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USING THE SETS:

Voice mail extension is 8199

To adjust the contrast of the display on the Premium phone press *67 then adjust by pressing the + or the - signs.

To adjust the melody on the Premium phone press the “Listen ok” button and adjust the volume by pressing the + or - signs.

To identify the set you are using:

On a 4022: Press Menu then + then 3

On a 4037: Press Menu, the display shows “Who am I”, press the soft key

DIAL BY NAME – Start with the last name first, enter the letters and press the soft key “Name”.  If you want to erase a letter, use ←.  Follow the prompts in the screen.

TRANSFER – Dial the extension you wish to transfer the caller to, the current caller will automatically be placed on hold, press transfer.

3-WAY CONFERENCE CALLING – Dial the second call, 1st caller is automatically placed on hold, when the 2nd party answers press conference (or the number 3 if you do not have a conference button).  To drop the 2nd caller press conference and you will be returned to the 1st caller.

FORWARD – Press forward and enter the number you wish to forward calls to, i.e., voice mail is 8199, to cancel press forward, (or press *60 and the number you wish to forward your calls to, *64 to cancel forward).

REMOTE FORWARDING – Your set is the XXXX.  You are working in a room that is not your office.  There is a set, the XXXX.  Using the set in that room (XXXX) you would like to forward your set (XXXX) to the set currently in the room (XXXX).

From the XXXX press Menu->View->Services->Forward Service->Apply.  Then using the arrow → on the navigator display “Remote Forward” and press the soft keys.

If the remote set is a 4022, dial the prefix for Remote Forward, then the forwarded destination (XXXX), then the set to be forwarded (XXXX).

CALL PICK-UP – Lift the handset and press the call pick-up button.  Without a call to pick up button dial *73.  The system administrator must already have programmed the phone in a pick-up group.  If not in a pick-up group, dial *72 plus the ringing extension for directed call pick up.

PARK – Allows you to place a caller on hold within the phone system and retrieve the caller from any telephone within the telephone system.  Then there are two possibilities:


•
You can park the call on a specific set or park the call within the system so that the call can be retrieved from any set.

•
From an Advanced phone press the Park button appearing in the display (caller is automatically placed on hold).  Then enter the parking space.  On a 4020 you have to dial the code (prefix) for the Call Park.

1ST CASE EXPLANATION – XXXX receives a call from XXXX.  The call should be parked on the XXXX.  XXXX picks up the call, press the Call Park soft key and dials XXXX.  The call can only be retrieved on the XXXX.  On the XXXX, pick-up the receiver and dial the Call Park prefix to retrieve the call.

2ND CASE EXPLANATION – XXXX receives a call from XXXX.  The call should be parked anywhere in the system.  XXXX picks up the call, press the Call Park soft key and dials XXXX (its own number).  From any set of the system, pick up the receiver and dial the Call Prefix to retrieve the call.


NOTE:  Call Park is a great feature to use with a radio or paging system.

MESSAGE – Dials voice mail, press message and follow the prompts.  Premium phone has an envelope button, actually a picture of an envelope.  Press the envelope, press listen, press +, press listen.  You can program a blank key to Message by using feature code *##.  To program, press menu, +, 2, +,1,*##, then the key you want to program for messages, press end to save programming.

REDIAL – Redials the last dialed number.  Press redial.

CALL SOMEONE USING LOUDSPEAKER – You call an internal number.  Upon no response, you can activate remotely the loudspeaker of your correspondent.  Press the “LS int” appearing on your display.  The correspondent is shown on his display “Announce” followed by your phone number. 

CALL BACK – You can call an internal number.  If you receive no answer, you can send a call back request to the caller just by pressing the Call Back key appearing on your display.

If the called number is an Advanced set:  the LED will flash.  To consult the message, press the Envelope.  Press the “1 Msg Call Back” button that appears on your display.  The number of the caller is displayed.  You can call back by pressing the soft key.

If the called number is a Premium set:  the LED and the Envelope key will flash.  To consult the message, press the Envelope key.  Press the “1 Msg Call Back” button that appears on your display.  Press the “Listen-Ok” button to see the caller.  Press the “Listen-Ok” button again to call back.

MUTE KEY – If you press the Mute key on your set, then when you receive an internal call, your set automatically answers. 

MEMORY DIAL – Allows you to program one (1) telephone number per button [utilizing 4 letters only, though].  With the Premium phone, press Menu, +,  2 for program, +, 1 for keys, enter the telephone number (you MUST include the “9” if the call is outside of the school district), press apply, press end.  To dial from a memory dial button, get a dial tone and press the memory button.

VOICEMAIL:

To access voice mail from your phone, press the message button or dial 8199.  If you have a Premium phone, you may access following the same directions with Message.

To access voice mail from outside BMCC, dial 1-212-220-8199.

VOICE MAIL ACCESS – 

•
From your own extension dial 8199 or use the message button, follow the prompts and enter your password.

•
From another extension dial 8199 or use the message button, press * when prompted to enter your password.  Enter your mailbox number followed by *.  Follow the prompts to enter your password.

MAILBOX SET-UP – Dial into voice mail and follow the prompts.
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