
&RQVROH�&RPSRQHQWV�

Keyboard

6RIWNH\V���z 0�
 
�
�z 0�
 �

6RIWNH\V�KDYH�IXQFWLRQV�WKDW�FKDQJH�ZLWK�WKH�GLIIHUHQW�VWDJHV�RI�

FDOO�SURFHVVLQJ�RU�IHDWXUH�XVDJH��)RU�H[DPSOH��ZKHQ�\RX�FDOO�D�

EXV\�H[WHQVLRQ��RQH�RI�WKH�VRIWNH\V�EHFRPHV�DQ�2YHUULGH�NH\�IRU�

EDUJLQJ�LQWR�WKH�XVHU
V�FDOO��7KH�ERWWRP�KDOI�RI�WKH�GLVSOD\�VKRZV�

WKH�IXQFWLRQV�FXUUHQWO\�DYDLODEOH�IURP�WKH�VRIWNH\V�

)L[HG�)XQFWLRQ�.H\V

)LUPNH\V

)LUPNH\V�DUH�NH\V�WKDW�\RX�FDQ�SURJUDP�WR�DFFHVV�RSWLRQDO�

IHDWXUHV�VXFK�DV�3KRQH�%RRN��*XHVW�6HUYLFH�DQG�7UXQN�6WDWXV��7KH�

ILUPNH\V�DUH�ORFDWHG�EHWZHHQ�WKH� �DQG�

�NH\V�

Dialpad Keys

'LDOLQJ�NH\V��8VH�WKHVH�NH\V�WR�GLDO�WHOHSKRQH�QXPEHUV��

5LQJHU�9ROXPH�$GMXVWPHQW��3UHVV�WKH�NH\V�ZKLOH�WKH�FRQVROH�LV�

ULQJLQJ�WR�UDLVH��¾���RU�ORZHU��¿��WKH�ULQJHU�YROXPH�

&XUVRU�&RQWURO�NH\V��3UHVV�WKH �WR�HUDVH�GLJLWV�

ZKHQ�GLDOLQJ�WHOHSKRQH�QXPEHUV�RU�HQWHULQJ� NH\�

LQIRUPDWLRQ�

7KH�RWKHU�FXUVRU�FRQWURO�NH\V��DORQJ�ZLWK�WKH� �NH\��

DUH�XVHG�IRU�&XVWRPHU�'DWD�(QWU\�DQG�0DLQWHQDQFH�RQO\�

Display

&DOO�,GHQWLILFDWLRQ

7KH�WRS�OLQH�RI�WKH�GLVSOD\�LGHQWLILHV�WKH�6RXUFH��65&���RU�FDOOLQJ�

SDUW\��WKH�VHFRQG�OLQH��WKH�'HVWLQDWLRQ��'67���RU�FDOOHG�SDUW\�

:KHQ�\RX�DQVZHU�D�FDOOw�)RU�LQWHUQDO�FDOOV��WKH�GLVSOD\�VKRZV�WKH�

QDPH�DQG�QXPEHU�RI�WKH�H[WHQVLRQ�XVHU�DQG�WKH�V\VWHP�VHUYLFHV�

DQG�UHVWULFWLRQV��&26�DQG�&25��HQDEOHG�IRU�WKDW�H[WHQVLRQ��)RU�

H[WHUQDO�FDOOV��WKH�GLVSOD\�VKRZV�WKH�QDPH�RI�WKH�WUXQN�DQG�LWV�

&26�DQG�&25�DVVLJQPHQWV�

:KHQ�\RX�PDNH�D�FDOOw�$ORQJ�ZLWK�WKH�GLJLWV�GLDOHG��\RX
OO�VHH�

WKH�VDPH�LQIRUPDWLRQ�WKDW�DFFRPSDQLHV�DQ�LQFRPLQJ�FDOO��)RU�

LQWHUQDO�FDOOV��\RX�OO�DOVR�VHH�WKH�VWDWXV�RI�WKH�H[WHQVLRQ��ULQJLQJ�

RU�EXV\���DQG�ZKHWKHU�WKH�H[WHQVLRQ�KDV�'R�1RW�'LVWXUE��'1'��

DFWLYDWHG�RU�PHVVDJHV�ZDLWLQJ��06:��

6RIWNH\�/DEHOV

'LVSOD\�WKH�IHDWXUHV�DQG�FDOO�KDQGOLQJ�IXQFWLRQV�DFFHVVLEOH�IURP�

WKH� �WKURXJK� �NH\V�RQ�\RXU�NH\ERDUG��

&DOO�:DLWLQJ�,QGLFDWRU���&�:

7KH�&�:�LQGLFDWRU�DSSHDUV�RQ�WKH�GLVSOD\�ZKHQ�\RX�KDYH�FDOOV�

ZDLWLQJ�WR�EH�DQVZHUHG��7KH�QXPEHU�RI�FDOOV�ZDLWLQJ�GLVSOD\V�

QH[W�WR�WKH�LQGLFDWRU�

3UHVV��� 7R���

DQVZHU�FDOOV�RQ�D�|ILUVW�FRPH��ILUVW�VHUYH}�EDVLV���

FRPSOHWH�D�FDOO�WUDQVIHU�

FOHDU�PLVGLDOHG�QXPEHUV�

PXWH�WKH�FRQVROH�ULQJHU��VZLWFK�WR�1LJKW�VHUYLFH�
RU�SHUIRUP�RWKHU�FRQVROH�IXQFWLRQV���

DFFHVV�SDJLQJ�HTXLSPHQW��LI�DYDLODEOH��

SXW�D�FDOO�RQ�KROG��

DFFHVV�DGGLWLRQDO�+ROG�VORWV��

GLVDOORZ�URRP�WR�URRP�FDOOV�LQ�D�+RWHO�0RWHO�
V\VWHP�

s s

&DOO�+DQGOLQJ

Answering a Call

� /LIW�WKH�KDQGVHW�

� 3UHVV�WKH� NH\

25

� 3UHVV�WKH�>)�@�WR�>)�@�VRIWNH\�WR�DQVZHU�D�VSHFLILF�FDOO�

0XOWLSOH�LQFRPLQJ�FDOOV

7KH�&�:�LQGLFDWRU�RQ�WKH�VFUHHQ�WHOOV�\RX�DGGLWLRQDO�FDOOV�DUH�

ZDLWLQJ��<RX�PXVW�WUDQVIHU�RU�GLVFRQQHFW�WKH�FXUUHQW�FDOO��RU�SXW�

LW�RQ�KROG��EHIRUH�DQVZHULQJ�D�QHZ�FDOO�

3UHVVLQJ�WKH� NH\�DXWRPDWLFDOO\�WUDQVIHUV�WKH�

FXUUHQW�FDOO�WR�WKH�GLDOHG�GHVWLQDWLRQ�DQG�DQVZHUV�WKH�ILUVW�FDOO�

LQ�WKH�FDOO�ZDLWLQJ�TXHXH��

Transferring a Call

� 'LDO�WKH�GHVWLQDWLRQ�QXPEHU�

� 3UHVV�WKH� NH\�WR�FRPSOHWH�WKH�WUDQVIHU�DQG�

GLVFRQQHFW�WKH�FDOO�IURP�WKH�FRQVROH�

Putting Calls On Hold

� ,QIRUP�WKH�FDOOHU�WKDW�\RX�DUH�SODFLQJ�KLP�RU�KHU�RQ�KROG�

� 3UHVV�WKH� NH\�

,I�\RX�QHHG�PRUH�+ROG�NH\V��SUHVV�WKH� �NH\��DQG�

WKHQ�D�IUHH�+ROG�VRIWNH\�

Retrieving Held Calls

� 3UHVV�WKH� NH\�XVHG�WR�SXW�WKH�FDOO�RQ�KROG�

)RU�FDOOV�SXW�RQ�KROG�XVLQJ�WKH�VRIWNH\V��SUHVV�WKH� �

NH\��DQG�WKHQ�WKH�DSSURSULDWH�+ROG�VRIWNH\��

Using Voice mail  (or other systems

requiring tones)

7KH�FRQVROH�GRHV�QRW�DXWRPDWLFDOO\�VHQG�WKH�WRQHV�YRLFH�PDLO�

V\VWHPV�UHTXLUH��<RX�PXVW�WXUQ�RQ�WKH�WRQHV�HDFK�WLPH�\RX�ZDQW�

WR�XVH�WKH�V\VWHP�

� 'LDO�WKH�YRLFH�PDLO�DFFHVV�FRGH�

� 3UHVV�WKH��>7RQHV�2Q@��VRIWNH\�

� :KHQ�\RX�DUH�ILQLVKHG�ZLWK�WKH�V\VWHP��SUHVV�WKH�

>7RQHV�2II@�VRIWNH\�

3UHVVLQJ�WKH� �RU� �NH\V�DOVR�WXUQV�

RII�WRQHV�

Handling Recalls

&DOOV�WUDQVIHUUHG�WR�DQ�H[WHQVLRQ�EXW�QRW�DQVZHUHG�ZLWKLQ�D�

VSHFLILHG�WLPH�UHWXUQ�WR�WKH�FRQVROH�

7R�DQVZHU�D�UHFDOO�

� 3UHVV�WKH� RU�>5HFDOO@� VRIWNH\�

� ,QIRUP�WKH�FDOOHU�WKDW�WKH�H[WHQVLRQ�LV�EXV\�RU�QRW�DQVZHULQJ�

� 'R�RQH�RI�WKH�IROORZLQJ�

² 3UHVV�WKH� �NH\�WR�GLVFRQQHFW�WKH�FDOOHU�

² 3UHVV�WKH�>5HGLDO�'67@�VRIWNH\�WR�UHGLDO�WKH�VDPH�GHVWLQDWLRQ�

RU�WR�REWDLQ�WKH�>0VJ�:DLWLQJ@�VRIWNH\��3UHVVLQJ�

>0VJ�:DLWLQJ@�VHQGV�D�PHVVDJH�ZDLWLQJ�QRWLILFDWLRQ�WR�WKH�

EXV\�H[WHQVLRQ�

² 'LDO�D�QHZ�GHVWLQDWLRQ��DQG�SUHVV�WKH� �NH\�

Correcting a Misdialed Number

� 3UHVV�WKH� NH\�WR�HUDVH�WKH�PLVGLDOHG�GLJLWV��DQG�

WKHQ�GLDO�WKH�FRUUHFW�QXPEHU�

25

� 3UHVV�WKH� NH\��DQG�WKHQ�UHGLDO�WKH�QXPEHU�

Setting up a Conference Call

� 6WDUW�ZLWK�D�WZR�SDUW\�FDOO�

� &DOO�D�WKLUG�SDUW\�

� 3UHVV�WKH�>&RQIHUHQFH@�VRIWNH\�

7R�VSHDN�SULYDWHO\�ZLWK�RQH�SDUW\��VSOLW�WKH�FRQIHUHQFH��

� 3UHVV�WKH�>6RXUFH@�VRIWNH\�WR�VSHDN�WR�WKH�ILUVW�SDUW\�RU�>'HVW@�

WR�VSHDN�WR�WKH�RWKHU�SDUW\�

7R�FRQQHFW�WKH�WZR�SDUWLHV�DQG�GURS�RXW�RI�WKH�FRQIHUHQFH�

� 3UHVV�WKH� �RU� �NH\�

,I�V\VWHP�SURJUDPPLQJ�DOORZV��\RX�FDQ�DGG�PRUH�SDUWLHV�WR�DQ�

H[LVWLQJ�FRQIHUHQFH��)ROORZ�VWHSV���DQG���IRU�VHWWLQJ�XS�D�

FRQIHUHQFH�WR�DGG�HDFK�DGGLWLRQDO�SDUW\�

.H\VWURNH�6XPPDU\

)HDWXUH .H\VWURNHV

$GYLVRU\�0VJ�{�6HW�&OHDU �([WHQVLRQ�1R�� �RU� �RU�

$ODUP�0HVVDJHV�{�5HDG

$QVZHU�D�&DOO /LIW�KDQGVHW �RU� �WR� �6SHDN�WR�FDOOHU

$QVZHU�D�&DOO�:KLOH�RQ�D�&DOO �RU� �WR�HQG�FXUUHQW�FDOO�DQG�DQVZHU�ILUVW�FDOO�ZDLWLQJ

25� �WR� �WR�DQVZHU�VSHFLILF�FDOO

25�3ODFH�FXUUHQW�FDOO�RQ�+ROG��WKHQ� �RU� �WR�

$WWHQGDQW�$EVHQW�3UHVHQW

%XV\�RXW�([WHQVLRQ

,GOH�([WHQVLRQ �([WHQVLRQ�1R�� �

%XV\�([WHQVLRQ �([WHQVLRQ�1R�� �RU�

5HWXUQ�([WHQVLRQ�WR�6HUYLFH �([WHQVLRQ�1R�� �RU�

&DOO�)ZG�{��&DQFHO�RQ�$OO�([W�

&DOO�)ZG�{�6HW�&DQFHO�RQ��([W��

$OZD\V �([WHQVLRQ�1R�� �)RZDUGLQJ�1R��

%XV\ �([WHQVLRQ�1R�� �RU� �)RZDUGLQJ�1R��

1R�$QVZHU �([WHQVLRQ�1R�� �RU� �)RZDUGLQJ�1R��

&RQIHUHQFH�{�,QLWLDWH &DOO�WKLUG�SDUW\�

&RQIHUHQFH�{�6SOLW �WR�VSHDN�SULYDWHO\�WR�6285&(�SDUW\�RU� �WR�VSHDN�SULYDWHO\�WR�'(67,1$7,21�SDUW\

&RQIHUHQFH�{�5HOHDVH  �RU�

&RQVROH�%HOO�{�2Q�2II

'DWH�{�6HW �(QWHU�GDWH�

'D\�1LJKW�6HUYLFH�{�&KDQJH �RU� �RU�

'1'�{�&OHDU�RQ�DOO�([WHQVLRQV

'1'�{�6HW�&OHDU�RQ�([WHQVLRQ

:KLOH�FRQQHFWHG�WR�DQ�H[WHQVLRQ

)URP�LGOH�FRQVROH �([WHQVLRQ�1R��

([WHQVLRQ�6WDWXV�{�9LHZ �([WHQVLRQ�1R��

)HDWXUHV�{�&OHDU�$OO�RQ�DQ�
([WHQVLRQ

�([WHQVLRQ�1R��

)LUPNH\V�{�3URJUDPV �)LUPNH\�UHSHDWHGO\�XQWLO�GHVLUHG�IHDWXUH�DSSHDUV�RQ�GLVSOD\

)XQFWLRQ�{�([LW �UHSHDWHGO\�RU�

+ROG�{�3ODFH �
 �
 
9<
 � �)UHH�+ROG�VRIWNH\

+ROG�{�5HWULHYH �NH\�ZKHUH�FDOO�LV�EHLQJ�KHOG

/DQJXDJH�{�&KDQJH �RU� �RU�

0HVVDJH�{�6HQG�WR�([WHQVLRQ ([WHQVLRQ�1R��

1LJKW�6HUYLFH�{�&DOO�$QVZHU

2YHUULGH�{�%XV\�([WHQVLRQ

2YHUULGH�{�([WHQVLRQ�ZLWK�'1' �RU�
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$EEUHYLDWLRQV

3DJLQJ�{�3$ +ROG�GRZQ� �RU� �SOXV���GLJLW�]RQH�FRGH� �$QQRXQFH�

3DJLQJ�{�([WHQVLRQ 'LUHFW�3DJH�ILUPNH\� �([WHQVLRQ�1R�� �$QQRXQFH�

3DJLQJ�{�*URXS 'LUHFW�3DJH�ILUPNH\� �3DJH�JURXS�QR�� �$QQRXQFH�

3KRQH�%RRN�{�)LQG�DQ�([W� 3KRQH�%RRN�ILUPNH\� �(QWHU�VHDUFK�FULWHULD�

3KRQH�%RRN�{�)LQG�D�1DPH 3KRQH�%RRN�ILUPNH\� �(QWHU�QDPH�

3KRQH�%RRN�{�3ODFH�&DOO 3KRQH�%RRN�ILUPNH\� �(QWHU�VHDUFK�FULWHULD�

5HFDOO�{�%XV\ �RU� �RU� �RU� �RU� �RU�

5HFDOO�{�1R�$QVZHU �RU� �RU�([WHQVLRQ�1R�� �RU�

5HGLDO

6HULDO�&DOO�{�6HWXS :KLOH�FRQQHFWHG�WR�UHTXHVWLQJ�SDUW\�� � �([WHQVLRQ�1R��

6HULDO�&DOO�{�7HUPLQDWH

6\VWHP�,GHQWLW\�{�9LHZ

7LPH�{�6HW�����KRXU�IRUPDW� ��(QWHU�WLPH� �RU�

7LPH�{�6HW�����KRXU�IRUPDW� ��(QWHU�WLPH�

7RQH�6LJQDOLQJ�{�2Q 'LDO�QXPEHU� �&RPSOHWH�FDOO

7RQH�6LJQDOLQJ�{�2II �RU� RU�

7UDQVIHU�&DOO 'LDO�GHVWLQDWLRQ�QXPEHU�

7UXQN�{�$FFHVV �7UXQN�1R�� �'LDO�RXWVLGH�QXPEHU�RU�

7UXQN�{�%XV\�2XW�,GOH�7UXQN �7UXQN�1R��

7UXQN�{�%XV\�2XW�%XV\�7UXQN �7UXQN�1R�� �RU�

7UXQN�{�5HWXUQ�7UXQN�WR�6HUY� �7UXQN�1R��

7UXQN�{�9LHZ�7UXQN�6WDWXV �7UXQN�1R��

7UXQN�{�9LHZ�7UXQN�8VDJH 7UXQN�6WDWXV�ILUPNH\ �7UXQN�DFFHVV�FRGH�

7UXQN�{�9LHZ�7UXQN�*URXS�6WDWXV 7UXQN�6WDWXV�ILUPNH\�

7UXQN�{�9LHZ�6SHFLILF�7UXQN�
*URXS�6WDWXV

7UXQN�6WDWXV�ILUPNH\� �7UXQN�*URXS�1R��

)HDWXUH .H\VWURNHV

$EE� 0HDQLQJ $EE� 0HDQLQJ $EE� 0HDQLQJ

$%6 $WWHQGDQW�$EVHQW )75�&1&/' )HDWXUH�&DQFHOHG 2&& 2FFXSLHG

$771 $XWR�$QVZHU�&DOO )75�'(1< )HDWXUH�1RW�$OORZHG 5&/ 5HFDOO

%$'�75. ,QYDOLG�7UXQN�1XPEHU )75�',6/' )HDWXUH�&RGH�'LVDEOHG 5(* 5HJLVWHU

&�: &DOOV�:DLWLQJ /' /RQJ�'LVWDQFH 5(6 5HVHUYHG

&%$�&%8 &DOO�%ORFN�$IIHFWHG�8QDIIHFWHG /'1 /LVWHG�'LUHFWRU\�1XPEHU 5/6 5HOHDVH

&'( &XVWRPHU�'DWD�(QWU\ /2& /RFDO�&DOOV�2QO\ 576�5(7�
72�6(59

5HWXUQ�WR�6HUYLFH

&)1$ &DOO�)RUZDUG�1R�$QVZHU 06* 0HVVDJH 6(5 6HULDO�&DOO

&/$66�567 &ODVV�5HVWULFWHG 06: 0HVVDJH�:DLWLQJ 60'$ 6WDWLRQ�0HVVDJH�'HWDLO�$FFRXQWLQJ

&25 &ODVV�RI�5HVWULFWLRQ 1,*+7���� 1LJKW�6HUYLFH�PRGH���RU�� 65& 6RXUFH

&26 &ODVV�RI�6HUYLFH 127�
$66*1'

1RW�$VVLJQHG 7 7UXQN

'1' 'R�1RW�'LVWXUE 127�$9$,/ 1RW�$YDLODEOH 75.�'(1< 7UXQN�$FFHVV�'HQLHG

)75�$&7 )HDWXUH�$FWLYDWHG 127�&/1 1RW�&OHDQ 9$& 9DFDQW

+RWHO�0RWHO�)HDWXUHV

<RX�FDQ�GR�DOO�RI�WKH�IROORZLQJ�IURP�DQ�LGOH�FRQVROH�RU�ZKLOH�FRQQHFWHG�WR�D�JXHVW�URRP�

If the console is idle, 

start here...

� 3UHVV�WKH�*XHVW�6HUYLFH�ILUPNH\�

� 'LDO�WKH�URRP�QXPEHU��

Checking In and Checking Out Guests 

7R�FKHFN�LQ�RU�FKHFN�RXW�D�JXHVW�

� 3UHVV�WKH�*XHVW�6HUYLFH�ILUPNH\�DQG�GLDO�WKH�URRP�QXPEHU�

� 3UHVV�WKH�>&KHFN�,Q@�RU�>&KHFN�2XW@�VRIWNH\�

� 3UHVV�WKH�>(QWHU@�VRIWNH\��DQG�WKHQ�WKH�>([LW@�VRIWNH\�

Listing Rooms by Occupancy and Condition Status

<RX�FDQ�GLVSOD\�D�OLVW�RI�URRPV�E\�RFFXSDQF\�DQG�FRQGLWLRQ�VWDWXV{

IRU�H[DPSOH��9DFDQW�DQG�1RW�&OHDQ��RU�2FFXSLHG�DQG�0DLG�3UHVHQW��

7R�OLVW�DOO�URRPV�E\�RFFXSDQF\�DQG�FRQGLWLRQ�VWDWXV�

� 3UHVV�WKH �NH\�

� 3UHVV�WKH�*XHVW�6HUYLFH�ILUPNH\�

� 'R�RQH�RI�WKH�IROORZLQJ�

² 7R�OLVW�DOO�YDFDQW�FOHDQ�URRPV��SUHVV�WKH�>9DF�&OHDQ�5P@�VRIWNH\�

² 7R�OLVW�DOO�URRPV�LQ�ZKLFK�D�PDLG�LV�SUHVHQW��SUHVV�>0DLG@�VRIWNH\�

² 7R�OLVW�DOO�URRPV�LQ�DQRWKHU�VWDWH��IRU�H[DPSOH��YDFDQW�DQG�QRW�

FOHDQ���SUHVV�WKH�>2FFXSDQF\@�VRIWNH\�UHSHDWHGO\�XQWLO�WKH�VWDWH�

\RX�ZDQW�DSSHDUV�RQ�WKH�GLVSOD\��DQG�WKHQ�SUHVV�WKH�>&RQGLWLRQ@�

VRIWNH\�WR�VHOHFW�WKH�FRQGLWLRQ�VWDWH�

� 3UHVV�WKH�>(QWHU@�VRIWNH\�WR�GLVSOD\�WKH�ILUVW����URRPV�LQ�WKH�VWDWH�

\RX�VSHFLILHG�

7R�VHH�PRUH�LQIRUPDWLRQ�DERXW�D�URRP��XVH�WKH�FXUVRU�FRQWURO�NH\V�WR�

VHOHFW�LW��DQG�WKHQ�SUHVV�WKH�>6HOHFW@�VRIWNH\�

7R�GLVSOD\�D�OLVW�RI�URRPV�EHJLQQLQJ�ZLWK�D�SDUWLFXODU�
URRP�QXPEHU�

� 3UHVV�WKH�*XHVW�6HUYLFH�ILUPNH\�

� 6HOHFW�2FFXSDQF\�DQG�&RQGLWLRQ�VWDWHV�DV�GHVFULEHG�DERYH�

� (QWHU�D�URRP�QXPEHU{IRU�H[DPSOH��!��

� 3UHVV�WKH�>(QWHU@�VRIWNH\�WR�GLVSOD\�D�OLVW�RI�URRPV�EHJLQQLQJ�ZLWK�

URRP�!��

If the console is connected to the room, 

start here...

&KDQJLQJ�5RRP�2FFXSDQF\�DQG�&RQGLWLRQ�6WDWXV

� 3UHVV�WKH�>6WDWXV@�VRIWNH\�

� 3UHVV�WKH�>2FFXSDQF\@�VRIWNH\�UHSHDWHGO\�XQWLO�WKH�
RFFXSDQF\�VWDWH�\RX�ZDQW�DSSHDUV�RQ�WKH�GLVSOD\�

� 3UHVV�WKH�>&RQGLWLRQ@�VRIWNH\�UHSHDWHGO\�WR�VHOHFW�WKH�
FRQGLWLRQ�VWDWH�

� 3UHVV�WKH�>([LW@�VRIWNH\�

6HWWLQJ�DQG�&DQFHOLQJ�:DNH�XS�&DOOV

� 3UHVV�WKH�>:DNH�XS@�VRIWNH\�

� 'R�RQH�RI�WKH�IROORZLQJ�

² 7R�VHW�D�ZDNH�XS�FDOO�WLPH��HQWHU�WKH�IRXU�GLJLW�WLPH�LQ
����RU����KRXU�IRUPDW��3UHVV�WKH�>$0@�RU�>30@�VRIWNH\�LI
\RX�HQWHUHG�WKH�WLPH�LQ����KRXU�IRUPDW�

² 7R�FDQFHO�D�ZDNH�XS�FDOO�WLPH��SUHVV�WKH�>&OHDU�7LPH@�
VRIWNH\�

² 7R�FKDQJH�D�ZDNH�XS�FDOO�WLPH�RU�FRUUHFW�DQ�HQWU\�HUURU�
SUHVV�WKH�>&OHDU�7LPH@�VRIWNH\��DQG�WKHQ�UH�HQWHU�WKH�
WLPH�

� 3UHVV�WKH�>6HW@�VRIWNH\�

� 3UHVV�WKH�>([LW@�VRIWNH\�

6HWWLQJ�DQG�&DQFHOLQJ�'R�1RW�'LVWXUE

� 3UHVV�WKH�>1R�'LVWXUE@�VRIWNH\�WR�VHW�RU�FOHDU�'R�1RW�'LVWXUE�

6HWWLQJ�DQG�&OHDULQJ�0HVVDJH�:DLWLQJ

� 3UHVV�WKH�>0VJ�:DLWLQJ@�VRIWNH\�WR�VHW�RU�FOHDU�WKH
PHVVDJH�ZDLWLQJ�LQGLFDWRU�RQ�WKH�URRP�SKRQH�

6HWWLQJ�5RRP�&DOO�5HVWULFWLRQV

� 3UHVV�WKH�>6WDWXV@�VRIWNH\�

� 'R�RQH�RI�WKH�IROORZLQJ�

² 3UHVV�WKH�>&DOO�5HVW�@�VRIWNH\�UHSHDWHGO\�XQWLO�WKH�GHVLUHG�
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