from a call without requiring you to hang up the handset or press the hook-switch.  You will hear dial tone again after pressing this button. This feature can also be used to disconnect the last party added to a conference call.  (See opposite page) 

Program - Program button can be used to Program AD buttons.  (See Speed Dials instruction)
Send Calls – Temporarily sends all your calls to your first point of coverage when you will be away from your desk for awhile, or when you do not wish to be interrupted by telephone calls.  Your first point of coverage is where your calls go FIRST when you do not answer. 
(See opposite page)

Transfer – Transfers a call from your telephone to another extension or outside number.  (See opposite page)
Auto Call back – When an extension is busy or not answering, system will automatically ring your extension when the extension becomes available.

(See opposite page)
Call-Forward – Allows you to forward your calls to another extension number, pager or cell phone (you must have the correct call permission diversions to pager and cell phones).  (See opposite page)
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U.S. NAVY GUAM

The purpose of this guide is to give you some basic information about your new telephone and its features.  
Dialing Instructions
GTA Local Calls:

· Dial 99 + the seven digit number.

Toll Free:

· Dial 99 + 1 + 800 + the seven digit number.

FTS Long Distance Calls (Navy Base Communications “Authorization Code” required):
·       National: dial 97 + 1 + area code + seven digit number.

· International: dial 97+011+country code + area code + rest of number.

DSN Direct Dialing:

· For Pacific, dial 94 + seven digit number or just the seven number.

· For out of area, dial 94 + DSN area code + seven digit number or just the DSN area code + the seven number.

Examples: 944301110 or 4301110

                 943126925476 or 3126925476




               (continue on opposite page)
Telephone Functions

CALL APPEARANCES   (LINES)
You have one number and two lines. The Call Appearances are located as Line 1 & 2 on the face of your phone.  Line 1 is for incoming line only. You can only dial out on Line 2. You’ll never receive an incoming call on Line 2.

SELECTING A RING PATTERN

To choose one of eight personalized ringing patterns:

· While on-hook, press Conf button.
· Continue to press (and then release) Conf to cycle through rings.

· Stop pressing Conf to choose desired ring pattern.
Fixed Buttons
CONFERENCE

To add additional parties to an existing phone call (total of  5 parties plus yourself = 6):

· Press Conf button.
[dial tone]
· Dial number of party you wish to add to call.

· Wait for party to answer.

· Press Conf button.
If no answer, retrieve call by pressing flashing extension button.

The display will show the number of other parties on the call.

Conference participants can be gathered, and call can be subsequently transferred to another phone.
CONFERENCE Active Call With Call On Hold
· While on active call, press Conf button.      [dial tone]
· Press the call appearance of first call holding.
(Slow flashing on call appearance button)

· Press Conf button again.
HOLD
· Press Hold button to put call on hold to answer another call, make a call, or perform another task (the display changes to origin of the next call).

· To return to held call, press flashing extension button.
MUTE

· Press Mute button to prevent other party from hearing you 

         (red lamp on).

· Press Mute again to resume talking (red lamp off).
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· Indicates you have new voicemail messages.  (Voice Mailbox can be subscribed at Navy Base Comm.)
Transfer
· While on a call, press Transfer (Trnsfr) button.  [dial tone]
· Dial extension number and introduce call.
· Press Transfer (Trnsfr) button or hang-up to complete.

· If  no answer, busy or have dialed the wrong number, press the call appearance where call is being held to retrieve the call.

REDIAL
· To automatically redial last number dialed, internal or external, press Redial button.
(Calls dialed with account codes will not be able to be redialed.)
SPEAKERPHONE
· Press Speaker (Spkr) button.
· Place or answer a call.

· Adjust the speakerphone volume if necessary.
VOLUME Control

· Controls volume of ringer while handset is on-hook.

· Controls volume of handset while handset is off-hook.

· Controls volume of speakerphone while speaker is active.
Feature Buttons

BUTTON-VIEW
· Press the Menu button.
· Press Button View (BtnVu).
· Press button you wish to view.
CALL FORWARDING                          
· Press Call Forward key.
· Dial the number to be forwarded to, then hang up.

(The Button will illuminate green to confirm activation.)
· To Cancel – Press Call Forward again.

DROP
· Press the Menu button.
· While on a conference call, press the Drop to release the last call added to the conf.
CALL PICKUP                                                   
· Press the Call Pickup key.
· (The display will show the called information)
· Caller on the line.
SEND CALLS                                     

· Press the Send Calls (SAC) to activate.

(The button will illuminate green to confirm activation.)

· Press again to de-activate.
VOICE MAILBOX Access
· Press Voicemail key.
· Follow the voice prompts. Refer to the voicemail user guide for further instructions

AUTO CALLBACK
· Dial an extension; if busy or not answering press Auto Callback.  System will automatically ring your extension when extension becomes available. 
· To deactivate, press Auto Callback .
(The Button will illuminate green to confirm activation.)

MALICIOUS CALL  (MCT)  ACTIVATE
· Press MCT-Activate button.

(This will activate a malicious call trace)

Dialing Instructions (continued)
DSN Area Codes:

· 312 = CONUS

317 = Alaska

· 313 = Caribbean

318 = Southwest Asia/Bahrain

· 314 = Europe

319 = Canada

· 315 = Pacific

IT&E Long Distance Calls:
· Direct Dial using IT&E authorization code:

Dial 99012 + country code + area code + rest of the number.

· Direct Dial charged to IT&E Econo-Charge Card:

Dial 99016 and follow voice prompts.

Country Direct:

To speak to the Operator in your own language or to place a collect call:

· 99+1+800+CALLATT (225-5288)  ..  AT&T U.S.A.

· 99+1+800+COLLECT (265-5328)  ..  MCI Services.

· 99+1+800+888-8000  ..  to charge call to MCI Card.

· 99+1+888+316-8744  ..  ..  PLDT Philippines

· 99+1+888+264-8576  ..  ..  KDD Japan

· 99+1+888+262-8610  ..  ..  TELSTRA Australia

· 99+1+888+907-8282  ..  ..  DACOM South Korea

· 99+1+888+865-8581  ..  ..  KT South Korea

