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Connect Guide


Making Calls

To make a call

1. For an external call, dial ‘0’ then external number

2. For an internal call, select ‘Internal Call’ choose the station and select send digits
To answer a call
1. Lift handset and select the line key that is ringing (flashing red)

2. Select answer

3. Press the handsfree button

To hold current call

1. Select system hold  
2. To return to the held call, select ‘return to line’ or press the line key (or select the line that’s flashing red)
Call pick up

While a handset is ringing, 

1. From an idle menu select ‘Call Pick Up’ on the display
2. To pick up an external call, select ‘External Call Pick Up’
Transferring Calls

To transfer a call

1. Select ‘internal transfer’ dial the station number and select ‘transfer’

2. You can also wait until the station answers and then select ‘transfer’

To transfer to an external number

1. Select ‘external transfer’ select a free line, when it’s answered select ‘transfer’. This ties up 2 lines and the duration of the call is limited to 5 minutes unless Reversal on Idol is supplied (ROI). If ROI supplied the call will terminate when the caller hangs up

Diverting Calls

To divert all calls

1. Scroll down and select ‘divert’ select ‘divert all calls’ enter internal station number or if an external number include ‘0’ and then select ‘confirm’
To divert when busy

2. Scroll down and select ‘divert’ select ‘divert when busy’ enter internal station number or if an external number include ‘0’ and then select ‘confirm’.

To divert when not answered (after 4 rings)

3. Scroll down and select ‘divert’ select ‘divert no answer’ enter internal station number or if an external number  and then select ‘confirm’

To cancel call divert

1. Scroll down and select ‘divert’ and re select ‘divert no answer’. This will cancel the function
Parking Calls

Whilst on an external call,

1. Select ‘call park’ on the display
2. ‘Pick up Park’ is then displayed on the top line on all keystations. Select this option to retrieve the parked call
Using Speed Dial

Programming personal speed dials
1. Press the Directory key

2. Select Personal Entries

3. Select the location you want (0-31) to program and

4. Enter the number (no ‘0’ is needed)

5. Select ‘confirm’

6. When prompted enter a name and select ‘confirm’

7. Press the hands free key to finish

Using individual speed dial

1. Press the Directory key

2. Select personal speed dial

3. Select the desired location and the number will be dialled

System speed dials

1. Select Directory and scroll down

2. Select  ‘System Entries’

3. You are prompted for the password

4. Select the location (001 – 500)

5. Enter the required telephone number

6. Select confirm

7. You are prompted to enter a name if you do not wish to enter a name select ‘exit’ or ‘confirm’

8. You will need to select a line group (usually 1, which is access by dialling 0)

Any extension can program the 500 system speed dial numbers once they enter the system password (usually 1111 or ##1111

Extension 20 usually has access

Creating a Conference (up to 3)
(Internal) With your first call in progress,

1. Select ‘internal call’ select the station, scroll and select ‘internal conference’ select the station and when the call is answered select ‘conference’

(External)

2. Select ‘external call’ select a free line, scroll and select ‘external conference’ select a free line, dial the telephone number and when the call is answered select ‘conference’

Other Features

Do not disturb

1. From the idle menu school to ‘Do Not Disturb’

2. To cancel, select ‘Cancel Do Not Disturb’ from the display
Ring tone

1. Press PROGRAM key and scroll to ‘Ringing Options’ choose your Tone 1, 2, 3, 4, 5 or 6 and select ‘confirm’

2. Press the handsfree key to finish programming
Message
1. Select MESSAGE key

2. Select ‘Display Messaging’

3. Select the message you wish to display 

4. Press the Handsfree key finish programming

To Cancel Message

5. From the keystation select ‘Cancel Message

Page

1. Scroll down and select ‘Paging’

2. Select ‘Page all keystations’’ and make your announcement

Page a single extension

3. Scroll down and select ‘Voice Call’

4. Select Voice Call’

5. Select the station you wish to page and make your announcement

To answer a Voice Call at your station, press the Mute Key and speak in the Handsfree Mode or pick up the handset

