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Emergency operation
This Phone syste m  is no t  designed  to  m ake or  take emergency calls. The syste m  
depends  on  m ains  power to  opera te  an d  is opera ted  by a  com p uter  sys te m  tha t  
m ay m alfunction  in adverse conditions. When the  sys te m  was com missioned  an  
emergency ha n dset  s hould  have been  ins talled  a t  a  convenient  location. Please 
familiarise yourself with  t he  location  of this  han dse t  and  check its  opera tion  
weekly.

Quick Start

Making Calls

To m ake a call you can  either  dial t he  n u m ber  firs t  an d  then  either  lift t he  han dset  
or  p ress  t he  s peaker  p hone bu t ton. Or left  t he  ha n dset  firs t  an d  then  dial t he  
n u m ber. To dial an  out side line ad d  9  to  t he  n u m ber. There is no  need  to  wait  for  
a  dialtone af ter  p ressing 9  as  t his  sys te m  will look a t  t he  whole n u m ber  and  
decide t he  best  rou te  to  take af ter  t he  n u m ber  has  been  dialled.

Answering Calls

You can  answer an  incoming call by either  sim ply picking u p  the  han dset  or  
p ressing the  flashing green  line bu t ton  on  the  bot to m  right  of t he  u ni t. To release  
Speakerphone m o de  you can  sim ply pick u p  the  han dset  or  end  the  call. To 
t ransfer  a  ha n dset  call to  s peaker  p hone,  Press  t he  s peakerphone bu t ton  an d  
place t he  han dse t  back in t he  cradle.

Rejecting a Call

Pressing the  Amber  end  call bu t ton  whilst  t he  p hone  is ringing will reject  an  
incoming call. However t he  behaviour  varies  depending on  the  source of t he  call.

An internal call will be im media tely directed  to  your  voicemail with  t he  busy 
message.

An external call t ha t  ha s  rung a group  of p hones  will s top  ringing the  han dset  bu t  
con tinue  to  ring any re maining han dse ts  in t he  sa me grou p. If all han dset s  have 
rejected  the  call t hen  the  call will be forwarded  to  t he  central voicemail.

Ending a Call

A call will be ended  when  the  o ther  par ty has  h u ng u p. To end  the  call yourself 
either  replace t he  ha n dset  in t he  cradle or  p ress  t he  Amber  end  call bu t ton.



Voicemail

Your Phone will indica te  a  new voicemail m essage by flashing the  Red message 
light  in t he  top  right  han d  corner. The display will also show the  nu m ber  of new 
messages  waiting.

To access  your  voicemail fro m  your  own extension  key *97. You will be p ro m p te d  
for  your  voicemail password  (0000 by default). Follow the  voice p ro m p t s  to  listen  
to, forward  or  delete your  messages.

Place a call on hold

Pressing the  red  bu t ton  a t  any time d u ring a  call will place t he  o ther  par ty on  
hold. Your m essage light  will flash  to  re mind  you tha t  you have a  call held  along 
with  t he  line light  which holds  t his  call. Once placed  on  hold  t he  han dse t  can  be  
safely placed  in t he  cradle withou t  rejecting the  call. To re t rieve a  held  call sim ply 
lift t he  han dset  an d  p ress  t he  flashing line n u m ber. Alternatively p ressing the  line 
n u m ber  withou t  lifting t he  han dse t  will resu me  the  call in s peakerphone m o de.

Missed Calls

When your  p hone is idle t he  screen  will display the  n u m ber  of missed  calls on  
your  extension. Please no te t ha t  if your  p hone  is pa r t  of a  ring group  then  it will 
s how all calls t ha t  were answered  by so meone o ther  t han  you.  To review the  
missed  calls p ress  t he  Call lis t  bu t ton  (telephone icon) an d  use  t he  u p  and  down 
bu t tons  below the  screen  to  scroll t h rough  the m. The icon next  to  t he  n u m ber  will 
s how whether  t he  call was  answered  by you or  no t. To call back one  of t hese 
n u m bers  sim ply lift t he  ha n dset  or  p ress  t he  s peakerphone bu t ton. To exit t he  lis t  
p ress  t he  Amber end  call bu t ton.

Redial list

Pressing the  R bu t ton  will s how the  redial lis t. u sing the  u p  an d  down bu t tons  you 
can  scroll t hough  the  las t  100 n u m bers  called  fro m  this  extension. To call one  of  
t he  n u m bers  lift t he  han dset  or  p res s  t he  s peakerphone bu t ton. To exit t he  lis t  
p ress  t he  Amber bu t ton.



Advanced Features

Transferring a Call

During a  call you wish  to  t ransfer  to  p ress  t he  (Xfer) bu t ton  an d  dial t he  n u mber  
or  p ress  t he  quick dial bu t ton  of the  extension  you wish  to  t ransfer  to, once t his  
extension  has  answered  you can  talk to  t he m  to  infor m  the m  of t he  nat u re of t he  
call. When you place your  han dset  down or  p res s  t he  Amber bu t ton  your  caller  
will be t ransferred.

Conference Calls

During a  call p ress  t he  (Conf) bu t ton  to  engage another  pa r ty and  for m  a  
conference call. The extra  par ty can  be  either  ano ther  extension  or  an  external 
n u m ber. Pressing the  bu t ton  will p u t  t he  o ther  m e mbers  of t he  call on  hold  whilst  
you es tablish  contact  with  t he  new conference m e m ber. Once you are connected  
to  t he  next  m e m ber  you can  have a  p rivate conversa tion  with  t he m  before  
p ressing the  (Conf) bu t ton  again to  resu me  the  conference call with  all t he  
me m bers. You can  add  as  m a ny par ties to  a  conference call limited  only by how 
m a ny external lines  you have.

Answering Multiple calls (Call Waiting)

If d uring a  call ano ther  call comes  in to  your  extension  or  your  ring grou p  then  
the  second  line light  will flash  an d  the  display will s how the  n u m ber  of t he  2 n d  

incoming call. If you wish  to  take t his  call t hen  p ressing the  flashing line bu t ton  
will place your  original call on  hold  an d  answer t he  new call. Pressing the  Line 1  
bu t ton  will resu me the  original call. It is possible to  m a nage u p  to  3  calls from  the  
sa me extension  this  way. 

Volumes and Levels

The Volume con trol below the  dial keypad  will cont rol all volumes  in t he  
following m a n ner.

Extension  on  Hook....Ring Volu me

Handset  off Hook......Handse t  volu me

Speakerphone on.......Speakerphone  volume

Intercom/Paging mode

Paging m o de  will u tilise t he  louds peaker  on  all s peakerp hones  connected  to  t he  
syste m  to  m ake an  au dible annou nce ment. To initia te  t his  dial 100 fro m  any 
extension  an d  s peak af ter  t he  tone.



Recording a call

If d uring a  call you wish  to  record  the  conversa tion  for fu tu re  reference t hen  
p ress  *1. The o ther  caller will no t  hear  t he  bleeps  as  you p res s  t he  bu t tons  u nless  
you are in s peakerp hone m o de. For infor mation  on  how to  re t rieve recorded  calls 
See t he  call recording interface section.

Accessing another Extensions Voicemail

To access  t he  voicemail for an  extension  other  t han  your  own, dial *98. When 
p ro m p ted  enter  t he  extension  n u m ber  for  t he  voicemail you wish  to  access  
followed  by the  password  for  t ha t  extension.

Phone Book (Directory)

Calling a number from the Directory

Pressing the  (Directory) bu t ton  will s how the  extension's  built  in Phone Book. 
Either  u sing the  u p  down bu t tons  or  s t ar ting to  type the  na me of t he  contact  you  
are looking for  on  the  p hones  keypad  will ret rieve t he  n u m ber  from  the  directory.

Once the  correct  contac t  is dis played  lifting t he  receiver or  p ressing the  
s peakerphone bu t ton  will call it.

Adding Numbers to the Directory

To save a  new n u m ber  p ress  t he  (Save) bu t ton  an d  key in t he  new n u m ber  to  be  
saved, p ress  t he  save bu t ton  again and  u se  the  telephone keypad  to  inser t  a  na me  
for  t he  n u m ber.

Deleting numbers from the Directory

Call u p  the  n u m ber  you wish  to  delete  as  if you were going to  call it. To delete t his  
con tact  p ress  t he  delete  key, you will t hen  be p ro m p te d  to  p res s  t he  key again to  
confirm.

Quickdial buttons and indicators
Down the  right  han d  side of your  extension  there are a  n u m ber  of quickdial 
bu t tons. These are p rogra m me d  by the  p hone  ad minis t ra tor  and  are no t  u ser  
configurable. Each bu t ton  has  an  indicator  t ha t  will s how the  cur ren t  s ta tu s  of t he  
extension  it calls. A flashing indicator  means  t he  extension  is cur rently ringing a  
solid  light  m eans  the  extension  is currently engaged  in a  call.



Server Features
There are  so me features  available fro m  your  com p u ter  te r minal tha t  add  
functionality to  your  Extension.

Logging into Web interface

On your  Desktop  you should  find  a  shor tcut  t ha t  will take you to  a  login screen  
for  t he  Asterisk p hone syste m.

To log in u se  your  extension  n u m ber  (i.e. 101) and  your  voicemail password  
(defaul t  is 0000)

Voicemail folder

From  the  defaul t  view you can  m a nage an d  view your  voicemail fro m  the  browser. 
This can  be a  quicker  m e tho d  than  collecting voicemail fro m  your  extension  if 
t here are a  reasonable n u m ber  of messages  to  deal with.

Next to  each  m essage there is a  play bu t ton, p ressing this  will play t he  message 
on  your  com p u ter  s peakers.  Whilst  playing a  s maller  window will ap pear  t ha t  will 
offer  a  download  link s hould  you wish  to  email or  archive t his  message on  your  
com p u ter.

Using the  bu t tons  a t  t he  top  you can  delete, m ove or  forward  messages.

Call Monitor

The call m o nitor  view will show all inboun d  and  ou tboun d  calls taken  by this  
p hone. If t he  call was  recorded  (see � recording a  call�  u n der  � advanced  features� ) 
t hen  there will be a  link to  playback the  m essage.

Clicking the  ti tle to  each  colu m n  in t he  display will sor t  t he  calls by tha t  ca tegory. 

Phone features

Under  t his  section  you can  adjus t  cer tain  as pects  of your  p hone regarding 
incoming calls. It is impor tan t  t ha t  you re me mber  what  changes  have been  m a de  
here as  t hey can  have a  significant  effect  on  how the  sys te m  copes  with  inboun d  
calls. As a  safe ty meas ure  and  calls coming fro m  a ring group  (i.e an  external call 
to  t he  m ain  n u m ber) will not  be affected  by the  call forwarding op tions  unless  
t his  has  been  s pecifically allowed for your  extension  by the  p hone syste m  
ad minis t ra tor.  After changing any set tings  be su re to  p res s  t he  u p da te bu t ton  
before m oving on  to  t he  next  page or  logging ou t  of t he  web page.



Call waiting

This checkbox deter mines  t he  behaviour  of call waiting on  your  extension. With it 
ticked  the  syste m  will behave as  described  in � Managing m ul tiple calls�  u n der 
� Advanced  Features� . With it unchecked  your  extension  will always diver t  s t raight 
to  voicemail when  it is busy.

Do Not Disturb

Use this  option with care  With this  box checked  all incoming calls to  t his  
extension  will be directed  to  your  voicemail. In t he  event  t ha t  a  call comes  into a  
call group  tha t  con tains  your  extension  (i.e an  external call) t hen  the  call will ring 
all o ther  extensions  in t he  call group  except  yours  and  will only diver t  to  
voicemail if your  extension  was t he  only available extension  left.

Call Forwarding

Setting an  internal or  external n u m ber  here  an d  checking the  relevant  box will 
allow you to  forward  inco ming calls t ha t  mee t  t he  critera  to  ano ther  nu m ber. If 
t he  n u m ber  to  be forwarded  to  is an  external one do n' t  forget  to  ad d  a  � 9� . If your 
extension  is par t  of a  call grou p  then  these set tings  will no t  have an  effect  on  calls 
to  t he  group  u nless  your  extension  has  been  given s pecific au thori ty to  affect  call 
group  calls by the  p hone syste m  ad minis t ra tor.

Conditions  are as  follows

Unconditional.....All incoming calls will be forwarded

Unavailable.....All u nanswered  calls will be forwarded

Busy.....All rejected  calls (Amber bu t ton) will be forwarded

Follow Me

Follow me  is an  advanced  for m  of t he  call forwarding tha t  is no t  currently enabled  
on  your  syste m. Please ignore this  op tion.

Feature Codes

This sec tion  p rovides  a  re minder  for  com mo n  featu re codes  on  the  syste m, please  
no te  t ha t  no t  all featu res  m ay be  enabled  by your  ad minis t ra tor. Using so me of 
t hese  codes  it is possible to  adjus t  your  call forwarding featu res  fro m  your  
extension.



Settings

From  this  section  it is possible to  adjus t  so me u ser  se t tings  for  your  extension. 
You can  change your  voicemail pa ssword, Select whether  you would  like your  
voicemails forwarded  to  an  email add ress  an d  select  t he  behaviour  of t he  call 
recording op tion.

Troubleshooting

Extension faults

Extension not powered

Check m ains  adap ter  is in a  powered  socket, check DC plug is in bot to m  of u ni t  
securely. Otherwise extension  is faulty

No Service

This means  Extension  is powered  bu t  cannot  contac t  t he  Asterisk Server. Check 
o ther  extensions  an d  if t he  p roblem is isolated  to  your  extension  then  perfor m  a  
p hone rese t  as  de tailed  below.

Network disconnected

Check network  cable between  your  extension  an d  the  wall, Try t he  extension  in 
ano ther  socket. Otherwise contact  t he  p hone  sys te m  ad minis tra tor

System faults

All phones show � No Service�

Check Asterisk server has  a  ne twork  connection  (easy to  check by seeing if you  
can  get  to  t he  Web m a nagement  pages), Ask p hone sys te m  ad minis t ra tor  to  
reboot  sys te m.

Emergency Contacts
In t he  event  of sys te m  m alfunction  please m ake con tact  on  the  following n u m bers

Office 01449700005

Wayne Mobile 07779804376

Dafydd  Mobile 07971815177



Feature Code Quick Reference

Your Voicemail *97

Another  Extensions  voicemail *98

Intercom /Paging 100

Call Trace *69

Confirm  your  Extension  n u m ber *65

Speaking Clock (accura te  only to  sys te m  time) *60

Set Do Not Disturb  to  on *78

(see warnings  in Syste m  Features  section)

Set Do Not Disturb  to  off *79

Turn  on  Call Waiting Functionality *70

Turn  off Call Waiting Functionality *71

(see warnings  in Syste m  Features  section)
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