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Which System Does Your Company Have?
There are twa SPIRIT® Com munications Systems — Madels 308/616 and 2448 Svmetimes the
systems work differently, so you need to find aut which system your company has.
To determine which system vour company has,
= I'ress INTERCOM. = Lift receiver, Cial 8,
If vour system is a 308/616 you will hear a siren-like tone of alternating pitches.
If your system is a 2448 you will hear an intercom dial tone,

Examples of Color-Coded Instructions

" Instructions for Both Systems
= Lift receiver (or press SPEAKER).

oo
i

- Illstructiun;-r.l:lr aliB:FﬁIE-'Eys.hm a;lr
* Press INTERCOM, » Lift receiver (o press SPEAKER) » Diial 1. Make announcement. B

v

L E.trunt.i:;ns for 2448 System Only
* Uress INTERCOM. » Lift receiver [or press SPEAKER). « Dial % 7.

0 DEIE
[u-:mm'ﬂ L] - ';:Elﬂ
"y E_/ i Fryen)

- =]

Parts of the Telephone

Drawings of the telephones with the parts labeled and explained appear on pages 6 and 7.

feeor different telephanes may be used with SPIRIT Communications Systems. Both telephones have
# dial, Feature buttens, a spea kerphone, and either & or 24 additional buttans that have different uses,
depending an the system you have,

fatterns .
Descriptions of the ringing patterns and indicator light patterns are on page 5. These patterns are
casy to learn, but you may want to refer to the descriptions while you are getting used to your
telephene,

Syslem and Personal SpeedCall Mumbers

Pwe Rindds of memories are available for vour use, System and Personal SpeedCall, Lip to 7O telephone
numbers can be stored in the System SpeedCall memery, which is available to all the people using
the system. The person in your company who maintaing your system can give you a directory of the
System SpeedCall numbers, You may also store Personal SpeedCall numbers in the memory for your
telephone. Instructions are on pages 32-35.
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Parts of the Telephones
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Lide/Alito-Dial/Programmable Buttons

Line, Avto-Dial, and Frﬂgramrnable Eutl‘fms {3[!51’61 ESystem}

A é-button telephone in a 308/616 system has six line buttons, If your system has fcwer than &% L
incoming lines, some of the buttons will not be used. A 24-button telephone has six ].|.m: button
L& aute-dial bultens, and two programmable buttons, e i3

28 agtoedial . programmakble f I-"':'prl:-n.l'-:mm1 . =HE
13 amta-clial 13- aigtis-dial T auilo-dial R g
19: pta-clial M- atatia-dial 21; aule-dial ‘_+“

16: suta-lial 17 ama-dial 18: suto-dial

1 13: pute-dial 14: auia-dial t 18 dubo-dial R
10 aubo-dial 11 anlo-dial 12 auba-dial ’i;"Fﬁ'
" a:hinc 04 " Silineds | oclinets | d- line (4 & lime 05 & line 06 15 048]

I:line 01 2 limee 12 Z:line 0 1: lane DU 2: lise 02 Llane 03

== i

E-blton teleplwme (208,616 system) Zil-button telephone (308,616 system) i

Lk
— — Y —

Line Button Used for placing and receiving outside calls. Incoming lines are the lines coming |nh;|. }rqu -
svstem from outside, either local telephone mm]:ran!.r lines or lines from a PBX system. . 00 -"'!':'

Lines are numbered according to how they are connected to the system. All the lines in the 308/616 Zﬁ
svstem appear in sequence on line buttons on all telephones in the system, from the bottom ]_e-fh e

Auto-Dial Button These buttons are pre-set to call the intercom extension numbers shown on l-j-u:— T
buttons in the diagram on page 8. The lights next to these buttons also provide information about.
telephone activity. The numbers are also pre-printed on the labels provided For thnse bul-tnnm
Auto-dial buttons may also be programmed by vou for one-touch dialing of a Personal Speed‘f:aﬂ i
number. Buttons numbered 10 to 25 on a 24-button telephone in a 308/616 system are auto-dial &
buttons and correspond to the Personal SpeedCall numbers 10-25, See pagedZ, & G100 e
Programmable Button Buttons numbered 26 and 27 on a 24- hutiun telqphune may be prugramtned iy
to manually signal, page all intercom E:l:‘tI:TLEIDI!'IE_. or page through a iﬂudﬁpﬁ'akcn Seepage E.E :




BRIV - n - Life/Multi-Purpose Buttons

Line and Multi-Pur ;i_gsu Buttons i’?ﬂﬁ__:s_g_sliem] '___

RN e S S -

Line buttons are assigned 1o vour lelephone by the persan in }rqu_f_'_i:'__ﬁmiiqnpw_'

system. Buttens that are not line buttons are multi-purpose buttons that you may p

in ether convenient ways, : g ﬁﬂ BACTEGh:
R

———
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. hizton 1%
butbon 16
& balten 13 -
P buiten10 | T
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o g P
Bl
I -k
T aeha. 8 O

S it -

prad

é-button telephone {2148 svslem) - L -i"-—hllﬂﬁ'l'l l;e (2

Line Button Used for placing and receiving outside calls, The person who
maintaing your system assigns lines to your telephone. - B

Incaming lines are the lines coming into your system from outside, either local telephone con
lines or lines fram a PBX system. The lines ars numbered according to how thew are cotnecte -
to the system. The person who maintains your aystem should have labeled the line buttons dr

telephane. Different SPIRIT telephones in your systemn may have different Hﬁ&krzprﬂﬁ]

lirve buttons, Be careful to check the line labels carefully when using other SPIRIT
! + L T 2l .:

Your systam, i

Multi-Purpose Buttons

Buttons that are not line buttons may be used as multi-purpose buttans, %
Each multi-purpose button may be programmed as ONE of the [q-_]_lqw:ing:.._ 5

Intercom Extension Button This allows ene-touch dialing to :Lnut]'ler 'EF!H.IT':;
telephone. See page 31, el i :

Group Page Button This allows ane-touch Paging to one of the groups of telephﬁﬂea%
in the system, The lights next to these buttons also provide information about | Q;.
telephone activity. Sec page 31. 2 o ;

Account Code Entry Button This allows you to enter an account cade into the J:Hi
recards. See page 31. LR T

Manual Signal Button This allows tone signaling to another SPIHIT_te]-epi'_mﬂé:
when used with an INTERCOM EXTENSION BUTTOMN, See page 3 '

Personal SpeedCall Button This allows one-touch dialing of a Pn.f,];anm'[ Sp
number, See page 34, h R

A multi-purpose button that is not pragrammesd will not da anythfng. The
programming of thess buttons is flexible and may be changed by giving the butto

ancw use, IF you have difficulty Programming a button, ask the person who
maintains your system to check the customization of your telephone.  © &

1"
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- l-’;clcupa Call Finging in 'l'wr Group (2448 -51'5!.-&;}

ANBIER CAS
Answer nn Chrtaide Call, an lntercom Call, or a Page fo Intercom Extensions
= Lift receiver [or press SPEAKER).

;ﬁ-ﬁEWHBEﬁEﬂiﬁc Lima
» Press line button. » Lift receiver [or press SFEAKER),

F—_—lné > H\_/ L)

— e,

Anzwearan Intareoan Call Wiken HFAL (Hands-Free Answer on Inkercom] Light ks On
Call will be answered sutomatically via the speakerphone. You will hear a brief warning tone to
mchicate that vou are being called and that 2 two-way intercom connection has been made. The
speakerphone will be turned off automatically when the caller hangs up or you may press SPEAKER
b e Hhe ol

1T you lift the receiver during the call, place the call on hold, or set up a conference call, the intercam
call will then be like a normally placed intercom call and your telephane will not be turmed off
aulomatically when the caller hangs up,

Twrm the HEAT feature O and OFF 111. pressing the MUTI:,-"HFA_]. Bustbon when the phu-ne is mot in use.

- nrlﬁm‘:ra ﬁll‘u’i‘lﬂm‘f‘mlr Telephone is Busy

o Mross HOLDYPALUSE. = Press flashing lime or INTERCOM batton,
o

£
%-'—h [ e |ﬂH W TERC
- o] /

F'hﬂu-r-;;I Call Ringling ;J;-Tﬂ-nmhur Tﬂ*-anhnne{ﬂﬂ!ﬁiﬁﬁﬂml
o Uress INTERCOM. # Lift receiver [or press SPEAKER). » Dial #8. « Dial intereom extonsion
number ar press auto-dial button. {1f your telephane is customized so that it cannol answer calls
e Phat livee, you will hear a busy signal. )

o T e
MTERTOR | g Ll S e
b -

Fickup a Call H.i.nrging- n;ﬁl.no‘l'her Teiep:nnnu :Edia System)

= Press INTERCOM, « Lift receiver (or press SPEAKER). » Dial %8, » Dhal intercom extension
number or press intercom extension butlon. (If your telephane is customized so that if cannat answer
carlls o thaet line, you will hear @ busy signal),

PRI -
;:L—':;__ DFI: Inleream Exl, |

=Ta] I ] —

0

wrercon | []\ |'| —p

= Press INTERCOM. « Litt receiver (or press SPEAKER). « Dial %7,
l:' '-";.'lE 1

STEALEM - E_/ IE-!T:: > :: i:—
e
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Usding the Bial

* Lift receiver (or press SPEAKER). » Dial number. {7f wou must dial an extra digit in order to make

arr owbside call, dial ihat digit first, See page 38.)

{11 -

nglng. a Specific Ling
* Press line bulten. « Lift receiver (or press SPEAKER). « Dial number.

Uszing Perzonal SpeeaCall (See page 32 for instructions for staring Parsonal SpoodCall numbers)
' * Mress auto-dial button for stored Personal Speed Call number,
: * Uress MEMORY. [Speakerphone turns on, If you want fo use the receiver,
lift before pressing MEMORYL = Dial twa-digit code (10-25).

[_utn 0 |m:tr S B
L] m— |

Uzing System E:Frﬂﬂd-lf‘.mu'
* Press MEMORY, (Speakerphone Lurns on, If you want ta use the receiver, lift before pressing
MEMORYE o Dial two-digit code (30-99).

HFRRF ,_*

Last Number Redial {manually dinled digits only}

* Press MEMORY, { Speakerphone turns on. If yoisoant bo wse the recetver, lift before pressing
MEMOHEY), o 1al 0 (zera),

IHEH'IH"IF -

Ineraam Call
» Press INTERCOM, "1 Derne by = Press auto-dial button. (Speakerphone turns on,
IV yorwe awant to use the recetver, i hafore pressing aulo-dial button. )

AU LEREN P = Lift receiver (or press SPEAKER). « [Nal intercom extension number,
Difercoon extension 10 way be reqched by dialing 0 {rera).

Lo - £ T FIEIE]

. - |r] LRI
LT T S l Aubd-Ehal | OR bt Bt |
: ( o] , B\J' * e )
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Plnen Cnlln (24480 Syetem)
= Lging the Dial

= Lift receiver [or press SPEAKER), » Dial number. {If you must dial an extra digit in order to -rhqi:e £ '. 4
an outside coll, dial that digit first. Ses page 38.) |

TN T

I Bl
=11 EIEERE]
&/“'I -* P

EJET

n Llsing a Specific Line Aszlgned to a Line Bukton
* I'ress line button. e Lift receiver [or press SPEAKER). « Dial number,

Fim

i e et B e 1

= i ]
ng | 1

> | :'.:l —+» e
" P | B\J 3

1= AETREC LT

=Using & 51}?[511{: Line not Assigned to a Llng Bt

# Preas INTERCOM., = Lill receiver {or press SPEAKER), » Dial 8. « Dial line number {01 to .‘-54]
+ Dial number. Some lines may be customized as not accessible from your televhone. ,

o = E1EE CEIE] I
= e e il |
pa] Pt H\/ ZEEI =+ oy P |mes| o |EEe i
1= EHEE TIEE] \1
'::_"::,1
Usiing SpeedCall {See page ﬁlt for instructions for &mring;uﬂmismdc.ﬂ niumbiers)
IF the number is programmed on a Personal SpeedCall button, » Press Speed Call button.
Il the SpeedCall number 15 not programmed on 2 Personal SpeedCall button, » Press MEMORY.
{Spenkerphone turns on, If you want fo use the receiver, lift before prossing MEMORY).
+ Dial two-digit code {Personal 10 to 21; Systerm 30 to 99).
g EIETE]
SpeedCall | OR LT - "0
s / Bl
Last Hun;i:l:r_ﬂr.'dial [manually dl:ar-eddlg.-lla;u.:nlﬂ - - i
o U'ress MEMORY. { Speakerplone turns on., If wou want 1o wse the receiver, lift before pressing
MEMOEY) « 2ial 0 [.-l:l.'rl._:l].
FALMOSY - -'.I'I:
= P
Intrrr.u:urn 'E.'uTI - -
ftl‘lll.- .I:‘-tLT{.'!J-Iﬂ cxlension number js [_:l['l;_'li,_'_r.mn!nr_'d oana I_-_ul_tl:h::.nll ® ['reqs inbercom extension buttomn.
{ Spprkeer 2odll bioene o, I wou want 1o use Bhe receiver, press INTERCOM and Lt the receiver
before pressing the intercom extension bultoe, ) -
[f the number is not programmed on a bulton, « Press INTERCOM. « Lift receiver (or press
SPEAKER].  Dial intercom extension number. Iittercom extension 10 may also be reached by dialing ~
0 [z,
’ O I - i ] i e
ll-':r:u—.nr. R '-'-'"ﬂl-'l.'-‘-'-! = IFEE
— 0 -+ l\_' ".' FIEED
ol S— P
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- Add Another Intercom Extension to a Call {2448 Systam)

] _....[. gEeppecan

A tolal of four parfies may be in the confererce. For more details about special conferencing
sttuaficons, see the person i pour company who maintains your systent.

Add Another Inl;e-r-::-u:-m Extension bo o Call (0B 1E System)

= P'ress HOLIAPALSE. » Press INTERCOM. » Dial intercom extension number or press auto-dial
Button, » Press COMPERENCE. » Press button of call on hold.

O I ; P
g ey DU ___': :_'_' OR - LoV AL +(| Lina I OR | )

— R I — | —

# Pross HOLLYPALSE, » Press INTERCOM. « Dial intercom extension number or press intercom |
exlension bulton. = Press COMNFERENCE, » Press button of call on hald, ;

, o EIE e : PR
) > )+ ([ | on Lmmen] ) o) (L on [
ol __1. /.

FEas| 'l_—_|

Add Ancther Line toa l.‘.!all

& Pross HOLIDYTALSE, » Press line button, « Dial number of person to be added 1o the call.
# Mress COMPERENCE. = | ress butbon of call on held.

o]

. EIEIE] P
B S PO E i B T oR [

L FE [ —

Add o Held Callto & I:-:-mereh-::e
o [Mrpss COMPERESCE, o Press bullon of call on hald,
L s D

cowrenrecs] o LT_] o [wracom

L —

Flace a Conference on Hold

o ress HOLLVYPALISE. To go back to the conlerence call, press any line or INTERCOM button
i l.*lx e+l i Lhe conlerence.

HIL R

(TFH:

Dirapoa Line or 'Ielenh{:-ne fromm a Conferance [Originalor Only)

o Press RECALL/DROLE » Press ling or INTERCOM buttan to be dropped. (Or, the person can
hamg up, leaving the other callers on the conference. )

o

S —— F
|::::|| - | _L_ill.ri__] On NErERCEN

L I R

End a Conferenae Call

Chiginator of conference call hangs up. (The ariginator is the person who added the third person
by thie call.]

* 0 Bonisrence




LI T |

Hotd (50 the call can Tre retrieved from any telephone in the system)

e Press HOLIE PAUSE,

Haold (=0 the call con e retrieved at vour telephone ONLY —may be wused for outside lines that are
nol parl of n conferorce)

e Press HOLTWPATSE bwvice,

AaLn ML
mr— " =

* Rafricve Call on l-l‘nln:ll
# Press line or INTERCOM button of call on hold. e Lift receiver (or press SPEAKER).

8!
L__ _”_Lilr_e |f}; WEREOW - I Il

“Retrieve a .Heh:f Line not Fr_n-gmmrneu an .a Button lF‘i-l:.I-:up by Line—2448 System)

# P'ress INTERCOM, o Lift receiver {or press SPEAKER). » Dial % 5. & Dial twoedigit line number
(01 through 24).

o FIEIFE] e
I FTIE
Vi R +* |oosl oo

Ll EEE]

Held Call Reminder

I you place acall om hold and hang up without retrieving the call, your telephone can remind
vou with a periedic short ring, The interval between these rings is a customized [eature,

TIRE TN

Transler an Quiside Call b Anather Intercom Extension [(30B/616 System)
e Press THRAMNSFER. » Dial intercom extension number or press auto-dial button. Hang up.

ﬂ; J Hulo-[ig) | -
J | —

TELNSIER "h‘ (

Transfer an Outside Call to Another Intercom Extension (2448 System)

= I'ress TRAMNSFER. « Dzl intercom extension number or press intercom extension bitton,
= Hamg up.

TRANEFER
-~ (

f 5 .
oR > HQ

Returned Transferred Gall

It the transferred call is not answered, it will return to your telephone, » Lifl recaiver [or press " -
SIJ]:.F'.E{.LH] The call will rontinue Lo t’in#__ at 1:|-|:|.t]1 tEEEFII'IUTIEﬁ- ur“il it 1% answered.
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" Turn on the Message Indicator at Another Telephone (2448 System)

re .

T use MESSACE, you and another person need 1o have agreed o take messages for each other, If
vou have a mfiPssage for the sther persen, turn on dhe Message Indicator For that persen's telephone,
IF your Blessape Indicator is an, check with that person for vour message. This feature is typically
il by the system attendant.

Tirrn ;n the Message Indicator at Another Talephone ::-I:Ia.-'ﬁmsrluem}

* Press INTERCOM.  Lift receiver (or press SPEAKER). » Dial %6. » Dial intercom extension
number or press aulo-dial button.

)

mrencen | _g, E\J L| -

EaeEiE

+ ([0 ok
L | ‘,r’ ™ —

* Press INTERCOM. o Lift receiver (or press SPEAKER). « Dial #6. « Dial intercom extension
number or press intercom extension button,

3 ol | F

+ | |22 or
RN ] I 2R | e—

[F you make a call to an extension with a prearranged agreement, and the extension is busy or there
isno answer, » Dial k6. « Hang up. The message indicator at that extension will turn OMN.
Remember, the other person must be someone with whom vou have a message agreement.

Turn off the Message Indicotor at Another Telephone {30B/B16 System)

* Pross INTERCONM. o Lift receiver (or press SPEAKER). » Dial # 6. » Dial intercom extension
number or press auto-dial button.

Q , CIE EIEIE] ‘
O 1 R 4 I 5=
G| CRIIR] N —

“ Turn off the Message Indicalor at Another Telephone (2448 System) 1 ]
= Mress INTERCOM. » Lilt receiver {or press SPEAKER). = Dial # 6. » Dial intercom extension
number or press intercom exlension button.
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Changs o Tauch Tone
I vour local telephone service is pulse {rotary ) dial, and you want to change to touch tone, » Press & . ™~
The change o towuch tone will be cancelled when you hang up,
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Turm an Do Mot Dishark

o Preas INTERCOM, » Lift receiver (or press SPEAKER). « Dial %2, Your phone will not ring
for incoming calls, transterred calls, or manual signaling. The MUTE light sl blink as a reminder
that vou have turned on the DO NOT DISTURB feature.
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Turn eff Do Mot Dizturb
» ress [N TERCOM. « Lift receiver [or press SPEAKER). » Dial & 2.
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If you want to reserve a line that is busy, = ['ress line button without lifting the receiver. When the line
i% free you will hear three short rings every four seconds for twelve seconds.

2448 System: If the line is not assigned to a button on your telephone, « Press INTERCOM.
= Lill receiver (or press SPEAKER), « Dial 8 » Dial two-digit line number (01 through 24),
When the line is free you will hear three short rings every four seconds for twelve seconds.
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~ Privacy Releags

If your company is using the privacy frature, others cannat join your call without your permission.
If you want someone else bo join your call, hold down the line button of your call while the person
joining the call presses the line button for that call on his/her telephone.

R s |

2448 System: If the call is an a line that is not on a line button on your telephone, hold down the |
INTERCOM button on which you have accessed that line. : M 1

- Bridging t;ﬂinfnu a Call in Progress)

Press the line butten of the call you want to jein. If your company is using the privacy feature, the
person already on the call must press the button for that line while you press that line button on your
telephone.

—

2348 System: If the call is on 2 line that is not on a line button on your phone, » Press INTERCOM.
« Lift receiver (or press SPEAKER). « Dial 3 5. » Dial two-digit line number {01 through 24).
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Seibehhenl: Flash
= Swilchhook Flazh

Sometimes afeature provided by your local telephone company (or your PBX system) will require
a2 “switchhook flash.” An example of such a feature is "call waiting." To send a switchhook Flash, -

# ['ress RECALL/DROR |f_n:m_
cRgr

PSulcHhask Flash |

gy : Py
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©Turn on Mghl Service
* Press INTERCOM. » Lift receiver {or press SPEAKER). » Dial %4

o

> |0 -
“Tum off Hight Servics
* Press INTERCOM. » Lift recoiy
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Ak Calllacle (2441 Ryalapy)

F oIy

T Aute Callback {Intercom only) |

[ the intercom extension you ealled is busy or does not answer, » Dial 21, » Hang up. Your o |
telephone will ring with three short rings when the intercom extension vou called is next hung up, =

After you answer your telephone, the system will ring the other person. [f you make a second auto
callback request, the First reguest will be canceled. vl
e

o

To cancel the auto-callback request, » Press INTERCOM. » Lift receiver (or press SPEAKER). & Dial #1. |

ATENCaLE % |
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For more information about Intercom Call Forward, see the person in wauy compamy who mai-
fains your systens, g L
" Interesm Call Forward - Follow Me z |

To forward incoming intercam calls to another telephone, = Press INTERCOM at any telephone,

* Lift receiver (or press SFEAKER). » Dial % 3. « Dial intercom extension number or press intercom
extension button of telephone from which you want calls forwarded. 3

* Dial intercom extension number or press intercom extension button of telephone to which you want
calls lorwarded, {

o __ 7 i T - I
L S I | . | wront | ) | (222 or |
| o e )

To turn off Intercom Call Forward, = Press INTERCOM at telephone from which calls should no

longer be forwarded. » Lift receiver (or press SPEAKER). » Dial # 3, 1
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I TEREIN . n ’5'
S /

. : S

Press MUTE during a call to turn on this feature, When the MUTE indicater light is on, the person at L

the ather cnd cannet hear vou o the sound around vou. The feature will mute either the receiver
ar the speakerphene. Turn off by pressing the MUTE button again, The feature will automatically turn
off when vou hang up, or when vou change from speaker bo receiver, or receiver to speaker.

=




28

29

Db PO Ry etean ) Bath paging features may be programmed on buttons numbered
26 and 27 on 24-button telephones,

Page to All Intercom Extensions
s Press INTERCOM, » Lift receiver (or press SPEAKER). » Dial 61. Make announcement.
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MOTE: Only one person may answer a page to all intercom extensions. All other extensions
are disconnected from the page when someone answers.

Leudspeaksr Paging fFar systems with apfionsl public address system)
o [ress INTERCOM. « Lift receiver (or press SPEAKER) » Dial é0. Make anncuncement,
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Prsanamstls Dntans (300616 Sysiem, 24-button telephones only)

Buttons labeled 26 and 27 can be programmed by vou (1] to manually signal ancther intercom
extension, or (Z) for one of the paging features described above.

- S

Pragramming Bu‘l‘mn for Mﬂﬂ.l-.l;l Siggral
& P'ress INTERCOM, » Lift receiver (or press SPEAKER). » Dial % 0 [zero). « Dial intercom

extension number of telephone you want to signal. » Press button you want to program (button

26 or 27).
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Programming Buticn for Paging
# Press IN TERCOM, » Lift receiver (or press SPEAKER). = Dial % 0 (zero). = Dial 60 1o

program bulten for paging through optional loudspeaker or dial 61 to program button for pagzing
b all inbereom extensions. » Press button yvou want te program (button 26 or 27).
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Erase Prodgramming
® Press INTERCOM. o Lift receiver (or press SPEAKER). » Dial % 0 (zero). « Press MEMORY,

» ['ress button with Feature vou want fo erase,

o) [

) > I [0 » 5 » =] »
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» I'ress programmed button, If it is programmed For manual signaling, a tone will sound at the
desired intercom extension and at your telephone as long as you hold the button down. If it is
programmed for one of the paging features, make your announcement, then hang up.

o
[ ] —
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* Group Page . P —— e
You can paage all the telephones in one group, See page 5 for a list of groups. ek Y
* Press INTERCOM. o Lift receiver (or press SPEAKER). o Dial two-digit group number [61-86). i
Make announcement. : : |
O

Im _'&/'LJ -

I you have programmed a button for group paging, press that button [see below).

NOTE: Only one person may answer a group page. All other extensions are disconnected from the -
page when someone answers, i

By

" Loudapeaker Paging (For systems with optional public addrass sysbarn) ]
If there is a line butlon on your phone for the public address system, = Press line button. ;
s Lift receiver (or press SPEAKER). Follow the instructions provided with the public address system.
It the line is not on a butlon en your phone, » Press INTERCOM.  Lift receiver [or press
SPEAKLR). 1Yol & » Dial two-digit line number (01-24) of the loudspeaker. Follow the
instructions provided with the public address system. Make announcement,
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Ta program a buttan for SpeedCall, see page 34,
To program a bulton for any other purpose, continue to the rext page for instructions.

= Programming Multi-Purpese Bubtons
e Press INTERCOM. o Lift receiver [or press SPEAKER), « Dial % 0 (zero).
Intercom Extension Button, » Thal intercom extension number. » Press button you want to Program.
Croup Page Bulton, = Dial two-digit group number of group you want to page (61-66).
= Mress bulten you want to program, e
Account Code Entry Button. » Dial 70. » Press button you want to program. :
Manual Signal Button. = Dial 71, » Press button you want to program. : i 4
To erase a button, s Press button you want to erase.
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F Using Programmed Mulli-Furpose Bullons
Imtercom Extension Button, You may use an intercom extension button to place a call (see page 17) or
whenever you would dial an intercom extension number.
Group Page Button, » Press group page button, (Speaker will turn on, [f you want to tse the
receiver, press INTERCOM and lift the receiver befare pressing the group page button.}
Account Code Entry Button. An aceount code may be entered at any time during a call.
* Prese account code entry button. « Dial account code. » Press account code entry button. The
indicator light by the button will be turned on by the frst press and remain on uhitil the second press.
Manual Signal Butten, = Press manual signal button. « Press intercom extension button, As long
as the intercom extension button is held down, a tone will sound at your telephone and at the
telephone vou have signaled, : -

= Changirg Programming i
Yo may change the use of a button by programming the button for another purpose. If YOU program a
SreedCall button for some other use, the SpeedCall number will remain in the SpeedCall memory

and can be wsed by pressing MEMORY and dialing the two-digit code for that number.

L SRR MM Purpuss Buttorie
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Perzonal SpeedCalf (208/616 System)

- Storing Numbers

- P'lan the numbers you want Lo store in your Personal SpeedCall memoery. These numbers are
available only at vour telephone. You may store up to 16 numbers in your Personal SpeedCall

memaory. A directory is provided on the Reference Card 2o that you may list the stored numbers.
Label the auto-dial buttons on 24-button telephones.

s Holten befeptione: e Press INTERCOM.  Lift receiver (or press SPEAKER]). « Dial % 0 zero).
= Dial number,  ['ress MEMORY. » Dial two-digit code (10 through 23).
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To store another number, * Dial number. « Press MEMORY, « Dial two-digit code. When vou are
finished storing numbers, » Hang up receiver [or press SPEAKER).

Pl Telephione: o Press INTERCOM. « Lift receiver (or press SPEAKER). » Dial #0 [zero).
» Dial number. * Press auto-dial button where you want to store number,
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To store another number, » Dial number. » ['ress auto-dial button, When you are finished storing
numbers, « Hang up receiver [or press SPEAKER).

If you make an error when entering a number, press the INTERCOM button with the indicator light
M and enter the number again. To store Personal SpeedCall numbers at telephone 10, the ;
administration switch on the controller must be in the OFF position. If you hear three short

beeps after vou dial # 0 (zero), the administration switch is ON and should be turned OFE.

MOTE: Press HOLTYTALUSE ba enter a 1% second pawse in a number if, for instance, vou want the
system Lo wait for a dial tone or access tone before continuing dialing. If the line you are using

iz customized as a PREX/Centrex line and the code has been customized into the system, the system
will put the pause in for you. Consult the persan in your company who maintains your system.

A Mswitchhook Hash,” sometimes used for local dialing services or PBX/Centrex codes, may be
entered as the first button press in a number by pressing RECALL/DROP A rotal of 16 digits,
pauses, and the one flash may be stored as one number.

Erasing Numbers
: o I'ress INTERCOM. » Lift receiver [or press STEAKER). « Dial #0 (zero).

# Mress MEMORY, # Dial two-digit code for number vou want $o erase,

o
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» Press INTERCOM., » Lift receiver (or press SPEAKER). « Dial #0 [zera).
# Press MEMORY. « Press auto-dial button of number you want to erase. '
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Changing Mumbars

Follow the instructions for storing numbers. Be sure you change your Reference Card directory

and the auto-dial labels on 24-butten telephences. .
T e

Instructions for using SpeedCall are on pages 14 and 15.
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= Storing Hursbers

Plan the numbers you wanl to store in your Personal SpeedCall memery. These numbers are available

only at your telephone. A directory is provided on the Reference Card so that

numbers. You may store up to 12 numbers in memory. EACH OF THE 12 NUMBERS MUST BE

GIVEN AN INDIVIDUATL TWO-DIGIT CODE,

USING NUMBERS 10 through 21. You may choose

to program some or all of your Personal SpeedCall numbers on m ulti-purpose buttons. See page 11

For other uses of multi-purpose buttons. Be sure

you label SpeedCall buttons with the name AND

THE TWO-DIGIT CODE FOR THAT NUMBER.

To store a number in vour Personal SpeedCall memaory, = Press INTERCOM,

SUEAKER). » Dial # 0 (zero). » Dial number you want to store. « Press MEMORY,

| Chational: » Mress a smulti-purpose burtan if v
= Dial the individual two-digit code (10 through
different two-digit code, )

o SRR L] *IME]
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To store another number, « [ial number. « Press MEMORY. [Optional: » Press a multi-purpose

wninf to program number on a SpeedCall bution. |
21). [Every Spoed Call number mus! have a

you may list the stored

» Lift receiver (or press

DEE
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Brutton if you want 1o progrant number on g SpeedCall button.] « Dial individual twe-digit code.

+ [ | (=] »
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If you make an error swwhen entering a telephone number, press the INTERCOM button with indicator

light OM and enter number again. When vou are f

SPEAKER).

inished storing numbers, » Hang up receiver [or press

IOTE: Mress HOLDVIAUSE Lo enter 3 1% second pavse in a number i, for instance, you want the
system towait for a dial tone or access tone before continuing dialing, If the line you are using is

customized as a PEXCentrex line and the code has been customized into the system, the system will
put the pause in for you, Consult the person in y

our company who maintains your system.

A switchhook Hash,” sometimes used for lacal dialing services or PBX/Centrex codes, may bhe
entered as the first button press in a number by pressing RECALL/DROP. A total of 16 digits,

pauses, and the ane Flash may be stored as one n

wmber,

~ Eraging Numboers

To erase a number from memaory, » Press INTERCOM, » Lift receiver (or press SPEAKER),
o Dial s 0 (zero)., o Press MEMORY, « Dial bwo-digit code,
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= Changing Humbers or Frogramming

Fellow instructions for storing numbers. Be sure you change your Reference Card directory and

the labels en SpeedCaill buttons.
If you program a SpeedCall button for another £
[14'|";;r_'-r'|.;|| Si‘L’L'rfL-HH IMETTIGEY :_::1-:_] Can |_:~|3 rj].-_l_ll_ﬂ |'_1

= Using SpeodCmil
Instructions For using SpevdCall are on priagne 17,

vature (see page 31), the number remains in your

y pressing MEMORY and dialing the two-digit code.

MOTE: Your Personal SpeedCall numbers do no

t have to ke Fer outside ealls, You can stare dial

codes, access numbers, and account code numbers instead of telephone numbers. IF you have stored a
SPIRIT feature dlial code [ s page 22% as a Personal Spm—‘-g‘.flfﬂﬂ I t'nl;u.-rl, VR MLLSE press INTERCOM

before using Lhe Speed Call fumber,
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The person responsible for maintaining vour system may have customized some of the features so that
the system better meets the needs of your company. Because of this customization, your telephone
miary mot work exactly like another telephone in the same system. Following is a list and brief description
of some of the ways your tlelephone may be customized. See the person who maintains your

system if you have questions.

AUTOMATHC LIMNE SELECTION. When vou pick up your receiver, or press SPEAKER, you may
et hear a dial tone. Some syslems will be customized so that vou must press a line button that is not
in use before making an cutside call, If you are using a 2448 system, you may have to enter a dial
corle Lo select |i|'|1_-,

LIMELUSE PERMISSION, Same lines may be customized so that they cannot he used by your telephone.
Some may be customized so that vou can answer them, but not dial out on them.

LINE RIMGING DUTIONS. The ringing optiens may be customized. The lines on vour telephone
may be set toring normally, ring for 12 seconds and then stop, or not ring For the first 12 seconds
arved Lhen slart ringing. They may also be customized to net ring at all for incoming calls, These
aptions may not be in effect when Might Service is on.

PIGHT RINGIMNG. When Might Service is on, vour telephone may ring as it usually does or
il may be set to ignore the costomized ringing options,

QUTSIRDE SERVICE, Your telephone may be customized so that you can place any outside calls,
anv callz but toll ealls, or re outzide calls at all.

PRIVACY RELEASE. The system may be customized so that privacy release is not required for
anather person to jein a call.

HELIDVOCALL REMINDIER, The intervals between reminders that wou have a call an hold are
customizecd, The interval may also be customized so that vou are not reminded of a call on hold.

LINEBUTTOMN ASSIGMMENTS (2448 System). The lines assigned to line buttons on your lelephone
may nol be the same lines assigned to buttons on another telephone in the system. Sometimes
the same line will appear in a different position on different telephones.

aalupranres € aanglgesl

[hae welome contral :1-:|i||1.'h~. the volveme af the Tinger, 5'|'|::.5||v.'¢_'1'. and recetver, The m|i|,|stm|;=nt of the
volume of one dees nal allect the volume of the athers,

[*ress the “UP" arrew Lo raise the volume level.

Press the “THPA M arrowe o losver the selume level.

# | the telephone is not being used or is ringing, the volume
control will affect the loudness of the ring OMLY. When you
are adjusting the lovdness of the ring, the telephone will
“ring” briefly at the new volume.

Lol

 [F the speakerphone is ON, the volume control will affect the
volume of the speakerphone OMLY.

s [Fthe receiver is lilted, the volume contral will affect the
wolume of the sownd From the receiver QMY
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The term “intercom extension” is used in several places in the manual to refer to another telephone
in the system. The two-digil intereom eetension is the SPIRIT system number determined by the
telephone wiring connection al the cantroller. If vou must dial an access digit in order to make
cutside calls, then vou have I'BX or Centeex lines. If you have such lines, then each telephone

that 5 part of the PEX system or Centres serviee may have a PBX or Centrex “extension” number.
Do not wse thal extension number for SPIRIT system features, [F you do not know a SPIRIT
intereomm extension pmber, ask the prerson in vour affice who maintains vour system for the number.

The RECALL/DROE button can be used to access the PBX/Centrex fealiures on some systems,

Fosmragrag Moes sempy i'..r...'..||"|-|--

L2 mat place vour SPIRIT Communications System telephone near a sadiator or other heat source.

Your lebephone is an electronic device and should not be exposed to water or any other liquid. Unplug

the telephone from the telephone jack i the telephone cord s damaged, it liquid has been spilled
into the speaker slots, ve il the telephone is dropped.

Ihe outside housing may be wiped clean with a soft cloth that has been dampened with waler and
a mill detergent. Do not use solvents, spray liquids, or abeasive cleaners.
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Answer, 12; imtercam, 12; specific line, 12
Aaita-dial buttan, 2
Auntaretic lee selection, 38

Rridgiog. 2%

Call pickup, 13

E:'Iri:l,!: fia vinar Bl phone, 313

Lenbies ystim, Mz umng sccoss code, 14;
dialing gause for, 33

Comleremee. 18 add call, 18: add exlensaon,
1% add lleee, 18; drop, 1% cndl, 1%
hield. 19

Cu=tomized feateres, Is

Dl cohes, 39
[ mot dizturh, 24

Erase programmable bution, 20;
CoerdCall, 12

Ao vonle enBry, 31; haBlan, 15
program batbars foe, 31

Ancveet, 125 anbervon, 12 spegific line, 12

Ao callback, 28

Aol e selie lon, 26

Eilil.!:q'lq.;,. 25

Call fenvard [folliw ma], 27

Call pickug, 15

Caring lor vear telrphone, 38

Copfrom svstom., M using acoess eoxle, 16;
dialang pagse bar, 13

Uoniberemer, 12 add call, 16: adil ealenssin,
18, achl lisw, BE: g, B2 ppd, 19
held, 12

Cuistomted leatures, 36

Dial oodes, 32
e ol Bislen s, 24

Lrase, |':'||]|Ei-|'iu| (B lsaateem, 31:
SpvediCall, 3

Group pape, M balien, 11; [PFugrarn
Fesitinn fmr, 31

1

Held all reminder, 21, 37

HEAL 12: lurpsing oo, 12

Hekl, 20; pick wp, 20 reiricwe, 20;

|
Tl abar |iE_|_'|I patberes, 5
[ntercom call, 12, 15

I
[oiming a call. 22

1
L4 namber redlial. 15
I..-T\,E.Ill paltirne, 5
Lane bution, &
=i B, 24
Line wse permission, 36
|
Mamial Flg,:'||'||. [ iam lsab B di, 7H
Miessope, X2 turn off, 23: turn om, 22
Felate, 27 [lachirg: Bight (e Do Mol
Llisturhl, 34

Mighl service, D&
Mighl ringing, 36

1Rl call pemander, 21, 37

THFALL 12; dier nirg an, 12

Heaold, 20: pii:k up, 30; retiieee, 10 relpiee
e nicd [H'l“'f:r.-\:-l'l||||1.| o a lire bpdbem, 20

lewd i alor |iH_|'.! [aRbEred, 5

Imtercams cnll. 12,17

ltercans call Tapwant, 17

Imteroom extensian babien, 11, 31:
Progeam Brusapan far, 31

Jzining 2 call, 25

Larst munshes eeddial, 17
Light patlerms, 3
Line button, 0
Line reserye, 34
Line use promissson, 36

Manual signal; prageam butlon lor, 31

?ﬂ-‘thltu'. 220 turn o, 23: harn on, 23

Multi-purpese buttess, 11; programming.
|

Muale, 27; Mashirg light 30 Do Mot
[hiskurki 74

Mipht service. 20
Hiphs rinpirz, 36

I

FPaging. 28: all extensions. 28;
Topdupmaker, 283; program zton for, 29;
u=inp programmahle butbon, 29

Farts of elephans, 6, 7

PEX systemn, 38; using scce=s code, 14;
1|i..|1ir|g BT for, 33

Pick vp, coll en-anctber kelephore, 13

Flace calts, 14, 15; :|||r:iFi|_' Bine, 14

Privacy release, 25

|"'I'1'|,Er|'|l'|l.:'|'||-||.'n}t | bRz, 9, PECEIASTITInY,
28, 29 usleg, 29

I

Focall [swiktchhonk flashl, 13
Ressrve line, 24
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Introduction

The SPIRIT Cammunications sysiem, Maodel 308/616, consists of a CONTROLLER that
centrols the system, TELEPHONE SETS, and some optional equipment, Qutside telephone lines
bram your local telephone company or from a PRX, or switchboard, system are connected o
the controller, The controller is connected to all the telephones in the system,

TR ..-\..:.;._.rl"‘;.-.,q:..” 1y

The SPIRTT Communications System can be customized to fit the needs of VOUE Company.

This means that, as the administrator of the system, you will be able to change how some features
operale. The system can be used just as it is installed. You may, however, want to take
atlvantage of some of the customizing options. You can do as much or as little customizing as
vou cheose. Section [of the manual tells vou how to customize the sysbem.

Customization is easy to do. Think of your system as lexible and easy to change. As TR e
the system you may think of other changes you want to make, so don't be concerned that you
hisve b make all vour customizing decisions when yvou start to use the system,

M R | A ITTT T LT [ "R Biav ) "'-'

Specd Call, o number memory, is an important Limesaver for vour users. There are twa kinds of
SpeedCall numbers: personal and systemn. Personal numbers are stored by the user and are
available only at the telephone where they are stared. System numbers are stored in the system
mertory by you. This section tells you how to store system SpeedCall mumbers,

ELTS BN HEe | Iralesnpypmalirmmg 1.r.=,-...|:n1-, :1-"

This section includes additional information about features, aptional equipment, and how to
make changes in vour systern,
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Following is a list and brief description of the features vou can change. There are two kinds

of features, SYSTEM TEATURES and TELEPHONE FEATURES. When you customize a system
feature, you have made a ch amge in the whole system, i this ranal, mformation about system
features is always printed with grey background,

When you customize a telephone feature, the change is made for ane telephone extension only.
f this vaeernral, information ahon teleprhone features is always printed with a blus background,

Description of Features that May be Customized

Byl eign Menfogss

B AUTOMATIC PRIVACY — This feature prevents athers from joining your call without vour
permission. IF privacy is On, other users in the system must be added tor a call through con-
ferencing or a special release of privacy, If privacy is Off, another user can jnin a telephone
conversation by pressing the line button that the call is on. (Possible setlings are On and OFff,
Installed setting is On.)

B TOLL CALL CHECK —If vou are in an area that requires a 1" before every toll call, leave this
at the presel value of 1 Required. If your local telephone service does not require a 1" before
dialing a toll call, change the setting to 1 Not Required. If vou must dial an access digit in order
Lo make an outside call, vou have PBX or Centrex lines, If viril have PEX or Centrex lines, the
SPIRIT System will not check for a tal] call until after the code is dialed, if the PBX/ Centrex code
and [ines are correctly custamized. Calls will be checked only tor telephones that have been
customized as Toll Restricted. [Possible stttings are 1 Required and 1 Not Required. Installed
sebling 1 1 Requirml,

B HELD CALL REMINDER — The syslem can remind a user that a call is on hold, You can set the
number of minutes it will wait before providing the reminder. (Possible settings are Zero for no
reminder, One, Two, Three, or Four Minutes. Installed setfing is One Minute,)

M LINE TYPE — All incoming lines are either PBX/Centrex Lines or direct Qutside Lines. If your
system is net ab incoming-line capacity you have Unavailable Lines. (For example, if you have
twor incoming lines on a system that has three incoming line facks on the contraller, line 3 is
Unavailable). Find out how many in coming lines you have, and customize Unavailable Lines as
such for proper operation of AUTOMATIC LINE SELECTION, [Possibie settings are Unavailable
Line, Outside Line, and PEX/Centrex Line, Trstalivd sefting is Qutside Line.)

B PEX/CENTREX LINE ACCESS CODFS —If vou have PEX/Centres lines, a code is necessary
to dial an owtside call. You can set the cede(s) required. (L to four one- ar fwa-digit codes may
be vsteved, O code, the digit 9, is already installed for your convenience, but may be removed

ar chareged. ) Far further information see pravge 24

M EXTERMNAL ALERT—I an optional external alerter (buzzer) is part of your system, vou can
seb when it will turn on for each line. (Passible seltings are Never, Night Only, Day Only, and
Ahways. Installed setting is Night Only.) NOTE: Night Only and Day Oy are determined by
whether Might Seroice is o or off (see User Manual].

B DAL TYPE—Set ench line for the kind of service you have with your local telephone company,
(Fossilile settings are Touch Tone and Dial Pulse. Installed setting is Dial Pulse),
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Telephone Features : W iy e

Telephone customization is used to make diﬂerent t:lr:phunes in tttesjrsl:em 0 i'f#ﬂ,, -.i.,.“ !\
ways.

B LINE USE PERMISSION. You can assign each line of each Eelephnut one of .i

pormissions. i ﬁﬁﬁ .,J PR
Mo Permission. The telephone may not use that line at all empt whm a r:a]l 5 b1
to it on that line, A .r

Full Permission. The user may place and answer calls on that line. Hﬂa‘hﬂeﬂ 53 !
Answer Only Permission. The user may answer calls or retrieve held ealls on mﬁm .

B AUTOMATIC LINE SELECTION. This feature provides the dial bone when you plek up i’
receiver, without having to first select a line by pressing a line button. Cﬁﬂ!‘ﬂ-ﬂll:lilg H of
as Mot Eligible will mean that the user must select a specific line every time a call is ﬂiﬂd&

A line that is assigned to a line button and has Full Permission can be set as Eligible; whit
means it can be used by simply picking up the receiver, or Not Eligible, which means ti-uéi A
button will have to be pressed First bo use that line. If lines that are not assigned in:rHH:&f. H

the telephone are set as Eligible for AUTOMATIC LINE SELECTIDN the s-r.-t g is 1znored
{Installed setting is Eligible.) &

B LINE RINGING OPTIONS. You can assign to any line (with FuII or ﬁnswtrﬂnr
of any telephone one of the following ringing opticons for i incoming .f:.al_ls ;

Mo Ring. The line does not ring For incoming calls. ' _"_ h3 £ 3
Normal Ring. The line rings normally. {Installed setting). ~ = &
Abbreviated Ring. The line rings for 12 seconds only. 1
Delayed Ring. The line does not start ringing until 12 seconds afterthg call curﬁg; 0.

T
® NIGHT RINGING OPTIONS. You can assign to each telephone one of the follo “ﬁ ptiorish
The options you assign are in effect when Night Service (see User Manual] {s onieiie

MNormal Ring. When Night Service is on, the telephone will d:srega.td l:ustumi
RINGING DPTJ'CWS and ring normally for all permitted lines. & 8 0

Frogrammed Ring. The telephone will ring the same whether H@ﬁ Sem:e :5
{Inatailad Setting).

B OUTSIDE SERVICE. You can assign an outside service to each telephone in thei'j.raiﬂﬂr
cutside service determines the types of outside calls that may be mal:le from that ke
The three choices are the following: i [ : i

Ohitward Restricted. No outside calls may be placed at that t-e]eph-:n-m: r::u:cll:pt *
unrestricted system SpeedCall numbers, —See page 22. " O x

Unrestricted. Calls may be placed at that telephone with no restriction. {Immffﬂﬁ
Toll Restricted. No toll calls may be placed at that telephane em:ept o a_mi umun: e
System SpeedCall numbers. — See page 22, Rl 1 i



' : ——----I-....._.._—
e ——————

Confirmation and Error Tones

Throughout this manual you are told that you will receive a “contirmation” tene after valid key
presses and an “error” tone when key presses are not valid, If you would like to hear the

confirmation and error tones before vou start custemizing the system, complete the following
EXETCI5E:

To hear a confirmation tone:
# Preas INTERCOM,

* Lift handset [or press SPEAKER),
w Dal £2,

To hear an error fone:
* Pross INTERCOM,
» Lift handset (or press SPEAKER),
w Dial & 0,
o Press MEMORY.
» [Dial 28,

How to Use the System Planner and the Customization Chart

A System Planner is provided on page 8 to guide you in planning how you will customize your
system, Record your decisions on the planner. You may want to use pencil 3o that you can
make changes in the future. Sample planners are llustrated on pages 16-21, along with the
reasans for the customizing decisions for two Fictitious companies, If vou are undecided

about what customizing decisions you want te make for vour system, reading those examples
may be helpful.

When the System Planner is complets you can start customizing your system. The Customization _
Chart on page 9 may be all vou will need to complete the customization of FOUT Systam. et
If you wish more detailed instructions, however, read pages 10 through 17. '

If you use the Customization Charl on page 9, remember to follow the dotted line path. As
on the System Planner, grey-shaded areas are the system features and blue-shaded areas are
the telephone Features.
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Parts Of The Telephone Sets
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How to Customize
Getting Started

When vou have finished your customizing plans you are ready to actually customize the system,
You must do all customizing from telephone set 10, which may be either a 6-button or a
24-button set. For some customization procedures, all telephone sets in the system must be idle,
a0 vou will want to choose a time when people are not using the telephones, For telephone
custemization, the telephone being customized must be idle.

If you wish, you can plan future needs while you customize. IF your system is not at capacity
{for instance, vou have Four lines and ten telephones in your SPIRIT system now, but plan to
expand to six lines and sixteen telephones in the future) you may customize the unequipped

lines and extensions now. For proper operation of AUTOMATIC LINE SELECTION, you
should customize LINE TYPE as Unavailable for the uneguipped lines.

Following are step-by-step instructions for customizing,.

STEP 1 SET CONTROLLER ADMINISTRATION SWITCH TO "ON"

See the picture of the controller on page 3.

STEP2 PRESS ONE OF THE INTERCOM BUTTONS ON TELEPHONE SET 10

Intercom butbon press times out alfter Five seconds.

STEF 3 PRESS SPEAKER [or lift the recelver]

You will hear a dial tone.

STEF4 DIAL % 0 [zero) .

You will hear a confirmation tone. If you do not hear the confirmation tone, check the
administration switch on the controller.

STEPS INSTALL ADMINISTRATION OVERLAY OM TELEPHONE SET 10

[ This stey is nol necessary if you are going ta resel features back to the installed setting or enler
SpeedCall numbers and do ne other custornization. ) Instal] the administration overlay provided
in the pocket on the back cover of this manual, The ENTER ADMIN light will be on to show
that the system is ready for administration. Mo calls may come in to or go out from telephone
set 10 during customization.

STEP & CHOOSE TYPE OF CUSTOMIZATION

The chart on page @ shows four customizing cheices at the top, The chart also shows what
customizable features are reached through each choice. Using the chart as a guide, make
the appropriate choice,

s Dial 0 to reset the system. All sets except set 10 must be idle, IF a telephone set other
than set 10 is in use, you will hear a busy tone and you will not be able to reset the system.

# Lial 1 to customize the sysbem.
» Dial 2 o customize the I:-E]E]'.l]'lﬂ nes.
= Dial 3 bo enter or erase numbers in the system SpeedCall memory.,

STE'? COMPLETE CUSTOMIZATION
Fallowing the instructions on pages 12-17, complete the customization type chosen in STEP 6.

Adminitration Mamsl
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STEP 8 CONTINUE CUSTOMIZATION

If you wish to continue with another customization type, press the ENTER ADBMIN button
and repeat steps & and 7. For example, if you complete the desired customization under System
Customization and want to continue with Telephone Customization, press the ENTER ADMIN
button and repeat steps 6 and 7.

= STEP9 EXIT CUSTOMIZATION
When customizalion is complete, replace the receiver [or press SPEAKER). Return the
administration swilch on the controller to the OFF position to guard against accidental
administration. Also, unless the administration switch is set to OFF you will not be able
to program personal SpeedCall numbers for set 10. Remove the administration overlay and
replace in the pocket on the back cover of this manual.

System Reset

CAUTIOMN: Use of reset eliminates all customization.

If you dialed 0 in STEP &, and if all telephone sets cxcept set 10 are idle, you can reset the
system bo the installed settings given on pages 4 and 5. Enter the system reset code 09009, IF all
telephones are not idle, you will hear the busy signal. If you make a mistake you will hear the
error tone, and you must exit resct to bry again. IF you enter the reset code successfully you
will hear the confirmation tore and system and telephone features will be returned to installed
settings. SpecdCall numbers will not be affected.

o exit you may replace the receiver or press SPEAKER, or, if you want to continue customizing
features, press the ENTER ADMIMN button to reenter administration at STEF 6.

s e e—
FERTY £

Customizing the System - S T ‘__

=alm

; Shl pal R

MFyou dialed 1 in STEF & you began customizing the system. The following fe.aill.ib_iei ma
programmed in any order, and you may exit customizing after changing any featiire, ledv
unchanged features at previously-set choices. You may also use system customization
to check the setting of a feature. You do not have to make changes once you have

customize. o

Lol LA

Any of the procedures may be exited by one of the following at!iqm;
s pressing the FEATURE button Lo custamize another feature :ﬁf_ Feo
» pressing the ENTER ADMIN button to go back to STEPS . 00 =
» hanging up the receiver or pressing SPEAKER to exit customization

Valid digits will be followed by a confirmation tone and the indicator lights w the &
new settings. Customization automatically exits that feature. Invalid digits will be follow

by the error tone and customization continues in that feature tinkil a valid choice is entefed bt
you exit the feature. i Sl R fh
When you are customizing features for which the setting ean be changed for each incomi
line in the system, you do not have to press the FEATURE button for eack line, Priss all

line: buttons for which you want the same setting. e PR T Y &i

EXAMPLE: Your system has the capacity for six incoming Tikslame: | &jr{d 2 g_rePE\ (o
lines, Lines 3 and 4 are outside lines. Lines 5 and 6 are not tsed [unaugi]ab‘le};?:_l =

PROCEDURE: Press FEATURE, then dial 4. Press line buttons 1 and 2. Dial 3. Press.

line buttens 5 and 6. Dial 1 (You do not have to customics Ifnes 3 and 4 because th

installed setting is outside line.) = E gt
The indicator light of u selected line button will flash rapidly. If you have selected a lire ana
charge your mind and do not want fo select that line, simply press the line gmﬂ@_ rgairi’ aiee
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Custemizing the System il r,j,j £ ' f.
B AUTOMATIC PRIVACY i (R i 4
o, o R ECAR
Fress FEATURE. Dial 1. e R 3

ide p

[

All the line indicator lights will show the current system-w

are ON, privacy is OM. If the lights are OFF, privacy is OFE To ch y
enter one of the following: g i ; ;:
DIAL  INDICATORLIGHT  SETTING oy %)
1 QOFF Privacy Off ol o LA
2 (Y Privacy On (installed) 'F‘; T F ?g
W TOLL CALL CHECK g §0TE A
Press FEATURE. Dial 2. e . - el : S
All the line indicator lights will go OFF, If you are required to dial 1 before placing toll e Fi

enter 1; otherwise; enter 2. Possible choices are 1 Required (installed) or :[N!';:.[ i

B HELD CALL REMINDER e T SR
Fress FEATURE. Dial 3, Rt v o bl
All of the line indicator lights will go OFF. Enter the number of minutes for the held call
reminder. If vou enter O the Feature is turned off and no held call reminder will be provi .
You may alsoenter 1, 2, 3, aor 4, meaning that the held call reminder will he 1_ o “EE‘V
after 1, 2, 3, or 4 minutes. The preset time interval is 1 minute, © . = ¥

W LIME TYPE BR, . Eeer
Press FEATURE. Dial 4. i Al Eag .
Each line indicator light will show the current status for that line, If a light is ON, the line
is set as an Chutside Line. If a light is OFF, the line is set as an “unavailable ling," that is,
not part of your system. You should set as Unavailable, lines that are not part of your s
(if, for instance, you have a “616" system but have only four incoming telephione ines, ybu
should customize two lines Unavailable). If, the light is flashing an even flash, the line is set
as a PBX/Centrex Line. To change the setting for any individual line{s), press the line button(s)
and dial 1, 2 or 3 (see table, below). You may press more than one line button to make the
change on more than one line. If you dial the number without pressing a line button Hrsk yod ™
will hear the error tane, o HEE oo o pat

DIAL INDICATOR LIGHT SETTING

o

1 JFF Unavailable Line &
2 oN Cutside Line (installed)
3 Even Flash PBX/Centrex Line 'I_ ; .;

12  Adminiziration Manual




Customizing the System ;
W PEX/CENTREX LINE ACCESS EG[}E‘E i

e

Press FEATURE. Thal 5. e E J:-;g i -.'
All of the line indicator lights will go off. ?\:; ¥
To ENTER a system-wide PBX/Centrex dial eode. -

Dial the desired dial code, Press ADD button. You will hear the i::nnflrmatmn tu-m*.

the code is added. If there are already four other codes programmed you will hear the erre
tone. The digit 9 is preset as the PBX/Centrex code, 5o there is room for 'three oth
may, of course, crase the 9 code iF you wish. b A

To ERASE a system-wide PBX/Centrex dial code. it
[Dial the code you wish to erase. Press DROP You will hear the :anhtmaﬂuﬂ l.'l:Ii'IE":-'-‘i'l
the code is erased. IF the eode is not there to be erased, you will hem the error tone.

To ERASE all codes. s %r e
* Press DROP Dial %, Press DROP. You will hear the cunfu'matlnn tone Jf].rm.t E-'I.iﬁ'.'l!ESfl.II ¥
followed the DROF procedure. : : "*'

You may continue to enter or erase codes or you may exit the feature

W EXTERMNAL ALERT i b

Press FEATURE. Dial 6. o Laigh

Each line indicator light will show thrz current external alert atatus E-nr that lineTd ma
changes, press the line button(s) for the line(s) on which you wish to make a partldulé.n
change and dial one of the digits lrom the table below. You may press more than onk line”
button to make the change on more than one line, If you enter a l:llgit wlthnut Fieat gi'eﬂi

2 line button vou will hear the error tone. ; i i B

DIAL  INDICATOR LIGHT SETTING 17 % =

1 OIFF Mever use external alert

2 ON External alert when Night Eerw-:eii onf

3 Even Flash External alert when Night SEI"'-"IE.‘E i% ﬁl L

4 “Wink" [Short ON, T_-rmg OFF) External alert always |;:un , i
m DIAL TYPE T

Press FEATURE. Dial 7. b

Each line indicator light swill show the current dialing type for that 1111& H-' thel[ght is EI
that line is set for touch tone dialing. If the light is ON, the line is set for dial pulse
dialing. To change the dialing type for a line or lines, press the line button(s) and tI.IEIj. I.‘i'ul.'
appropriate digit from the table below. You may press more than one line button to make
the change on more than one line. If you enter a digit without first pressing a !me bul'.t

you will hear the error tone. iy
DAL INDICATOR LIGHT SETTING ;
1 OFF Touch Tone
2 ON Dial Pulse (installed) ;

- s
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EUAtBing Each Rlaghore S

If you dialed 2 in STEF & on page 10, you began Telephone Customization (see the chart i Sin
on page 9], All these [eatures are customized on a set-by-sct basis, meaning you must enter = 2 ° &
the telephone set number before customizing. The changes you make on set 12, for l:xamp!e.&;r i 1..
will not be made on set 14, ar any other, unless you EP'-E“'L']f:ICE“}" CopY a -:ustnmia.{ng set-up i
trom one telephone set to another. Making changes via Telephone Customization is not ::J'ways A
recessary for all telephone sets. You may, for example, want to leave all the telephones at the 201 1
irtsteelled sefting for a feature excapt one set. Ay .-*».15 v d I

EXAMPLE: All of the telephone sets except set 16 are used by employees who shuultl il

not be restricted. Set 16, however, is in the lobby, and is used by company visitors., '31 b : ,L*'%
You would want to set the outside service on the lobby telephone to Toll Restricted, ﬂ‘qﬂ_ ey
leaving the ather telephones Unrestricted. . e e
Any of the procedures may be exited by one of the lollowing actions: 2 -‘:‘!5.5': AL
s pressing the FEATURE button ta customize another feature e ol w--'_-”_ :
» pressing the STATION button to customize another telephone set A A
s pressing the ENTER ADMIN button 1o go back to STEP 6 on page 10 et "| % $ha
» pressing the COPY TO button to copy the customization on this telephone bo another tl:]tphm'll‘_' "'-!i t
= hanging up the receiver (or pressing SPEAKER) to exit customization. i A
Valid digits will be followed by a confirmation tone and the indicator lights will reflect the new = S
setlings. This completes the custemization of that feature, Invalid digits will be followed by an. x-d g1 T
error tone. You would then enter a valid digit or exit the feature. .'-.-.--....—:; -
When you are customizing features for which the setting can be changed for each incoming line :

in the system, you do not have to press the FEATURE buttan for each line, Press all the line
buttons for which you want the same setting. For example, if you are customizing "LINE UEE

PERMISSION" and you wish to make lines 4, 5 and 6 Mo Permission, vou would press : “
FEATURE, dial 1, press line buttons 4, 5 and 6, and dial 1. - _,-é o %‘
The indicator light of a selected line button will Flash rapidly to let you know which line vou 'FI : ._ “i
are currently customizing. If you have pressed a line button and then change your mind and dn =1 #ek
not want to select that line, simply press the line button again, e T
Ty sustrmize a lelephone: .'.";:I: 1 ; :
Press STATION and dial the intercom extension number, or, if you are using a 24- bultnn R .}._;.
telephone, just press the auto-dial button for that extension. 3 aaa) 4 s
If the telephone is busy you will hear a busy signal and you must press STATION again or i

exit o wait until the telephone is not busy before you can customize it. You can go ahead and  ©
choose anather telephone extension to customize, or you may choose to leave telephone AR
customization, 5 ity
COPY TO iz a useful procedure if vou plan identical cugtomizing for more than one set. IF you -
wish to copy the telephone customization you have completed for a telephone to another i o1

telephone, use the COPY TO Feature (see page 17). If you wish to copy the telephone custom-+ i ‘,. ;
ization to all the other telephones in the system, use the COPY TO ALL feature (see page 1'.7"} ; 1

e e

T

r i -,
s o bEmdarh Bod @ e e
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Formtmenniriveng Faely 1""1""r11|1"\-F|I.?

M LIME USE PERMISSICONS
FPress FEATURE. Dhal 1.

Each line indicator light will show the telephone set's current permission for that line. Chu-uuafz
the line(s] for which you wish to set the same permission by pressing the line button(s). Dial é

the appropriate digit (see list below). You may press more than one line button to make the
] change on more than ene line. If you enter a digit without first pressing a line button you w:ll'l
| hear the error tone. (A
DIAL INDICATOR LIGHT SETTING Al
1 QFF Mo Permission g
2 oM Full Permission [fnstalled)
3 Even Flash Answer Only

B AUTOMATIC LINE SELECTION

Press FEATURE. Dial 2. E:
“Each line indicator light will reflect the current status for that line. To change the status for
the individual line(s), press the line button(s) for which you want the same setting and dial on
of the valid digits {see table, below). You may press more than one line button to make the o
change on more than one line. If you enter a digit without First pressing a line button you will =

hear the error tone. gl B
DIAL INDICATOR LIGHT SETTING M
I| 1 OFF Mot Eligible for Automatic Line Selection
1 2 OM Eligible for Automatic Line Selection (installed) i
Lines customized without Full Permission from the telephone set being customized will show ;' g0
as Not Eligible for Automatic Line Selection. Selecting such a line will be ignored. e

NOTE: Automatic Line Selection provides the dial tone when you pick up the receiver mzthuuf . :
having to first select a line by pressing a line button, Customizing all lines as not c!'zgjb.!g- will TS
meean that the user must select a specific line cvery time a call s made.
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Customiring Each Trlephone : R s
W LINE RINGING OPTIONS i bl
Press FEATURE. Dial 3. ' i i . : 1%
Each line incicator light will show the current ringing option for that line. To change the "
option for individual line(s) on that telephone, press the line button(s) and dial a valid digi $ :
from the table below, You may press more than one line button to make the change on e %
than one line. If you enter a digit without first pressing a line button you will hear the S SR ;
error tone. %:ﬁ-ﬁg:'_
DIAL  INDICATOR LIGHT SETTING T .
1 OFF Mo Ring e g
2 ON Mormal Ring (installed) Ty
3 Even Flash Abbreviated Ring o
4 "Wink” (Short OM, Long OFF) Delayed Ring . K
Lines that have been customized as Mo Permission will show Mo Ring. Selecting such lines 3 &
will be ignored, f L 7
) -- i SLEE N .. ; -\."
W NIGHT RINGING PR o
Press FEATURE. Dial 4. : i

All the line indicator lights will show the current night ringing option for this telephone. 3
To change the night ringing option for this set, dial one of the digits from the follow g table

el

AL  INDICATOR LIGHT  SETTING = epln
1 OFF Mormal Ring (Disregards customized LINE

RIMNGING QFTIONS when Might Service is on.)
2 oM Lines ring according to programmed LINE~~ © 00
RINGING OPFTIONS whether Night Sérvice is on 0=

or off. (installed) Fif *-\.:.;.:
W OUTSIDE SERVICE Fa- gy 48
Press FEATURE. [Dial 5 . P+ TR Actnbu L

All the line indicator lights will show the current overall outside service for the telephone set.” i
To change the overall outside service for the set, dial one of the digits from the following __r_ 3

DIAL INDICATOR LIGHT SETTING e
1 CIFF Ohutward Restricted =
2 oM Unrestricted [installed)
3 Even Flash Toll Restricted
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Customizing Each Telephone ; F

W COPY TO P . ik bk
To copy the feature choices from this telephone set to anather set press COPY TO. The COFY
TO indicator light will go on, all of the line indicator lights will go off. While the COPY TO S8
indicator light is on, dial an intercom extension number or, if using a 24-button set, press }
auto-dial button for the desired set. The telephone set being copied to must not be busy. If yoil®
hear a busy tone, cancel the COPY TO button again. All of the telephone customization se}-ti'
for the set being customized will be copied to the specified telephone set and you will hea
confirmation tone. The COPY TO light indicator will go off. To do another copy, repeat =
the process. ' g ; -

e

T cancel a capy, press the COPY TO button again without dialing the intercom extensi
Copy To All : e

To copy the set-up on this telephone to all other telephone sets on the system, prEEIECD
then press ¥, All the telephones in the system except telephone set 10 must be idle. 5:.-5[

F

Exiting Telephone Customization :
Press FEATURE to customize another telephone feature on the same telephone.
Press COPY TO to copy the settings on that telephone to another telephone.

Press STATION and dial the set number {or press the auto-dial button on a M-bl.l.ﬂ_ Q«E
ta start customizing telephone features on another set. - HEE L i,

i Ak
-5

Press ENTER ADMIN to go back to STEP & on page 10. PiTAR

eplace the receiver (or press SPEAKER if vou were using the speakerphone 'I.'.I'hi:IE ::._I.:E'tn

izing} to exit systemn administration. - il
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Examples Of Systems

Planning the customizing of your communications system requires considering the needs of
your company. Since each company is unique, two business profiles are provided 1o show you
how these systems may be customized, The system planners are shown for each business ta
help give you a better understanding of how to complete your own system planner,

COMPANY 1 i
CARPENTER, WATKINS, and SEPULVEDA, Attorneys at Law e

Company 1 is a law firm with a receptionist/secretary who answers all calls. There are three
incoming lines and six telephone sets. {They have a SPIRIT system with a capacity of three
incoming lines and eight telephone sets.) Three of the telephone sets, numbers 13, 14, and 15

are on the desks of the three partners of the firm., Telephone set 10 is used by the -
receplionist/secretary. Telephone set 11 is on the desk of the paralegal assistant. Telephone s
set 12 is in the lobby, e

The following customizing decisions may be made for this company:
Automatic Privacy — On [installed setting, no customizing required) )
Toll Call Check —dialing 1 is required (installed setting, no customizing required) e
Held Call Reminder —one minute (installed setting, no cu stomizing required) e B

Line Type —all lines are available as outside lines (installed setting, no customizing required)

PEX/Centrex Line Access Codes—not a PBX or Centrex line, so a code is not applicable

External Alert — The system does not have the optional external alerter, so this may be left %
at the installed setting. iy

Dial Type —local service is touch tone. All lines should be customized touch tone. I

Line Use Permission —all telephones have full use of all lines (installed setting, no customizing
Toguired )

Automatic Line Selection—all lines for all telephones available for automatic line selection
(installed setting, no customizing reqquired) {40

Line Ringing Options— All lines on set 10 are left at normal ringing, which is the installed
setting. All lines on sets 11, 13, 14, and 15 are customized for delayed ringing, giving the
receptionist/secretary the chance to answer the line First, Telephone set 12, which is in the
lobby and offered as a convenience for visitors, is customized For no ringing on all lines, _
Night Ringing —normal ringing in night operation for all accessible lines on all telephones. T
This way, if the receptionist/secretary is not there, anyone at any telephone in the system will ot
be alerted immediatel ¥ to an incoming call.

Clutside Service — all telephane sets cucepk set 12 are unrestricted, which is the installed
setting, Sct 12, which is accessible ta visitors, is customized toll restricted,
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COMPANY 2
LIVELY TRAVEL AGENCY.

Company 2 is a travel agency with six incoming lines and eleven telephone sets, Eight travel
agents share phone answering duties, Whoever is not currently busy picks up an inco ming
call. Telephone sets 11 through 18 are for the use of the travel agents. Telephone set 10 is

used by the company president. Telephone set 19 is in the conference room, Telephone set
20105 in the El;_'lh!;l],-'.

Automatic Privacy —On (installed setting, no customizing required)

Tell Call Check —dialing 1 is required {installed setting, no custemizing required)

Held Call Reminder — three minutes

Line Type —all lines are available as outside lines (installed sctting, no customizing required)
PBX/Centrex Line Access Codes —not a PBX or Centrex line, so a code is not applicable
External Alert —night only (installed setting, no customizing required)

Dial Type—local service is touch tone. All lines should be customized touch tone.

Line Use Permission — all lines accessible for all sets except line &, which is customized Mo
Access for all sets except set 10, The company president uses line 6 as 3 private line,

Automatic Line Selection—all lines eligible for selection by automatic line selecHon (installed

setling, no customizing required) Line 6, which is not accessible from telephone sets other than
set 10, is automatically not eligible at those sels.

Line Ringing Options— All telephone sets are set for normal ringing on all accessible lines,

except set 10, which is set for delayed ringing on lines 1-5 and normal ringing on line &, EL P
Might Ringing —Telephones ring according to programmed LINE RINGING OFTIONS whether =3
Might Service is on or off. (Installed setting, no customizing required) ;
Outside Service— Unrestricted, except telephane set 20, which is customized Toll Restricted

because it is in the lobby and accessible to visitors, .
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SECTION 2 SpeedCall

The SpeedCall feature is an important time saver for users. SpeedCall numbers are dialed by
using a bwo-digit code. There are twao kinds of SpeedCall numbers: personal and system.
Personal SpeedCall numbers are entered by the users of the sets. These numbers are available
only at the telephone where they zre stored, Each user may store 16 persanal SpeedCall numbers.

System SpeedCall numbers are stored in the system memory and are for the use of all the
uscrs in the system. The system can store 70 systemn Speed Call numbers; of these 70, 30 are
urirestricted and 20 are restricted (see below),

Nestricted and Unrestricted SpeedCall Numbers

Unrestricted Speed Call numbers (including toll numbers) may be called by using a two-digit
cade from any telephone in the system that has full permission to an outside line, including
telephones restricted from making outside ealls or toll ealls. For this FEESOT, EMErEEncy
numbers such as FIRE, POLICE, and AMBULANCE, should be entered as unrestricted numbers.
Unrestricted numbers are stored with codes 30-79,

The Outside Service restrictions (see page 16) you may have assigned Lo each telephone apply to
numbers stored with codes 80-99, which are restricted SpeadCall numbers. The aumber 911

can be dialed from any telephone set that has at least one line with full line use permission

and does not require entering as a SpeedCall number,

In summary,

Unrestricted SpeedCall numbers:

= may be called from any telepheone regardless of QUTSIDE SERVICE customization,
Restricted SpeedCall numbers:

= may be called from telephones with Unrestricted OUTSIDE SERVICE.

= may be called from telephones with Toll Restricted OUTSIDE SERVICE, if the numbers are local,
= may not be called from telephones with Oubward Restricted QU TSIDE SERVICE.

SpeedCall Directorios

Be sure you keep an accurate directory of the numbers you have stored in the system SpeedCall
memaery. Since numbers may be erased and added often, it's a good idea to make a simple
directory that can be copied as often as necessary. Photacopy the sample System SpeedCall
Directory on page 28.
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Storing System SpeedCall Numbers

STEM15ET ADMINISTRATION SWITCH TO "0
Set the system administration switch on the contreller to QN (see the drawing on page 3.)

STEP ZPRESS INTERCOM BUTTOM, PRESS SPEAKER

Working at telephone set 10, press an INTERCOM button that is not buswv, Lift the receiver
(or press SPEAKER). INTERCOM times out after five seconds. You must 1ift the receiver or
press SPEAKER within those five seconds or start the procedure over again at STEP 2,

STEP 3 ENTER CUSTOMIZATION
Dhal & 0{zero)

STEP 2 CHOOSE SYSTEM SPEEDCALL
[Dial 3

STEP 5 DIAL NUMBER
Dial a number you wish to slore in the system SpeedCall memorv. A tatal of 16 digits, including
pauses and one flash, mayv be stored as one number.

NOTE: Press the HOLD PAUSE button to enter a 1% second patse in the number (Le., to wait for
a dial tone or access tone). If your system is part of e PBX/ Centrex systemt you may store the outside
access code as part of the number. 1f the line is customized as a PEX/ Centrex line and the aocpes

cods is entered in system customization, the system will automatically insert & pause after the code
when you use your SpeedCall numbers.

STEP 6 PRESS MEMORY

STEP 7 ENTER TWO-DIGIT CODE

Enter the two-digit code you wish to assign to the number you have stored, Remember, code
numbers 30 through 79 are for unrestricted numbers that can be dialed by any user in your
system, regardless of any outside service restrictions that may be customized on any one
telephone set. Code numbers 80 through 99 are restricted according to the outside service you
customize for each telephone (see Qutside Service, page 16).

If you use a cade that is already in use for another number, the new number will be

stored over the old number and the old number will be lost. If you enter an invalid code

|2 code other that 30-99) you will hear the error tone, which is a series of alternating high
and low beeps. This means you will have to start over again at 5TEF 5, dialing the telephone
number. When you have successfully stared a number in the system SpeedCall memory you
will hear a confirmation tone (three short beeps).

When you hear the confirmation Lone you may continue to stare numbers in the syslem
SpeedCall memary by going back to STEP 5 and dialing a rew number. If you are finished
storing numbers and wish to exit the procedure, hang up the receiver (or press SPEAKER
if you were using the speakerphone) and return the administration switch to OFE

Erasing a Humber from the System SpeedCall Memory

You may enter a new number over an old number instead of erasing the old number. If vou
wish to simply erase 2 number, follow steps 1 through 4 of the above procedure, At STEPS,
instead of entering a number, press the MEMORY button. Enter the cade of the number you want
te erase. A confirmation tone indicates vour success. You may continue erasing, or you may
enter a new number by going back to STEP 5 of the procedure. IF you wish Lo exit the
procedure, hang up the receiver (or press SPEAKER i you were using the speakerphone) and
return the administration switch to OFF
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SECTION 3 Additional Information

The System Attendant

Many businesses have a system attendant or receplionist, a person who answers mast calls
and transfers them ro other peaple in the company. If your business has an attendang, you'll
prabably want to make some customizing ch Anges in your system.

Ringing Cplions
[f the attendant answers most of the calls that come into the office, ¥ou may want to
customize the lines on other telephone sets to no ring or delayed ring.

Some businesses have one attendant and no backup, leaving ne one to answer calls if the
attendant i absent. If this is your situation, you may want to set the lines on all the phones
in the office to delayed ring so that when the attendant is not available, calls will auto-
matically ring at the other phones after twelve seconds.

If there is someone to cover For the attendant, yoeu may choose bo customize the line on the
‘backup person's phone for delayed ring and all other phones for no ring.

The custamizing procedure is so simple you can change call coverage and ringing patterns on an
as-needed basis. For example, if the vsual backup person is out of the office, it's easy to reset
the lines on someone else’s telephone set to delayed ring. In other words, think of your

system customizing as flexible and easily changed.

System Changes

From time Lo time vou will want to make changes, either in the system or on individual
lines or sets. To make changes simply follow the instructions for customizing features.

When you customize a telephone from telephone set 10, you are not actually customizing the
telephone, but the location where the telephone line is plugged in at the controller. Therefore,
if vou want a telephone set to retain previous customization, be sure the cord or wiring run for
that telephone is plugged into the controller in the same jack as before.

For example, if Linda, whose intercom extension number i= 14, and Bob, whose intereom
extension number is 15, exchange offices, vou may leave the telephone sets in the original
lacations but plug station cord 14 into contraller jack 15 and station cord 15 into controller jack
14. Relabel the cords to identify the new positions. Linda is still intercom extension number 14

and Beb is still intercom extension number 15, and they retain their individual customization
and personal SpeedCall memories,

Using With a PBX/Centrex System

Throughout the Administration Manual and the User Manual you are directed to dial an
Cintercom extension number. This number is the two-digit telephone set identification number,
between 10 and 25, not a PBX or Centrex extension number. The intercom exlension number refers
te the controller jack in which the telephone set line cord or witing run is plugged. That infor-
mation should be part of the system directory that was completed during installaton of the system.

If your system requires a PBX/Centrex line access code (dialing & digit to get a line when
placing an outside call}, you should customize that code through the system customization
process (see page 13). If the line access code is customized, the system will automatically enter a
pause to wait for a dial tone after the code is dialed as part of a SpeedCall number. If the cade

1z not customized, the system may consider the code part of the telephone sumber and not be-——

able to check the digits for toll call restrictions. -
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LINE AUX JACKS (Dedicated Lines and Power Failures)

Medicalad Lines

Twao jacks on the 308 controller, and another on the 616 expansion unit, are labeled LINE AUX;-
The jacks provide standard telephone service unaffected by system features and are useful as
dedicated lines for computer modems and in power Failure situations. When LINE AUX jack 1
on the 308 is actually being used (that is, the device is “off hook” and using the line) incoming
line 1 will be unavailable For use by the system. LINE AUX jack 2 on the 308 controller

uses line 2, and LINE AUX jack on the 616 expansion unit uses line 4. The devices may be

left plugged in the LINE AUX jacks. As long as they are not in use they will net interfere

with the lines. »

Fevrey Fallures

The LINE AUX jacks may be used with a standard telephone during a power fzilure when
the rest of the system cannot be used. Simply plug one end of a telephone line cord into ene
of the LINE AUX jacks and the other end into a standard telephone.,

In the event of a long power failure, the administration memory may be lost and all administered
beatures will be reset to the installed setting.

Optional Accessories

Oiptional equipment connectors include modular telephone jacks for an external alert buzzer and
a public address system. Fellow the manufacturer’s installation instructions provided with the
optional equipment. The music-on-hald connector requires an RCA-type phono plug from

the music souree,

Special Feature Information

Mrezy Lannpe Field (24-button sets only)

The indicator lights next to the auto-dial buttons of a 24-button telephone set show what is
happening on each telephone in the system. I the light is OFF the telephone is idle. If the
light is ON, the telephone is busy. I the light is FLASHING rapidly, the telephone is the
source of an incoming intercom eall to your telephone, is returning a transferred call to your
telephone, or is manually signaling your telephane, 1f the light is FLASHING slowly, the

telephoene is receiving an intercom eall that may be answered by you using the call pickup
procedurs,

The irulicator lights for the programmable buttons {buttons 26 and 27) programmed for a
feature will show OMN when that feature is used. For insta nce, the indicator lights for all

programmable buttons on a system that have been programmed for loudspeaker paging will be
UM when the loudspeaker paging feature is used.

Call Pickep
The User Manual gives instructions for picking up a eall ringing at another intercom extension,

You will hear & busy signal if you try to pick up a call on 2 line for which YOur intercom
extension does not have full permission.
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Conference L Rl

A maximum of four telephones may be conferenced; only three of these may be SPIRIT oy
telephones, The total of four must include any telephanes bridged onto the conference. '

[he originator of a conference call is the person who makes the initial conference. If the };;;I'..L _
originator hangs up, the call is disconnected. Only the originator can add or drop other people. A

[f ane of the other telephones in a conference call is an intercom extension, the originator can
leave a conference call without disconnecting the other people by placing it on hold. The
ariginator can then hang up and the other people can continue the call. If none of the telephones _
except the originater's is an intercom extension, the outside callers are on hold, and will not A T
hear each other, In either case, the originator is still considered one of the four participants

on the call, so if someone other than a conference participant sets up the conference, a total

of three people can be conferenced. The call will disconnect when all the other parties hang

up, If your system has a system attendant who will be responsible for originating the conference
calls, be sure this procedure is explained carefully.

e

A conference call on hold is actually without an originator, sc if someone picks up a line
where a conference call is on hold, that person becomes temporary custodian of the call and will
disconnect the conference call by hanging up.

When retrieving a held call, it is important that the line or INTERCOM button that is pressed
15 Hashing an | HOLLr pattern; pressing a button with a THEY HOLD pattern can result in
hanging up on all of the other parties,

Placing and retrieving conference calls on held can require special treatment, particulacly if

outside calls appearing on an INTERCOM button are involved, You may want to form a few

practice conferences invalving combinations of lines and stations so that you can set up written . i
F:'.Ii-:‘|-.ﬁ|i|1-e'.h Fovr |:_'-:_11'|'|:|_'r|_'|_'|,|:i ng.

Intercem Indicator Lights 2
The indicator lights next to the INTERCOM buttons show what is happening onintercom calls

at that telephone set. I LISE flashes a long ON and short OFE. | HOLD flashes a short OMN

and long OFF Incoming alert flashes a short ON and short OFF. IF the light is OFF that

[NTERCOM button is idle.

Faging to All Intercom Extensions
When a telephone set is involved in a page to all intercom extensions the user will not hear
a ring if a call comes in.

Intercom Extension List and System SpeedCall Directory

For your convenience the next bwo pages provide a place to record vour company Intercom “'
Exctension List and Systemn SpeedColl Directory. Photocopy pages 27 and 28, Complete both pages i Faf
and provide a copy to each person in your company using the SPIRIT Communications System. & w0 e
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. Ta arder addiionsl eoples ol SPIRIT® Communications System, Models 308/618 documents,
wizal 5 #
e Customer |nformation Center
T2 O Bow 19301
Indianmpolis, [N 45219

af call 1-B00-432- E00

Daocament Title Select Code Docximent Mumber
Cretomaer leslallation GE0-126 -5 226
Instrugilons -. 3
Installation Instructoma— 950-227 PP500-227
616 Expansion Linit. ¥
Administration Manual 550-228 G500~ 226
LUsser Masual ; 550-237 o S 237 ;

| Reference Card (=21 of 10) SH-228 - S00-238
Sef |1 each of the above) -2
Customer Convendence Kit F-240 PRS00
{blank and printed
telephone set labels, plastic
iripy, and Syatem
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