    
 Really Quick Reference Guide
1) General:
Dial externally: 9, telephone N1
Dial internally: extension N1/assigned key

Answer incoming call: pick up handset

Answer incoming call not ringing on your handset: 40

Transfer: press transfer then extension N1 or assigned key

Page 1 extension: extension N1 then *

Page all extensions: 63*

Conference: dial extn N1, CONF, repeat (max. 3 people)

2) Call forward:
All calls: FWD/DND, 2-extension N1
On busy/no answer: FWD/DND, 5-extension N1 (VM is 265)

To mobile/external N1: FWD/DND, 69-external N1, #

To cancel all forwarding: FWD/DND, 0

3) Speed dialling (see section 6):
Personal (0-9): AUTODIAL, code 

System (000-499):  AUTODIAL, code 

4) Voice mail:
If your message light is lit: you have a message.  

Press this key or dial 265 to go into your mail-box.  

Shortcut to changing your greeting: Dial 5, 1, 1, record …

5) Personalising Keys:

Handset programming: PROG - 99 – KEY – (0-2) – STORE…

Line key: 0, 01-30 (Line N1)

Extension key: 1, 201… (Extension N1)

Feature key: 2, … (Feature code) (i.e. 7105-265 forwards to Voice Mail)

6) Information storing (personal codes are 0-9, system codes are 000-499):

Personal (STA) N1s: 60, enter code (0-9), enter N1 (include 9 - CONF), #

Names: PROG 99 ** enter code (0-9), NEXT, type name (alphabet on N1 keys), STORE     (NEXT on t

System programming: PROG,  **, 1234, 001/002…               transfer = cancel

001 N1s: NEXT, enter N1 (include 9- CONF) STORE

002 Names: NEXT, type name (alphabet is on N1 keys)

Any queries – call Callmaster on 01252 711053 or e-mail me: jo@callmaster.co.uk

