4J SCHOOL DISTRICT

BASIC TELEPHONE USER INSTRUCTIONS
(NEC Series D phones/8300 Systems)
TELEPHONE DISPLAY (LCD)

- The display will show the current date and time, your primary extension number and caller ID information.  

- If you have a voice mail message the screen will display VM and a call indicator lamp in the upper right corner of your phone will have a solid red light.  This lamp will also flash when you receive an incoming call.
PLACING A CALL

· Lift the handset or press SPEAKER  

(If using the speaker, your MIC button light must be on)
· Dial 9 – for calls outside the district

· Dial the 4 digit extension number – for calls within district buildings

RECEIVING A CALL

· Lift the handset – you will automatically be connected to your main line.


TIPS:

If you have more than one line appearance, press the ringing line (flashing red) 
If you are already on the phone and receive another call; press HOLD to place the first call on hold, then press the flashing line key to answer the second call.
TO PLACE A CALL ON HOLD

· Press HOLD button – the held line flashes green

     To retrieve the call:

- Lift handset

- Press held line (flashing green)

 (Any phone with this line appearance can retrieve the call)

TIPS:  

If a call has been on hold for 60 seconds, a hold reminder will activate.  The hold line will flash rapidly and a tone will sound on the phone that put the call on hold.
Pressing the hold button twice prevents any other phone from picking up your held call.

TO TRANSFER A CALL

· With the caller on the line, press the TRANSFER button, you will hear an interrupted dial tone (beeping)

· Dial the 4 digit extension number that you want to send the caller to

· Hang up – the call will automatically transfer, if the called party does not answer in most cases the caller should automatically forward to voice mail.
TIPS: 

You can remain on the line to announce the call and then hang up

If you transfer a call to another 4J building, you must wait for the called party to answer, then announce the call and hang up to complete the transfer
CONFERENCE CALL (3-WAY)
· With your first call in progress, press the TRANSFER button, you will hear an      interrupted dial tone (beeping)

- Dial the second phone number 

- When the second party answers, press the CONF button to connect all callers

CALL FORWARDING

Call Forwarding No Answer, will allow your phone to ring 3-4 times before calls transfer to voice mail
To activate this feature:

· Lift the handset or press speaker, make sure you are on your first line

· Dial * 6  4400

· Wait for a steady tone, then hang up
Call Forwarding on Busy will send callers directly to voice mail if you are already on your main line

To activate this feature:

·  Lift the handset or press speaker, make sure you are on your first line

· Dial * 8  4400

· Wait for a steady tone, then hang up
ONCE THE ABOVE TWO FEATURES ARE ACTIVATED, YOU WILL NOT NEED TO DO THIS STEP AGAIN – THIS INFORMATION IS ALSO PROVIDED ON YOUR VOICE MAIL USER GUIDE.  

PLEASE SEE THE NEXT PAGE FOR INFORMATION ON HOW TO PREVENT YOUR PHONE FROM RINGING DURING CLASS

Call Forward All – When activated, your main line will NOT ring; all calls will go directly to voice mail
 THIS IS THE FEATURE THAT PREVENTS YOUR PHONE FROM RINGING DURING CLASS !! 
To activate this feature:

· Press speaker, or lift the handset, make sure you are on your first line

· Press the CFA button (located on the buttons above your dial pad)

· Dial 4400, or press the button marked VM

· Wait for a steady tone

· Hang up

A light will turn on under your CFA button to remind you that this feature is in effect

To remove Call Forward All (CFA) and resume taking calls

- Press the CFA button, then press the * key – the light will turn off

TIP:

When setting or removing Call Forward All; the 2 existing forwarding features 

(no answer and busy) will remain in place.  You do not need to reset them.


SPEAKER AND MIC BUTTONS
SPEAKER BUTTON
This button allows you to have a hands-free conversation

· To turn on the speaker, press the SPEAKER button

· To turn off the speaker and continue the conversation, lift the handset.
     To end the hands-free conversation, press the SPEAKER button
· When using the handset during a call; you can convert to hands-free by pressing the       SPEAKER button, then hang up the handset
MIC BUTTON

This button controls the microphone which transmits your voice when you are using the hands-free speaker option.

- To turn on the microphone, press the MIC button a red light will indicate the   microphone is on.

·  To turn off the microphone, press the MIC, the red light will turn off
TIPS: 
It’s a good idea to leave your MIC button on at all times, if the light is off your caller will 
REDIAL BUTTON
This feature saves previously dialed numbers.

· Lift the handset, press the REDIAL button and scroll through the saved numbers.
(Phone numbers appear on your display)  

- When the desired phone number is displayed, press the # key to activate dialing
FEATURE BUTTON
This feature has 2 applications.  You can select a ring tone for your phone, and you can program a one-touch speed dial (on designated buttons only)
To select a custom ring tone:
· Press the FEATURE button then 3

- The display will show the number of the currently selected ring tone.  

- Each time you press 3 a different tone will sound, press the FEATURE button again when you hear the tone you want to save.
To program a 1 touch speed dial number:

Pre-set button(s) must appear on your phone to allow programming of this feature.

The button(s) will be marked with a ( . )

· Press the FEATURE key

·  Press the speed dial ( . ) storage button you would like to program.

·  Enter the number exactly as you would dial it  (4 digits or include the 9)

· Press FEATURE key again to save it

To place a call press the button where you stored the number, your speaker will come on automatically - or - lift the handset first.

TIPS:

You can’t delete a speed dial number, but you can program a new phone number over it.

Watch your display when entering your speed dial number, it will show the numbers you’ve entered.

To verify what number is programmed on a speed dial button, press FEATURE and the button – the number will appear on your display.

You can carefully remove the black plastic cover and in pencil write the person’s name or number you saved on that button.
ARROW KEYS

These buttons have 3 different functions

· When the phone rings, the arrow keys will increase or decrease the volume of the ring

·  When  you are using the speaker, the arrow keys will increase or decrease the volume of the incoming voice
·  With the handset down, the arrow keys will increase or decrease the brightness on your display

OTHER IMPORTANT INFORMATION
Your phone has several pre-labeled buttons that are not currently in use.
On all telephones, these include:
Answer and Recall
Some telephones will also have:

Directory, Message and Menu buttons
All phones also have:
Help, Exit and 4 rectangular buttons directly under the phone display

You may find some features associated with these buttons.

PLEASE DO NOT USE THESE FEATURES

After all the new systems are installed in each building, we will be customizing these buttons to add features that will not interfere with existing essential phone operations.  Additional information will be provided to you when on-going programming work is completed or future applications are developed.
MOVES & REPAIRS TO YOUR PHONE

MOVES:

In most cases only one jack in your room is activated.  Only the BLACK plug(s) on the outlets are used for phones, the grey plug(s) are used for data. 

If you have another outlet in your area that you prefer to have your phone connected to,

please email your front office staff with the following information:

· Your primary phone number and room number 

· The numbers that appear on the outlet that you would like to use.

Your front office will notify CIS and we will schedule the move.

REPAIRS:

We have a maintenance agreement with our vendor that will repair or replace your phones.  There are no charges to your building for this work, unless the phone has been vandalized, liquid has been spilled on the phone, or excessive damage has been caused by dropping the set.

PLEASE BE CAREFUL.

YOUR NEW PHONES ARE NOT AS HEAVY AS YOUR OLD PHONES – STRECHING THE HANDSET CORD COULD CAUSE THE PHONE TO FALL OFF YOUR DESK!
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