Using your NEC Telephone
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Using your Telephone
Softkeys (buttons found below your display screen)
· Each NEC display phone provides interactive softkeys for intuitive feature access. It is therefore, not necessary to remember feature codes for most actions. The function of softkeys change as the user performs different functions on the phone.
Non Programmable Keys
· Message Waiting Lamp – Blinks when you have an unopened voicemail message.
· Exit – Cancels out of the current menu and returns to the main screen.
· Help – Shows the button programming under a given button. Press Help, then press any button to see what’s programmed there.
· Recall – Used to disconnect calls and get dialtone for the next call.
· Feature – Used in programming.
· Answer – Used to answer a second call.
· Mic – Turns the phone microphone on or off. Usually left ON.
· Hold – Places the current caller on Hold.
· Transfer – Transfer to stations without DSS button.
· Speaker – Press to speak handsfree through the speakerphone.
Volume Adjustments
To adjust Ringer volume:
1. While the phone is ringing, press the up or down cursor key to adjust ring volume.
Alternatively:
1. Press the Menu key,
2. Select option 3 Settings
3. Select option 1 Ring Volume
4. Adjust the volume with the Up or Down cursor key.
5. Save with the OK softkey.
To adjust Handset or Speakerphone volume:
· While on a call using either handset, or speakerphone, press the Up or Down cursor key to adjust the volume. 
Mute
· The MIC button will disable the Handset, Headset, or Speaker microphone. While on, the MIC button will be Red.
· To Mute a call, press the MIC button so that the indicator is OFF. This will turn your telephone’s microphone OFF, muting the call.
· To un-Mute a call, press the MIC button again, so that the indicator is ON.
Changing the Ring Tone
To change the phone’s ring tone:
1. Press the Speaker button
2. Dial 720
3. Dial 1 for internal or 2 for external ring tones.
4. Dial 1-8 to select the desired tone.
5. Press the Speaker button to exit and set.
DND
To set DND
1. Press the down arrow, then the Prog softkey.
2. Press the DND softkey.
3. Press the Set softkey.
4. Select the Ext softkey for external calls, Icm for internal calls, or All for both external and internal calls.
With DND set, the selected calls will be answered by voicemail.
To Cancel DND
1. Press the down arrow, then the Prog softkey.
2. Press the DND softkey.
3. Press the Cncl softkey to cancel DND.
Missed Calls
To see a list of callers to your phone:
1. Select the Enter cursor key (center key).
2. Select option 1 Missed Calls.
3. Use the Up or Down cursor key to scroll through the missed call list. The Icon will turn off.

Making Calls
To place internal calls:
Press the DSS button of the person you wish to call, talk hand free, or lift the handset.
OR
Lift the handset or press Speaker and dial the person’s extension.
While on the call, you will see the optional softkeys: 
· Ring/Voice – Toggle from handsfree alerting to standard ringing.
· MW – Turns the called party’s callback message waiting indicator on.
· Vmsg – Goes straight to the called party’s voicemail box to leave them a message.
Answering Calls
· To answer and internal or external call, lift the handset, or press Speaker.
· The MIC lamp must be ON for callers to hear you hands free. Press this button to toggle the microphone on or off.
Call Park (a parked call may be retrieved by any phone)
To Park or Retrieve parked callers:
· To park a call, press the Park programmed button while on the call. The current caller will be placed in a system-wide parking spot.
· To retrieve a parked call, press the programmed Park button.
Transferring Calls
To transfer a call to another extension:
· With the call in progress, press the DSS button, and hang-up or wait for the called party to answer and announce the caller, then hang-up.
· If no DSS button is available, press the Trf softkey or Transfer button, then dial the extension of the party you wish to transfer to, then hang up, or wait for the called party to answer and announce the caller, then hang up.
To transfer a call directly to voicemail:
· With the call in progress, press the DSS button, or dial the party’s extension, then press 8, then hang up.


Conference Calls
To make a conference call:
1. With the first call in progress, press the Conf softkey.
2. Make a second call, by dialing the second person’s extension or telephone number.
3. Press the Add softkey after the party answers.
4. Optional – add additional people by repeating steps 2 and 3. You may have as many people in the conference as you have Call Appearance Keys (often labeled CAP or External).
5. Press the Begin softkey to connect all parties together.
6. You may add more internal and external parties by pressing the Conf softkey again.
Placing callers on Hold
To place a caller on hold:
· With the call in progress, press Hold.
· To return to the call, press the blinking green button on your phone.
· The call will return to your extension if not answered within the programmed recall time limit.
To place a caller on Exclusive hold (exclusive hold will not allow any other party to pick up the held caller):
· With the call in progress, press Feature + Hold.
· To return to the call, press the blinking green button on your phone.
· The call will return to your extension if not answered within the programmed recall time limit.


Using your Voicemail box (InMail)
From your Phone:
1. When the message waiting lamp blinks, the display will indicate the number of messages. Press the VMsg softkey, when prompted, enter your security code.
2. Follow prompts to listen to messages, or press the softkeys to Lstn, then you can select Next, Rplay, Del or More. List, Rew, FFwd or More. Reply, Redir, Call or More. CID and Back.
From outside the system:
1. Dial a company number that’s answered by Auto Attendant (often the main number).
2. When the Auto Attendant answers, Dial # + your mailbox number, when prompted, enter your security code.
3. Follow the prompts to listen to messages. Save, Erase, and Exit the same as if you were in the office.
Voicemail Options:
While listening to messages dial:
· TI (84) to hear the Time and Date
· SA(72) to Save the message
· MF (63) To Forward the Message
· E (3) to Erase the message
· L (5) to Listen to the message
· B (2) to Back up a few seconds
· BB (22) to Backup to the Beginning
· G (4) to Go ahead a few seconds
· * To Pause or Resume listening
· # to Exit


Setting up your Voicemail for the first time:
1. Press the VMsg softkey.
2. Lift the handset.
To Record your Mailbox Personal Greetings
3. Press Greet Softkey.

Note: There are 3 Personal Greetings that can be recorded. Greeting 1 may be used for your in the office greeting, Greeting 2 for out of the office and Greeting 3 for a personal Holiday greeting. Once the greetings are recorded you may then easily select which greeting to activate. 
To Record and activate your standard in the office greeting
4. Press Gr1 softkey.
5. Press Rec softkey and follow the instructions.
6. When you are finished recording Personal Greetings, press Back softkey.
To Set your Mailbox Security Code and Record your Mailbox Name
Note: A Security Code must have 4 digits, using 0-9.
1. Press More softkey.
2. Press Setup softkey.
3. Press Code softkey and follow the instructions.
4. When you are finished setting your security code, press More softkey.
5. Press Back softkey.
6. Press RcNam softkey and follow the instructions to record your mailbox name
7. When you are finished recording your name, hang up handset.
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