NORSTAR TELEPHONE INSTRUCTIONS

Making Calls

To Make an Outside Call:


Pick-up handset or press HANDSFREE key


Dial “7” + telephone number


PLEASE NOTE: Once you dial “7” you will NOT hear dial tone again

To Make an Internal Call:


Pick-up handset or press HANDSFREE key


Dial extension number of party 

Answering Calls

To Answer Incoming Call Ringing on your Telephone:


Pick-up handset or press HANDSFREE key

To Determine whether a Ringing Call is Internal or External:


All calls will ring in at your extension key (300, 301, 302, etc.)


If the ring is a short double ring, the call is internal (either a co-worker calling or a transferred call)

If the ring is a long single ring, the call is coming in on your DID

To Place a Call on Hold:


Press HOLD key or press Feature HOLD to not allow the call to eventually transfer to Operator

To Mute Party in Speaker Mode:


While connected to call in speaker mode, press HANDSFREE/MUTE key


Display will read “Microphone Muted” and the indicator arrow next to HANDSFREE key will flash


To un-mute call, press HANDSFREE/MUTE key again

Transferring Calls

To Transfer Call to an Internal Party:


While connected to the call, press TRANSFER key (soft key below display)


Dial extension number of co-worker


Wait for party to answer or just connect the call by pressing JOIN, RLS or replacing handset CANCEL will get caller back on the line with you; RETRY will allow you to dial another extension


Call will be transferred and confirmed on your display (Call Transferred)

To Transfer Call to Voice Mail:


While connected to the call, press VM TRANS Key (FEATURE 986)


Enter mail box number

Using the Telephone Feature Keys

To Forward your Calls to Another Extension:


Press CALL FWD key (FEATURE 4)


Type the extension of the phone you want your calls to go to

To Cancel Call Forwarding:


Press CANCEL on display or FEATURE #4

To Redial Last Number:


Press LAST NO key (FEATURE 5)

Using the Telephone Feature Keys, Continued

To Make a Conference Call:


Make or receive first call and place call on hold

Make or receive second call.  

While connected to the second party, press CONFERENCE key (FEATURE 3)

Press held line

To Dial Using a Speed Dial Code:


Press SPEED DIAL


Enter two-digit code of number you wish to dial (i.e. codes 001–255)


To Park a Call:


While connected to the caller, press CALL PARK key (FEATURE 74)


Look at the display for a three-digit code


Page overhead by pressing PAGE key and announce the park zone

To Retrieve a Parked Call:


Go to any telephone on the system


Pick-up handset or press HANDSFREE key


Enter three-digit park zone that was announced and you will be connected to the party

Using the Voice Mail Feature Keys

To Open Your Voice Mail Box:


Press OPEN VM key (FEATURE 981)


At the PSWD: prompt, enter your four-digit password

To Send a Message to a Voice Mail User:


Press SEND MSG key (FEATURE 980)

At the MBOX: prompt, enter the mailbox number of the person you want to send a message to


Follow display and/or auto attendant instructions to record and send the message

To Transfer a Call to Voice Mail:


While connected to the call, press VM TRANS Key (FEATURE 986)


Enter mail box number

To Forward all Calls to Voice Mail:


Press the Forward VM key

To Record a Call in Voice Mail:


Let the caller know that you will be recording the conversation


Press Record Call

Customizing your Telephone Set

To Change the Contrast on the Display:


Press FEATURE *7


Press 1–9 on your dial pad


Press RLS to save the change

To Change your Ring Style:


Press FEATURE *6


Press 1–4 on your dial pad to hear the ring choices


Press RLS to save the change

To Adjust the Volume:


Tap the volume bar to increase/decrease volume of ring or caller’s voice
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