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1 Introduction
Why Program the Telephones ?

As your company grows and changes, the turnover in staff, new
business contacts, and other changes will make many demands
upon your communication system. Staff names and Speed Dial
numbers are just two examples of data that need to be accurately
recorded in the Norstar System if you are to use your telephones to
their full potential.

Administration programming, described in this Guide, puts you in
control of the many responsive Norstar features. Spend a few
minutes reviewing this Guide and you will find that the programming
procedures are both effective and easy to learn.

How to Use This Guide

The Guide contains nine chapters: an Introduction, Norstar
Orientation, Norstar Administration, Feature Operations, Display
Messages, Flow Charts, Job Aids, a Glossary of Terms, and an
index.

Introduction and Orientation

These first two chapters introduce you to the Norstar system and alll
of its components. They explain the different ways in which your
system may be set up, the three different Norstar telephones, and
the default settings of both the system and the telephones.

Administration

This chapter provides background information and instructions for
the eight headings of Administration programming:
. System Speed Dial

. Names

. Time and Date

. Restrictions

. Overrides

. Permissions

. Night Service

. Passwords

OO WN =
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Introduction Feature Operations
This is an alphabetical reference to all features of the Norstar
system, explaining what each feature does and how to use it.

Display Messages

This is a list of all messages that appear on the Norstar telephone
display during normal service (Administration messages are not
included). Each message is explained and, if appropriate,
suggestions are given to assist you.

Flow Charis

The flow charts are a visual aid to Administration programming.
They are especially designed as a quick reference guide to the
experienced System Coordinator and provide a good overview of
Norstar Administration.

Job Aids .

These charts assist you in maintaining your system records most
effectively. There are job aids for each of the sections of Norstar
Administration Programming, excepting Time and Date.

Glossary of Terms
This chapter provides definitions of terms used in this Guide which
may be unfamiliar to you.

Index

The index provides an alphabetical listing of subjects covered in the
Guide, with page number references to help you locate information
quickly.

Language Choice
Administration programming, like other Norstar operations, can be
performed in either English or an Alternate Language. All display
messages are available in both languages on your telephones.
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Key to Guide Symbols
Telephone buttons and display messages are shown throughout
this Guide in a consistent format, as demonstrated in the following
examples.

Telephone button:
Dialpad button:

Display button:
Display message: [Ehow set:_

Templates
When your system is first installed, your Installer or Service
Representative assigns a default template, or form of organization,
for your office telephones. These templates are designed to
provide your Norstar Business Communication System with the
most useful arrangement of lines and telephones in relationship to
your office’s situation. The four possible templates are as follows:

Square - This template assigns [Line1  ]and [Line2 ] to all
telephones within your system. The Square template is
the default when your system is first installed.

Centrex - This template is most useful for Norstar systems
connected to a Centrex system. It assigns a separate
outside line to each telephone until all lines are used. If
there are more telephones than lines in your system, the
telephones with higher Intercom numbers do not receive
default line settings.

Hybrid - This template assigns to each telephone in
the system, as well as assigning a button for
All outside lines except are in |Line Pool 1] ,

and must be accessed using a Line Pool Access code.

PBX - No telephone in the PBX (Private Branch Exchange)
template has direct access to outside lines. All Lines are

assigned to |Line Pool 1] , and must be accessed using

a Line Pool Access code.

The difference between direct access to an outside line and the use
of a Line Pool is simple: you can make and receive outside calls on
a button, but you can only make outside calls, not
receive them, using a button.

System Coordinator Guide
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Introduction If outside lines are assigned to Line Pools, instead of being
assigned individually to telephones, each telephone in your system
is still able to make outgoing calls using any of the lines. By
assigning lines to Line Pools, you are making more efficient use of
outside lines and leaving more buttons on each telephone free to
store Norstar features.

Remember that these descriptions are only defaults for the various
templates. By the time you actually use your system, your Installer .
or Service Representative will probably have altered these settings
to make your telephone system much more effective for your
individual needs.

System Coordinator Guide
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2 Norstar Orientation

Before You Begin

The next few pages provide a general introduction to Norstar
Administration programming.

If you are new to Administration programming, take a few minutes
to look over this introduction. Take note of the overview flow chart
of the system and read the descriptions of the settings which are
controlled under the eight Administration headings. You can also
refer to the complete flow charts at the end of this Guide.

When you begin your first Administration session, it is a good idea
to follow the directions in the Norstar Orientation chapter of this
Guide, to ensure that you can easily find your way through the
Administration process. Make sure you have all the information
you need before you begin to change settings (for example, the
various charts in the Job Aids chapter of this Guide). Avoid
changing any settings until you clearly understand the effects.

Norstar Telephones

Button Layout
Your Norstar system has three telephones designed specifically for
use with Norstar features. These are the M7324, the M7310, and
the M7208. The telephone displays and buttons are arranged to
facilitate easy use. The layout of these displays and buttons is
shown on the diagrams of the three telephones which appear on
the following pages.

~System Coordinator Guide
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Button Caps
Each Meridian Norstar telephone is provided with a number of
printed or hand-labelled removable caps for the buttons with
indicators. Dual memory buttons on the M7310 have clear plastic
caps, and can be labelled using the split colored squares provided

Norstar with the button caps.
Orientation

Each Norstar telephone comes with default functions assigned to

its buttons. The button caps for these functions are already placed -
on each telephone, and a selection of other pre-printed button caps

is provided to label other features you may want to program on your
telephone.

Button Cap Colors
Green caps are placed on the [Line land [ Hendsee  Jbuttons,
while grey caps are used for the button,
buttons and buttons that can be programmed to access Norstar
features. Caps with clear plastic windows and paper inserts are
provided to assist people in labelling autodial buttons and buttons
for extra Norstar features. Use the grey paper inserts for Norstar
features and the green paper inserts for extra and
buttons.

buttons are labelled using the clear plastic windows, so
that in addition to the word “Answer”, you can write the name of the
person whose telephone the button is monitoring. See
the “Answer Groups” section of the Feature Operations chapter for
more details.

The and buttons are brighter colors than the

other telephone buttons. This makes it easy to locate these
important and often-used buttons. The button is red,
and the [Rlslbutton is orange.

System Coordinator Guide
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Default Button Functions
The photographs and lists on the next few pages indicate where the
various feature, Intercom and outside line buttons are positioned on
each type of telephone when the telephone is first plugged into the
system.

Norstar

Orientation Norstar has an established order of precedence for your telephone
buttons. If too many activities which require buttons are assigned
to your telephone, the buttons are assigned in the following order:

is assigned first,

buttons are second,

Answer buttons are third,

Line buttons are fourth, and the remaining buttons are
assigned as programmable memory buttons.

The default settings in the descriptions which follow are for the
Square Template. Differences between this and the other three
Norstar templates are listed with each description.

System Coordinator Guide
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The M7324 Telephone

Memory button indicator
LCD panel
Outside Line buttons

——————

Nors|
Orientat

Speaker
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Line 1
Line 2
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Memory buttons
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Display

L
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Display buttons
Release button

Dialpad

Intercom

L e
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Volume button ‘ (6] [®)]} [(Hod ]

Intercom

L

Handsfree
Mute

{
!

Feature button

Hold button
Handsiree/Mute button
Intercom buttons
Microphone

The M7324 has a two line display; the top line shows messages
and prompts and the bottom line shows labels for the display
buttons which are used with the M7324 and M7310 telephones.

The M7324 has two panels of twelve programmable buttons, each
panel has its own liquid crystal display (LCD). When a line or
programmed feature is in use, an triangular indicator P> appears
on the display beside the appropriate button.

On the M7324 telephone, external buttons usually

appear on the left side at the top of the upper LCD panel.[Intercom ]
[ Answer |, and [ Hapgsfee | buttons (if assigned) are usually
located on the right side at the bottom of the lower LCD panel.

~ System Coordinator Guide
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M7324 Default Buttons (Square Template)

Norstar
Orientation

The M7324 Telephone

Memory Buttons With Indicators

The diagram below shows the Square Template default functions
which appear on each button before your system is configured by
your Installer or Service Representative. .

Line 1 Call Fwd
Line 2 Speed Dial
Blank Last No
Blank Saved No
Blank [Conferenc

Blank DND

[Blank | [Pickup
Blank ] [Voice Call
Blank Page I
Blank | |Intercom
Blank | [Intercom |

For the Centrex Template, is programmed as
[Line<x> || Line2 | is blank, and is programmed
as

For the Hybrid Template, is programmed as[ Line Pool |
For the PBX Template,| Line 1 and [ Line 2 are both blank.

System Coordinator Guide
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The M7310 Telephone

Shift button
Dual Memory buttons

Speak
peaker Nors

Orientat

Display
Feature button
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Message list
tton
Release bu 0D EXIT

Hold button =
Display buttons —_—
Qutside Line buttons
(O] L e ] T ]
Dialpad %%% Line 2 I ]
Intercom
| DDD [Imercom]
Volume button (¢ (4] Eﬂdé"il
M butt - ;
emory buttons —— )
LCD panel _

Memory button indicator
Handsfree/Mute button
Intercom buttons

Microphone

The M7310 telephone has the same display as the M7324; it shows
both messages and prompts and labels the display buttons.

The M7310 telephone contains ten programmable memory buttons
. with triangular indicators pron an LCD and twelve programmable
S dual memory buttons without indicators.

Each dual memory button can be programmed to perform two
activities; one on the lower half of the button and one on the upper
half of the button. To program and access the top half of the dual
memory buttons, press the Shift button located beside the panel of
dual memory buttons before pressing the dual memory button.

On the M7310 telephone, external[_Line | buttons usually
appear on the left side at the top of the LCD panel[intercom |,

,and [ _Fapdsee ]buttons (if assigned) are usually
located on the right side at the bottom of the LCD panel.

System Coordinator Guide
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M7310 Default Buttons (Square Template)

Norstar
Orientation

The M7310 Telephone

Dual Memory Buttons Without Indicators

The dual memory buttons for all four templates are the same. The
diagram below shows the defaults for a Norstar system with three-
digit Intercom numbers. The two-digit Intercom numbers are
positioned the same, but begins at 21 rather than 221.

Dual memory buttons are pre-programmed as shown below even if
the system does not have some of the telephones associated with
the Intercom numbers.

Norstar telephones do not have Intercom buttons to dial their own
numbers. Each telephone will have a blank button in place of its
own Intercom number in the sequence of defaults shown below.

Set 233 Set 237 Set 241 +————Top

Set 221 Set 225 Set 229 +———— Bottom

Set 234 Set 238 Set 242 7 Dual Memory
Set 222 Set 226 Set 230 1 Defaults

Set 235 Set 239 Set 243

Set 223 Set 227 Set 231 [Shift

Set 236 Set 240 Set 244 /.\

Set 224 Set 228 Set 232

System Coordinator Guide
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Memory Buttons With Indicators

The diagram below shows the Square Template default functions
which appear on each button before your system is configured by
your Installer or Service Representative.

[Line 1 | [Conference)
[Line2 | [LastNo |
[Call Fwd | [Voice Call |

Pickup intercom

Page [intercom

For the Centrex Template, all buttons are the same except that
is programmed as [Line <x> |, [Line2 | is

programmed as [Transfer |, and is programmed as

Link

For the Hybrid Template, all buttons are the same except that

is programmed as

For the PBX Template, all buttons are the same except that [ Line 1
is programmed as [DND | and [Line2 ]is programmed as

Transfer

System Coordinator Guide
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The M7208 Telephone
~ .
Speaker
Norstar \
Orientation
Display _J ‘
L ol ) .
Outside Line buttons ; i e — -
Feature button - ‘l
Release button | [
Hold button \ ‘ ‘
Memory button indicator - ‘ \ 4 [:
| | R | %
et —| memi
| O] | e
: \ DBD | [Intercom]
Volume button ; . L | l_—]Har\dslree
- J
LCD panel
Handsfree/Mute button
Intercom buttons
Microphone
Memory buttons

The M7208 is the simplest of the Norstar telephones. It has a one
line display which displays messages and prompts. The M7208
does not have a bottom line on the display; therefore, it can not use
display buttons with its features.

The M7208 has eight programmable buttons with triangular
indicators p arranged vertically beside an LCD panel.

On the M7208 telephone, external[_Line | buttons usually
appear at the top of the LCD paneljintercom | ,[Answer | ,and
buttons (if assigned) are usually located at the bottom.

The M7208 telephone cannot be used to access or program
Norstar Administration.
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M7208 Default Buttons (Square Template)

:{‘
S

The M7208 Telephone

Memory Buttons With Indicators

The diagram below shows the Square Template default functions
which will appear on each button before your system is configured
by your Installer or Service Representative.

Line 1
Line 2
Last No

Speed Dial

Intercom
Intercom

For the Centrex Template,[Line 1 Jis programmed as[_Line <x> |
is programmed as| Transfer |, and [Page lis
programmed as

For the Hybrid Template, is programmed as|_Line Pool |

For the PBX Template, [Line 1 |is programmed as [ Pick-up__|,
is programmed as [ Transfer |, and [Conf/Trans] is

programmed as

. i
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Other pre-determined settings

In addition to Norstar Administration programming, there is another
type of system programming, which is not fully covered in this
Guide. This is known as Configuration programming.

Norstar

Orientation Configuration programming is performed by the Installer of your
Norstar system or your Service Representative, and is not )
accessible to System Coordinators. If your system needs changes
to any of the following Configuration settings, call your Installer or
Service Representative.

To find out how your individual system has been configured, you
can use the System Settings feature. This feature allows you to
see all of your system settings without changing any of them. For
more information, see the “System Settings” section of the Feature
Operations chapter of this Guide.

While your Installer or Service Representative is programming in
Configuration, you and your co-workers will be unable to program
some of your Norstar features.

Definitions of Configuration settings are provided in the Glossary of
this Guide. Default settings, which appear before the Installer or
Service Representative changes the settings to suit your particular
office needs, are shown in large bold letters.

System Coordinator Guide
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Configuration settings

A. System Configuration

1. Line Data (settings for each outside line)

— Line type: Public, Pool or Private Norg
Orientat

— Mode: Pulse or Tone

— Auxiliary Ringer: Yes or No

— Full Auto-hold (on idle line): Yes or NO
— Prime Phone: 21, 221, 2221 or Other

2. Line Access: (settings for each telephone)
— Line assignment (to telephones): Lines 1 and 2
— Answer DNs:Intercom numbers associated with the

button on another telephone (there is no

programmed default)

— Ringing lines:Ring or No Ring (The defadlt for lines
assigned to Set 21, 221 or 2221 is Ring)

— Use of line pool: Yes or NO

— Number of Intercom buttons: 0 to 8 (Default: 2)

— Prime line: None, Line number, Line Pool, or Intercom

3. Call Handling
— Held Line Reminder (HLR): Yes or No
— Remind delay: 30 to 180 seconds (This setting does not
appear unless HLR is “Yes”. The default is then 60 .)
— DRT to Prime: Yes or No
— DRTdelay: 1,2,3,4,6
— Transfer Callback: 3, 4, 5,6, 12
— Park timeout: 30, 45, 60, 90, 120, 150, 180
— Directed Pickup: Yes or No
— On Hold: Tones, Music or Silence

System Coordinator Guide
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4. Miscellaneous

— Background Music: Yes or NO

— Dial “0” set: 21, 221, 2221 or Other

— Alarm set number: 21, 221, 2221 or Other

— Link time: 100-1000 milliseconds (Default: 600
milliseconds)

— Set Relocation: Yes or NO

— Line Pool Access codes: One to four-digit codes (no
defaults)

— Installer password

Norstar
Orientation

5. Change DNs
— Individual DNs

— DN length: 2, 3, or 4 digits

B. General Administration
This area allows the Installer or Service Representative to access
your system’s Administration through Norstar Configuration. This is
necessary if the Installer assists you by partially or fully
administering your system, or if you have forgotten the
Administration password and cannot access Norstar Administration.
As System Coordinator, you may be responsible for your system’s
Administration. Norstar Administration procedures are covered in
detail for you later in this Guide.

C. Set Copy
Under this heading, the Installer can copy all system settings from
one telephone to another, or can copy both the system settings and
the individual telephone’s settings to another telephone.

System Coordinator Guide
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D. Maintenance

1. System Version
This section allows the Installer to make sure that the
specified components of your system are compatible with
one another.

2. Port/DN Status
This section allows the Installer to determine what piece
of equipment (for example a Norstar telephone or an
Analog Terminal Adapter) is connected to any given port
in your system, and whether or not the equipment is
compatible with your system. It also allows the Installer to
discover the status of the piece of equipment (for example
busy or idle), and to turn it ON or OFF as required.

3. Module Status
This section allows the Installer to check the Trunk and
Station Modules connected to your Key Service Unit and
to turn them ON or OFF as required.

4. Diagnostics . )
This section allows the Installer to perform various pre-
defined tests to identify problems within your system.

5. System Test log
This section provides the Installer with a list of the 20
maost recent tests which have been performed on your
system or alarm messages which have appeared on the
Alarm Set. This log shows each occurrence of problem
related messages and tests.

6. System Administration log
This section provides the Installer with a list of the ten
most recent system restarts, Configuration sessions in
which changes were made, and unsuccessful attempts to
enter your system’s Configuration programming.

“System Coordinator Guide



20 / Norstar Orientation

Preparing to administer your system

Choose the right telephone: Administration can only be
performed from an M7324 or M7310 telephone, and only one
telephone can access Norstar Administration at one time.

Norstar

Orientation Choose the right time: While you are operating Norstar
Administration, the telephone you are using will be unable to make
or receive calls. Your co-workers will still be able to make and
receive calls on their telephones, but they will be unable to change
some of the settings on their telephones, such as Autodial buttons
and Personal Speed Dial codes.

Ending the session: At any time during Administration, you can
end the session by pressing the orange Rls button on the Norstar
telephone. Norstar records all changes to your system as you
make them, so it is not possible to Exit from Administration without
“saving” your changes. -

Useful aids

User Cards: Each Norstar telephone comes with its own User
Card. These cards list the most commonly used Norstar features,
and explain how to use them.

Receiver Cards: Located underneath the receiver of each Norstar
telephone is a small card covered by a plastic window. This card
lists the Feature codes for Norstar’s most commonly used features
in your requested language.

Norstar Programming Overlay: At the back of this Guide, you will
find four copies of the Programming Overlay. One copy should be
placed over the buttons of the telephone while you perform
Administration tasks. The Overlay provides temporary labels for
M7324 or M7310 telephone buttons used in Administration
programming. Punch out an Overlay from the last page of this
Guide to assist you in Administration programming.

o Progamming Ovory Remember to use the Overlay when you
= . Ml sce this symbol in the Norstar
|__lell} Administration chapter of this Guide.

System Coordinator Guide
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Norstar Programming Record: The Norstar Modular
Programming Record provides a convenient way of recording the
settings for your system. Your Installer or Service Representative
will fill in the Configuration settings, and may then leave the
Programming Record with you for your records. If you do not have
a copy of the Programming Record, you may record all of your
Administration settings in the Job Aids chapter of this Guide. The
Programming Record (or the Job Aids chapter) is represented in
this Guide by the following symbol:

When you see this symbol, remember to record the
changes you make in the appropriate area of the
Programming Record or the Job Aids chapter of this
Guide.

Default Settings
If you are performing Administration on a new system, you will find
that many of the settings are pre-selected. These are called the
default settings. You have the option of leaving them ds they are,
or changing them.

Administration Flow Charts

The Administration Headings Flow Chart is a convenient overview
of Norstar Administration that should help you to follow the
Orientation Tour and understand the system. A simplified flow
chart illustrating the steps under each heading follows the
procedures in each of the eight Administration sections of the
Administration chapter.

In the Flow Charts chapter at the back of the Guide, you will find
the charts in complete detail. After you have tried a few
Administration tasks and read the general descriptions that follow,
you may find that you can perform Administration using only the
flow charts for reference.

System Coordinator Guide
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Administration Headings Flow Chart
(  STARTHERE )

Norstar C * J

Orientation

Enter Administration Code

[Feature ][ |[*][A][B]M][1][N]

Y

Password
(Optional)

1. Sus speed dial

e J L\
8. Passwords 2. Hames
[ \
3.

T. MNight Seruvice BaCk NeXt Time and Date

6. Permissions " 14. Restrictions

~

5. Dverrides
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3 Norstar Administration

This chapter of the Guide will help you to understand the variety of
features and settings available through Norstar Administration
programming. The detailed descriptions and step-by-step
instructions included in each of the following sections will enable
you to be completely at ease with administering the Norstar
System.

Read each section carefully in order to learn how the various
features work together to make your office telephone system highly
efficient.

Entering Administration

To Enter Administration: s
1. Release all calls on your M7324 or M7310 telephone.
Indicators for calls on other telephones stay ON.
2. Enter the Administration code:
[Feature || [ADIM]T][N]
which is also

[Feature J[FI[F][2][3][6][4][6]

3. Ifthe display changes to| Passward: |, enter
the Administration password. The password does not
appear on the display as you enter it.

If the proper password is entered (or no password is
required) the display shows [1.5us speed dial] and
three triangular indicators b appear on the liquid crystal
display (LCD) between the rows of buttons.

If an incorrect password is entered, no change occurs
on the display. Check the password. Press the
display button and re-enter the password. The display
should show [1.5ys speed dial]

System Coordinator Guide


Brandon Hunt



telemanuals.com

24 / Administration

4. Place an Overlay (available on the last page of this
Guide over the butions pointed to by the indicators, as
shown below. Follow the commands on the Overlay,
rather than those printed on the tops of the buttons. The
commands which are activated during Administration are
as follows:

[ Heading |- Returns you to a sub-heading within the

programming activity, or to one of the eight
Administration headings.

Show - Allows you to enter a programming cycle.
Norst Next - Moves you to the next display message.
Admicistration [Back |- Moves you to the previous display message.

M7324 Telephone with M7310 Telephone with
a Norstar Programming a Norstar Programming
Overlay Overlay

Norstar Programming Overlay

o ) (. (-

|

The Norstar Programming Overlay over the telephone buttons

Display Buttons: As you move through the Administration
sections, words will appear on the bottom line of your telephone
display. These words label the three display buttons which are
located directly beneath the display. The four labels used for
display buttons in Administration are (backspace), ,
CHANGE] , and

System Coordinator Guide
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Administration Headings and Sub-Headings

Under each of the eight Administration headings are various sub-
headings which allow you to change the individual settings of each
Administration section. The sub-headings associated with each
heading are as follows:

[1.Su=s speed dial]

The sub-headings in this section are the System Speed Dial codes
into which you program outside telephone numbers.

[2. Mames ]
The sub-headings in this section are as follows;
[Get names ]
[Line names ]

[3. Time and Date|

The sub-headings in this section are as follows:

[Time ]
[Date ]
[4. Restrictions | [5. overrides |

The sub-headings in these two sections are the same. They are as
follows:

[Table entries |

[Applied to lines |

[Applied to sets |

System Coordinator Guide


Brandon Hunt



26 / Administration

. I&. Permissions |

The sub-headings in this section must be accessed by first entering
a set number The sub-headings are as follows:
[Full handsfree |

[HF Answerback

[Pickup graup
[Fage zone

|
|
|
[Aux. Ringer ]
|
|

[Forward no answr

Norstar Priority call
Administration

[7. MHight serwice]

The sub-headings in this section are as follows:
[Trunk answer: |
[Might-0 set: |
[Show Tine: |

[2. Passwords |

The sub-headings in this section are as follows:

ﬁahin. password ]
[Restriction pswd |

System Coordinator Guide
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Scanning Headings and Sub-headings

To Scan the Headings

1. Press repeatedly to move from one heading
to another.

To Scan the Sub-Headings
From any one of the headings, move through the sub-headings
without altering any settings by following the two steps below:
1. Pressthe| Show button.
2. Pressthe| Next button repeatedly until you arrive
at the next numbered heading.

Administratid

If you become lost within a loop, press [ Heading |once or twice
until a familiar numbered heading appears. If you wish to end the

Administration session, follow the procedures below.

Exiting from Administration

To End the Orientation Tour

1. Press the button. The display shows
[End of session

If you have not pressed the display button while in
Administration, no settings in your system have been affected.
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1. System Speed Dial
How It Works

System Speed Dial provides a list of up to 70 telephone numbers
that can be dialed from any telephone in your system by means of
a two-digit code (01 to 70). The maximum length of a Speed Dial
Number is 16 digits.

Entries in the System Speed Dial list should be emergency
numbers or outside telephone numbers that are called regularly by
many people in the office. Numbers used by few people, or only
Norstar one person, should be Autodial or Personal Speed Dial entries on
Administration individual telephones. The Personal Speed Dial feature works the
same way as the System Speed Dial feature, but uses a different
range of codes (71-94). Consult the “Autodial” and “Speed Dial -
Personal” sections in the Feature Operation chapter of this Guide
for further information.

In Administration, you can see the numbers entered in your system,
and add or delete eniries. A new system contains no default Speed
Dial entries. To use System Speed Dial codes, foliow the
procedures in the Feature Operation chapter of this Guide, or on
the User Cards for each telephone.

The Job Aids chapter of this Guide contains a convenient chart that
you can photocopy, filt out, and distribute to your co-workers as a
reference to System Speed Dial codes and the corresponding
telephone numbers. Keep the page in the Job Aids chapter blank,
and use it as a master copy.

System Speed Dial Procedures

To make your task easier, use an Overlay found on the last page of
this Guide:

Norstar Programming Overlay
= -
o 1| e
Remember to record your changes in the Programming Record or
Job Aids chapter of this Guide:

V=
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Entering Administration:

1. Release all calls on your M7324 or M7310 telephone.
Indicators for calls on other telephones stay ON.

2. Enter the following code: [Feature][ *[[*12][3 16 ][4 |6

3. [f the display changes to [Fassword: |, enter
the Administration password. If the proper password is
entered, the display shows [1.5ys =speed dial |
and three triangular indicators p appear on the LCD
panel between the rows of buttons.
If no password is required, the [1.54s speed dial |
display and the indicators appear as soon as the
Administration code is entered. ,

4. Place the Overlay over the four buttons pointed to by the YIRS
indicators. You are now at the starting point for each of
the following procedures.

To scan the System Speed Dial entries:
Begin with [1.5ys speed dial |on the display, then follow the
steps below.
1. Press The display shows[ Show entry: _
2. Press The display shows [#01:
If a telephone number has been previously entered, it
will appear after the colon.
3. Press repeatedly to look at the System Speed
Dial codes (01-70).
To move backwards through the entries, press
repeatedly.
4. When you are finished, follow the Exit procedure on the
next page.

To enter a new telephone number for a code:
Begin with [1.Sys =peed dial ] onthe display, then follow the
steps below.

1. Press The display shows[ Shaow entry: _ |

2. Enter the two-digit Speed Dial code you wish to program
OR
Press until the desired code (01-70) appears.

3. Press Any previous entry is erased.

4. Enter the digits of the new telephone number, including
all digits, such as an initial [9] or an area code, that
must be dialed to call the number manually.

5. Press to store the number and move to the next
System Speed Dial code.

8. When you are finished, follow the Exit procedure below.
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To erase a System Speed Dial code:
Beginwith 1. Sys speed dial] on the display, then follow the
steps below.
1. Press The display shows[ Show entry:_ |
2. Enter the two-digit Speed Dial code you wish to erase
OR
Press until the desired code (01-70) appears.
3. Press The programmed telephone number
disappears from the display.
4. Press The Speed Dial code is programmed with
» no telephone number and the display shows the next
Norstar Speed Dial code in the sequence.
Administration 5. Follow the Exit procedure below.

System Speed Dial Exit procedure:

To move to other Administration tasks:

1. Press twice. The display shows
[1.5ys Speed Dial |

2. Press or to move to another heading.

To Exit from Administration:

1. Press
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Programming Overview of System Speed Dial

This flow chart is intended to provide a basic outline of System
Speed Dial programming. For a more complete view, see the “Flow
Charts” chapter of this Guide.

@ START HERE j)

. Show -
LLSgs speed dial |é ' |§how entry: -
Next
1 8. Passwords F ; 2. Hames !
/ Back Next \
| 7.Might Service | | 3.Tine and Date |
\ #01:
. / Next CHANGE
I 6. Permissions } | 4. Pestrictions ! :
Ll
1 3. Qverrides I * . .
Next he -
|_| #70;
To END Administration CHANGE
at any point:
Press
FLOW CHART CONVENTIONS
[:I - Long square-cornered boxes represent display messages.
- Grey shaded boxes represent display messages which are not a part of
the described procedures.
@ - Rounded double boxes contain instructions.
Show, Next, Back, Heading - Programming buttons are labelled on the Norstar Programming Overlay.
CHANGE COPY 0K - Display buttons are labelled on the bottom line of the display when they are active.
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Explanation of System Speed Dial Overview

Fromthe [.Sys speed dial ] heading, press to cause
the [Show set:_ | sub-heading to appear. You can enter
the two-digit Speed Dial code of the Speed Dial number you wish to
see or press Next to see the entry (if there is one) for the lowest
System Speed Dial code: number 01. Pressing repeatedly
allows you to scroll forward through the list, moving up by one
number with each press. You can scan the list as far as #70 if you
wish. From #70, pressing twice moves you to the next

heading:[ 2. MHames | When the display shows any

Speed Dial code number, pressing scrolls backward
Norstar through the list. When a particular code is shown on the display,
Administration you can enter a telephone number or change the existing eniry by

pressing the display button, then entering the desired
digits or symbols from the dialpad.

Notes on System Speed Dial

The maximum length of a telephone number stored as a System
Speed Dial code is 16 digits.

The method for using both System and Personal Speed Dial codes
is the same. The same Speed Dial button can access both System
and Personal Speed Dial numbers, but the code used is different
for the two types of Speed Dial features: System Speed Dial codes
range from 01 to 70, Personal Speed Dial codes range from
711094,

Personal Speed Dial numbers are programmed at individual
telephones within your Norstar system. They can not be
programmed using Norstar Administration.
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2. Names

How It Works

Programming Names allows you to assign names, consisting of
letters and numbers, to your outside telephone lines and to your co-
workers’ telephones. As a result, when an outside call comes to a
telephone, the display may show the line name

(FRIUATE calling |) instead of the line number

{Lin= 24 calling |). When an inside call comes to a
telephone, the display may show the caller's name

(COUG calling ]) instead of the phone’s Intercom number.

Administratid

This personal touch provides your company’s staff with instant
recognition of their calls. Conference/Transfer, Call Forward,
Message, and other Norstar features are made more effective
when the name of the line or caller appears on the display.

The word “set” is another name for a telephone. The set number
for each telephone is the same as its Intercom number: the two,
three, or four-digit number used to call between telephones within
your office system.

Names can be assigned to lines which are used for only one
specific purpose, such as a private line, or a line which is only
assigned to one particular telephone (for example, “SHOP” or ‘RH
1057). Lines can also be named by the seven-digit telephone
numbers associated with them (for example 5551234). This
makes it easy to identify which line a call is on, and therefore who is
likely to be calling, and how important the call is likely to be.

The Name assigned to a line or telephone can be no longer than
seven characters, and can contain both letters and numbers.
Periods, hyphens, or other symbols cannot be used.

The Job Aids chapter of this Guide contains a convenient chart that
you can photocopy, fill out, and distribute to your co-workers as a
reference to Line and Intercom Numbers and the corresponding
Names. Keep the page in the Job Aids chapter blank, and use it as
a master copy.
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Names Procedures
To make your task easier, use an Overlay found on the last page of
this Guide:
Norstar Programming Overlay
e .
= R .
Remember to record your changes in the Programming Record or
Job Aids chapter of this Guide:

toodlEN clno

Norstar
Administration

Entering Characters: While programming in the under the Names
heading of Administration, you can enter the characters of Names
from the numbered dialpad buttons on the telephone. Each button
has three or four letters and numbers on it that are entered by
pressing the button one, two, three or four times, depending on the
letter or number desired. For example, one press on the button
on the dialpad enters an ‘f”, a second press changes the entry to
‘8”, a third press to the same button changes the entry to a ‘C”, and
a fourth changes the letter to the number “2”. A fifth press would
change the entry back to an ‘",

Cursor Controls: The cursor is the smali line which appears on

the display beneath a blank space:[ et 221:_ ]
Characters which are entered using the dialpad appear above the
cursor.

Moves the cursor. right

Moves the cursor left

Moves the cursor left, erasing the letter above the
cursor

Moves the cursor right

Moves the cursor left

Enter a blank space by pressing [#] or the display button
twice before entering the next character. This moves the cursor
two spaces to the right, placing a blank space between characters.
This is useful if you want to include an initial in the name. For
example, you can differentiate between ‘PAT L* and ‘PAT M*,
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Entering Administration:

1. Release all calls on your M7324 or M7310 telephone.
Indicators for calls on other telephones stay ON.

2. Enter the following code: [Feature][* |* [ 2][3][6][4][6]

3. Ifthe display changes to[ Passwaord: |, enter
the Administration password. If the proper password is
entered, the display changes to [1.8ys speed dial |
and three triangular indicators» appear on the LCD
panel between the rows of buttons.
If no password is required, the | 1.5uys speed dial]
display and the indicators appear as soon as the
Administration code is entered.

4. Place the Overlay over the four buttons pointed to by the

indicators.

5. Pressthe button. The display changes to
[2. Hames 1You are now at the starting point
for each of the following procedures.

To scroll through the list of telephones: .

Begin with [2. Mames | on the display.

1. Press twice. The display shows
[Show set:_ |

2. Press repeatedly. At each set number, you can
change the Name by following steps 4 to 8 below.

To enter a new name or change the name of a telephone:
Begin with[ 2. Hames | on the display, then follow the
steps below.
1. Press [Show] The display changes to | Set names |
2. Press [Show | again. The display changes to
Show set:_ |
3. Enter the Intercom number of the desired telephone
OR
Press to show the lowest numbered telephone in
the system.
4. Press
5. Enter the first character of the desired Name by pressing
the appropriate dialpad button one, two, three, or four
times. Example: Press once for P, twice for R, three
times for S, or four times for 7. The character appears
above the cursor.
6. Press [#]or [=> ]to move the cursor to the next space.
7. Enter the second character from the dialpad.
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8.

10.

Continue entering other characters of the Name using
the dialpad and cursor control keys. Remember that
there is a seven-character limit on Name length. If you
press or before entering any characters,
the telephone’s set number is stored in place of a name.
To enter the Name for another telephone, press
toreturnto| Show set:. _ | sub-heading

OR

Press to show the next telephone in the
numbering sequence.

When you are finished, follow the Exit procedure on the
next page.

To enter a new name or change the name of an outside line:

Begin with

[2. Homes ] onthe display, then follow the

steps below.

1.

2.
3.
4

© m N

10.

11.

Press The display shows[ Eet names |
Press The display shows [Cine names |
Press The display shows[ Show Tine:_ ]
Enter the two-digit number of the desired line

OR

Press to show the lowest numbered line in the
system.

Press A cursor appears beside the colon.
Enter the first character of the desired Name by pressing
the appropriate dialpad button one, two, three, or four
times.

Press or to move the cursor to the next space.
Enter the second character from the dialpad.

Continue entering other characters of the Name using
the dialpad and cursor control keys. Remember that
there is a seven-character limit on Name length. If you
press or before entering any characters,
the line number is stored in place of a name.

To enter the Name for another line, press to
returnto the [Show Tine: — | sub-heading

OR

Press to show the next line in your system.

When you are finished, follow the Exit procedure on the
next page.
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Names Exit procedure:

To move to other Administration tasks:

1. Press two or three times until the display
shows

[2. Hames |
2. Press or to move to another heading.

To Exit from Administration:

1. Press

Administraf
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Programming Overview of Names

This flow chart is intended to provide a basic outline of Names program-
ming. For a more complete view, see the “Flow Charts” chapter of this

Guide.
@ STARTHERE )
7
J 1.8ys speed dial 1
Norstar | 8. Pazswords ( | 2. Hames %L Set nhomes :l
Administration — - \ Next Show
Back

1
3.Time and Date {

A

{ 6. Permissions g I 4. Restrictions J %ine hames
/ Show

J 3. Overrides

[
| 7.Might Service |
\

\

To END Administration
at any point:

Press

FLOW CHART CONVENTIONS

- Long square-cornered boxes represent display messages.

- Grey shaded boxes represent display messages which are not a part of
the described procedures.

- Rounded double boxes contain instructions.

UL

Show, Next, Back, Heading - Programming buttons are labelled on the Norstar Programming Overlay.

CHAMGE COPY OK. - Display buttons are labelled on the bottom line of the display when they are active.
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Explanation of Names Overview
The[ 2. Hames | Overview Flow Chart shows the two
sub-headings which allow you to program Names for the
telephones or outside lines in your system. By pressing and
following the display prompts, you can scan through the assigned
names of lines or telephones, and erase or change the Names.

Notes on Names
Programmed Names of lines and telephones in your Norstar
system can be no more than seven characters long. Hyphens,
periods and other symbols cannot be used. Letters are
automatically stored as upper case letters.

Entering letters from the dialpad only happens in Names
programming. At all other times, pressing the dialpad buttons
enters only the number of the button you press.

The Name and Intercom Number of a telephone will remain the
same if the telephone is moved to another location within your
system.

Before assigning Names to telephones, it is a good idea to check
with the people involved to ensure that the proposed Names are
acceptable.

Line names must be unique, in order that any line which may be
having trouble can be reported correctly. If you enter a Line Name
which has already been used, you will hear an error tone, and
[Use unigue name | will appear on your display.

Two or more telephones in your office, or a telephone and a line in
your system, can be given the same Name. The system allows
this, but it could become a source of confusion. Use creative
combinations of initials, abbreviations, and possibly nicknames to
give each telephone a unigue Name.

If some of the telephones in your system are used by many people,
it may be more sensible to name them after their location—such as
LAEB,GATE, or RM 122—rather than giving them a person’s Name.
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3. Time and Date

How It Works

When a Norstar telephone is in its normal rest state, the display
shows the current Time and Date. For example:
[Mar 31 3:45 pm ]

As with any electric clock, the display will have to be reset after a
power interruption, which may cause your clocks to temporarily

stop.
Norstar

Administration Entries to the Time and Date display must be in numeric form,

using one or two digits. For example, the third month (March in
most countries) can be entered as either “3” or “03”.

During normal service: The English display reading is always in
12-hour format, and the Alternate language display is always in 24-
hour format. ' '

In Administration: When you adjust the time, the hour is shown in
24-hour format. For example, 2 p.m. appears as 14:00. The hour
may be entered in 12-hour or 24-hour format. If the system is being
administered in English and the hour entered is less than 13, the
display prompts you to specify “am” or ‘am”.

Time and Date Procedures

To make your task easier, use an Overlay found on the last page of
this Guide: :

Norstar Progremming Overlay
= . . -
| ] el

Remember to record your changes in the Programming Record or
Job Aids chapter of this Guide:
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Entering Administration:

1. Release all calls on your M7324 or M7310 telephone.
Indicators for calls on other telephones stay ON.

2. Enter the following code: [Feature][* [*1[2][3][6][4][6]

3. Ifthe display changes to [Password: |, enter
the Administration password. If the proper password is
entered, the display changesto [I.Sus speed dial |
and three triangular indicators p appear on the LCD
panel between the rows of buttons.
If no password is required, the [T.Sus =peed dial |
display and the indicators appear as soon as the
Administration code is entered.

4. Place the Overlay over the four buttons pointed to by the
indicators.

5. Press twice. The display changes to
[Z. Time and date] You are now at the starting
point for each of the following procedures.

To change the Time:
Begin with [2. Time and date] onthedisplay, then
follow the steps below. This example uses the setting
3:45 pm, March 31, 1989.
Press [Show| The display shows[ Time 15:45 ]
2. Press [CHANGE | The display shows
[Hour: 15 | If you do not wish to change this
setting, go to step 5 below.

[y

3. Press The previous Hour setting is erased.

4. Enter the desired digit(s) from the dialpad.

5. Press The display shows [Flinutes: 45 |
If you do not wish to change this setting, go to step 8
below. )

6. Press The previous Minutes setting is erased.

7. Enter the desired digit(s) from the dialpad.

8. Press
If the display shows[ Oate 371 Far 39 | follow step
11 below.

I the display shows or , follow step 9
below.

9. Choose the proper M /PM setting by pressing the
display button.

10. Press The display shows [Oate 31 Har 83 |

11. Proceed to change the date or follow the Exit procedure
on the next page.
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To change the Date:
Beginwith [2.Time and date ] on the display, then follow the
steps below. This example uses the setting 3:45 pm, March 31,
1989.
1. Press The display shows[Time 15:45 ]
. Press The display shows [Date 31 Far 89 |
3. Press [CHANGE | The display shows the Year in two-digit
format] Year: S50 —__|If you do not wish to
change this setting, go directly to step 6 below.
Press The previous setting is erased.
Enter the last two digits of the desired year.
R Norstar Press The display shows [Hanth: 0OF |
B Administration If you do not wish to change this setting, go directly to
step 9 below.
Press The previous setting is erased.
Enter the desired digit(s) from the dialpad.
Press The display shows [Day: =21 ]
If you do not wish to change this setting, go directly to
step 12 below. ) - :
10. Press The previous setting is erased.
11. Enter the number of the desired date.
12. When you are finished, follow the Exit procedure below.

o oM

© o~

Time and Date Exit procedure:

To move to other Administration tasks:

1. Press until the display shows a numbered
heading.

2. Press or to move to another heading.

To Exit from Administration:

1. Press
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Programming Overview of Time and Date

This flow chart is intended to provide a basic outline of Time and Date
programming. For a more complete view, see the “Flow Charts” chapter
of this Guide.

(( START HERE ))
)
L

i 1.8ys speed dial

Next CHANGE

/ Back Next \ Sh
| 7.Night Service I v * 3.Time and Date |—ﬂ>| Time 1:00 am |

1 6. Permissions [ I 4. Restrictions i

\ Hour: 1
Next

i 5. Overrides

*

Minutes:00

Next

Next Next
To END Administration | Date: 1uan 853 |==an

at any point: CHANGE
Press
Year: B9
Next

Next

FLOW CHART CONVENTIONS

- Long square-cornered boxes represent display messages.

- Grey shaded boxes represent display messages which are not a part of
the described procedures.

- Rounded double boxes contain instructions.

UL

Show, Next, Back, Heading - Programming buttons are labelled on the Norstar Programming Overlay.

CHANGE COPY¥ 0K - Display buttons are labelled on the bottom line of the display when they are active.
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Explanation of Time and Date Overview
Fromthe [3. Time and Date ] heading, pressing
displays the Time sub-heading. Press to see the Date sub-
heading. From either of these sub-headings, you can press the
EHANGE ]display button and to see the separate divisions of
the sub-section: for example, Hours and Minutes under the “Time”
sub-heading. When one of these parts shows on the display, you
can change it by pressing and entering the correct digits
from the dialpad. The AM/FH choice is presented only if you enter
an hour of 12 or less while your telephone display is in English.

Norstar Notes on Time and Date

Administration The Time and Date display on each telephone indicates that the
telephone is properly connected to the Key Service Unit (KSU) and
is in its idle state (not active on a call or feature . If the display is
blank, the telephone may be disconnected, or there may be no
power to the KSU. If the power fails, your Norstar clock will stop.
Once the power is restored to your system, the clock begins to run
again, but the time will be incorrect.

Some Norstar features cause a particular message to appear on
your display as long as the feature is active. The Message Waiting
feature, for example, shows the display [lessage for gou |,
rather than the Time and Date display, until you return or cancel the
messages.

The time display in English is always in 12-hour format with “am” or
‘pm” on the Alternate language display, the time is always
displayed in 24-hour format: :

English [ May 24 3:22 pm |
French [ 24 mai 1SRZZ2 ]
Spanish [ 24 Hay 15:22 |

The Time and Date will revert to its default setting if the power is
out for more than three consecutive days, or if your system defaults
are intentionally reset. The display will show [Jan_ 1 1:00 am |
when the system has been restarted.
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4. Restrictions

How It Works

A Restriction prohibits calls from your office to call numbers
containing specified digits. You can apply these Restrictions to
individual lines or telephones to prevent abuse of your office
system. If anyone tries to dial a restricted number, they will hear an
error tone and see the message | Fiestricted call | The call
will then be dropped.

Restrictions can range from the very general, such as preventing all
long-distance calls from any telephone, to the very particular, such
as preventing calls to a specific taxi company from the telephone
near the front door.

Two other sections of Administration programming that relate to
Restrictions are[ 3. Overrides [and[ 8. Fasswords [
Each of these sections allows certain people or certain telephone
numbers to avoid the programmed Restrictions.

Your Norstar system comes with the five pre-set (default)
Restrictions listed on the following table, but they are not applied to
any lines or telephone sets. In order for the default Restrictions to
function, they must be applied to the appropriate lines and
telephones. The following procedures explain how to apply the
Restrictions to lines or sets to suit your office needs.
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Restriction | Restricted Digit Purpose
Number or Sequence
Prevents calls to the Operator, which could
#1 0 result in operator-handled long-distance calls.
#2 1 Prevents all direct-dialed long-distance calls.
Prevents calls to local Directory Assistance,
#3 411 for which there is often a charge.
Prevents long-distance calls to any area code
#4 1*1* with a 1 as the middle digit. For example: 4186.
The asterisk (*) is a “wild card” character
that stands for any digit.
Prevents long-distance calls to any area code
#5 1*0* with a 0 as the middie digit.

Restricted digits apply to the beginning of a dialed telephone
number. The “1” Restriction, for exampie, will prohibit long-distance
calls that begin with a 1, but will not prohibit the dialing of a number
that contains a 1 in any other position.

The two default Restrictions 1*1* and 1*0” together prevent any
long-distance calls outside your area code, while permitting long-
distance calls within your area code.

The maximum length of a restricted sequence is eight characters.
The maximum number of Restrictions allowed in any Norstar
system is 30. Any or all of these Restrictions can be applied to any
fine or telephone in your office system.

A call can be prevented by a Restriction placed on either the line or
the telephone being used. Restrictions applied to a telephone
affect calls on any line from that telephone. Restrictions applied to
a line affect calls on that line from any telephone set.

Restrictions that apply to a line can be easily copied as a group 0
another line, using the line copy routine described near the end of
this section. Similarly, Restrictions that apply to a set can be
copied to another set. This procedure is a great time saver,
especially when new telephones or new lines are being added to an
established system.

When entering fine numbers during programming, use a two-digit
format. Line numbers less than 10 must be preceded by a zero.
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Restrictions Procedures
To make your task easier, use an Overlay found on the last page of
this Guide:

Remember to record your changes in the Programming Record or
Job Aids chapter of this Guide:

Entering Administration:

1.

2.
3

Release all calls on your M7324 or M7310 telephone.
Indicators for calls on other telephones stay ON.

Enter the following code: [Featurel[ *|[ *I[2][3][6][4][6]
If the display changes to| Fas=zword: .« .|,-enter
the Administration password. If the proper password is
entered, the display changes to [1.5us speed dial |
and three triangular indicators > appear on the LCD
panel between the rows of buttons.

If no password is required, the [1.5us speed dial |
display and the indicators appear as soon as the
Administration code is entered.

Place the Overlay over the four buttons pointed to by the
indicators.

Press three times. The display changes to

[4. Restrictions | You are now at the starting point
for each of the following procedures.
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To scan the available Restrictions:
Begin with (4. Restrictions [on the display, then follow the
steps below.

1. Press The display shows[ Table entries |

2. Press again. The display shows the first
Restriction table entry.

3. Press repeatedly to scroll forward through the
table entries, as far as #30 if you wish. While a table
entry is displayed, you can press to scroll
backwards through the entries. At #30, pressing

. changes the display to [Applied to lines |
B Norstar 4. When you are finished, follow the Exit procedure at the
} Administration end of this section.

To change a Restriction or enter a new one:
Begin with [4. Restrictions | on the display, then follow the
steps below.
1. Press The display shows[ Table entries |
2. Press again. The display shows the first table -
entry.
3. Press repeatedly until the desired entry or blank
space is showing on the display.

4. Press Any previous entry is erased.

5. Enter the desired digit sequence from the dialpad.
The maximum number of permitted digits or asterisks is
eight.

6. Press to store the entry and move to the next
Restriction.

7. When you are finished, follow the Exit procedure at the
end of this section.

To scan or change Restrictions that apply to aline:

Begin with [4. Resztrictions Jon the display, then follow the

steps below.
1. Press The display shows[ Table Entries |
2. Press The display shows [Applied to lines |
3. Press The display shows[ Show [ine: _ |
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Ea

Enter the desired line number from the dialpad using a
two-digit format. Line numbers less than 10 must be
preceded by a zero.

The display shows the first Restriction from the table,
together with a'f (Yes) or ant (No) to indicate whether
the Restriction applies. For example:

(0:H __1If you wish to apply or remove
the Restriction, pressing causes the display to
change from4 to H, or the reverse.

Press to see the next Restriction.

When the final table entry shows on the display, press

o o

[ Show tine: _ | appears on the display. You
can now repeat steps 4 and 5 to see the Restrictions for
another line.

7. When you are finished, follow the Exit procedure at the
end of this section.

To scan or change Restrictions that apply to a telebhone"set:
Begin with [4. Restrictions |on the display, then follow the
steps below.

1. Press The display shows[ Table entries ]

2. Press twice. The display shows

Applied to sets |
3. Press The display changes to
[Show set: _ ]

4. Enter the desired set number from the dialpad.
The display shows the first Restriction from the table,
witha¥ (Yes) orani (No) to indicate whether the
Restriction applies to the set. For example:
[ 411: v ] If you wish to apply or remove
the Restriction, pressing causes the display to
change from* to M, or the reverse.
Press to see the next Restriction.
When the final table entry shows on the display, press
(Bhow set: _ __| appears on the display.
You can now repeat steps 4 and 5 to see the
Restrictions for another set.
7. When you are finished, follow the Exit procedure at the

end of this section.

o o
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To copy line Restrictions
Beginwith[ 4. Festrictions | on the display, then follow the
steps below.
1. Press The display shows| Table entries |
2. Press The display shows [Applisd toc [ines |

3. Press The display changes to "“
[Show fine:_ ] :

4. Pressthe COPY | button under the display.
The display shows [Saurce: _

5. Enter the two-digit line number of the fine 10 be copied.
The display changes to [Copy to line: _ |

Norstar 6. Enter the two-digit line number of the line to receive the

Administration new Restrictions. The display temporarily shows
[Copied XX tao ¥Y |with appropriate line numbers in
place of the xs and¥s. The display then changes to
[Copu to tine: _ | You may now copy the same
Restrictions o another line.

7. When you are finished, follow the Exit procedure on the
next page. ) '

To copy set Restrictions:

Begin with [Applied to sets |onthe display.

Follow steps 3-7 from the “Copy line Restrictions” procedures. All
display messages are the same, but “sets” will appear instead of
“lines”.

Restrictions Exit procedure:

To move to other Administration tasks:

1. Press once or several times until the display
shows [ 4. Restrictions |

2. Press or to move to another heading.

To Exit from Administration:

1. Press
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Programming Overview of Restrictions
This flow chart is intended to provide a basic outline of Restrictions pro-

gramming. For a more complete view, see the “Flow Charts” chapter of
this Guide.

@ START HERE J

1.8ys speed dial

i 8. Passwards 2 Names }
/ Back Next
L? Night Service * 3 Time and Date E
z G. Permissions § ‘7 4. Resirictions —l
Show
! 5. Overrides 3
A + L. -
h
r Table Entries —Iéﬂ»rm:o —I
To END Administration Next LHANEE
at any point: *
Show
Press r Rpplied to |ines I——»FShow line: _ 7
Next COpY
‘ﬁl Applied to setle Show set: _ ]

FLOW CHART CONVENTIONS

- Long square-cornered boxes represent display messages.

U

i - Grey shaded boxes represent display messages which are not a part of
U the described procedures.

@ - Rounded double boxes contain instructions.
Show, Next, Back, Heading - Programming buttons are labelled on the Norstar Programming Overlay.

CHAMGE CORY 0K - Display buttons are labelied on the bottom line of the display when they are active.
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Explanation of Restrictions Overview
Fromthe [. Restrictions ]heading, press to get to
the first sub-heading [Table entries | The other two sub-
headings are [ Applied to Tines| and [Applied to setz |
You can move from one sub-heading to another by pressing
or

Fromthe [Table entries  ]sub-heading you can see the
actual entries (restricted digits) by pressing and then [Next]-
repeatedly. Enter a string of digits or erase an existing entry by
pressing when the desired entry number shows on the
Norstar display, then entering the new digits from the dialpad or pressing

Administration

Programming under [Applied to lines]| follows the same
format as programming under [Applied to sets | From either
sub-heading, press then enter the desired line or set
number. As the last digit is pressed, the display shows the first
table entry along with a¥ (Yes) orH (No) to indicate whether the
Restriction is applied. You can apply or remove any Restriction

showing on the display by pressing

All of the Restrictions applied to a line or a telephone can be copied
to others by returning to the appropriate sub-heading, pressing the

display button, and following the prompts which appear on
the display.
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Notes on Restrictions

The maximum length of a Restriction sequence is eight
characters, including digits and asterisks.

The maximum number of Restrictions which can be programmed
for a system is 30. These can be assigned to individual lines and
telephones in the system.

If the Restrictions in your system are too limiting, see the
“Overrides” section which follows. Overrides allow you to disable
Restrictions on individual lines or telephones, or to permit calls to
certain numbers or area codes.

If the Restrictions in your system are not preventing certain types of

calls as intended, look for the following conditions:

* The Restrictions may not be applied to all of the necessary
lines or sets. )

* If you have activated a Restriction Password, some
unauthorized people may be using it.

* One of the Overrides may be too general, allowing too many
calls to override a Restriction.

Centrex or PBX features, such as Link or Timed Release, cannot
override Restrictions in your Norstar system.

If you want to reserve a certain line or telephone for incoming calls
only, apply a Restriction that consists of a single asterisk * . This
blocks the dialing of any digit, thereby-prohibiting all outgoing calls.

A Restriction only prevents calls to telephone numbers with the
same or a greater number of digits. For example, a Restriction of
eight asterisks ******** applied to a line or telephone prevents all
calls to telephone numbers longer than seven digits on that line or
telephone.
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5. Overrides

How It Works

An Override is a sequence of digits that is programmed to bypass a
corresponding Restriction. For example, if your system is
programmed with a general Restriction against long-distance calls,
you may still want to allow long distance calls to the head office of
your company on certain lines or certain telephones. To do this,
program the digits of the head office number as an Override, and
apply it to the desired lines or telephones.

Your Norstar system comes with five pre-set (default), as listed on
the table below; however, they are not applied to any lines or
telephones. In order for the Overrides to function, they must be
applied to the appropriate lines and telephones. The following
procedures explain how to apply the Overrides to lines or
telephones to suit your needs. ‘

Override
Number

Permitted Digit Purpose
Seqguences

#1

1800 Permits long-distance calls to toll-free
numbers beginning with 1800.

#2

1555 Permits calls to long-distance directory
information within the caller’s area code.

#3

Permits calis to long-distance directory
information in any area code that has a
1*1*555 middle digit of 1. Example: 416

The asterisk (*) is a “wild card” character
that stands for any digit.

#4

Permits calls to long-distance directory
1*0*555 information in any area code that has a
middle digit of 0. For example: 709.

#5

911 Permits calls to the general emergency
number (911) for fire, police, or ambulance

service.
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Notice that Override digits, like those above, are applied to the
beginning of a dialed telephone number. The “1800” Override, for
example, permits long-distance calls that begin with 1800, but does
not allow long-distance calls that contain 1800 in any other position.

The maximum length of an Override sequence is 14 characters.
The maximum number of Overrides in any Norstar system is 10.

Overrides, like Restrictions, are applied independently to lines and
telephones. For example, if a particular Restriction were applied to
both Line 2 and Set 221, then the Override would need to be
applied to both Line 2 and Set 221 for all telephones to use all

lines. If the Override were applied only to Set 221, then Set 221
could make the restricted call on all lines except Line 2. If the
Override were applied only to Line 2, then all telephones except Set
221 could make the call on Line 2. Set 221 could not make the call.
An Override applied to a particular telephone will not remove any
Restrictions applied to lines which that telephone uses.

Overrides that apply to a line can be easily copied as a group to
another fine, using the line copy routine described near the end of
this section. Similarly, Overrides that apply to one telephone can
be copied to another set. This procedure is a great time saver,
especially when new sets or new lines are being added to an
established system.

When entering line numbers during programming, use a two-digit
format; line numbers less than 10 must be preceded by a zero.

Overrides Procedures

To make your task easier, use an Overlay found on the last page of
this Guide:
Notutar Programming Overiay
| [ Bl
i || bl

Remember to record your changes in the Programming Record or
Job Aids chapter of this Guide:
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Entering Administration:

1.

2.
3

Release all calls on your M7324 or M7310 telephone.
Indicators for calls on other telephones stay ON.

Enter the following code: [Feature][ *| *[2][3]61[4][6]
If the display changes to [Fassword: |, enter
the Administration password. If the proper password is
entered, the display changes to [1.5us speed dial |
and three triangular indicators > appear on the LCD
panel between the rows of buttons.

If no password is required, the [1.Sus speed dial |
display and the indicators appear as soon as the
Administration code is entered.

Place the Overlay over the four buttons pointed to by the
indicators.

Press four times. The display changes to

[5. DQuerrides |

You are now at the starting point for each of the
following procedures.

To scan the available Overrides:

Begin with [5. Owerrides | on the display, then follow the
steps below.

1. Press The display shows[ Table eniries |

2. Press again. The display shows the first table
entry.

3. Press repeatedly to scroll forward through the
table entries, as far as #10 if you wish. At #10, pressing
changes the display to [Fpplied to lines |

4. While a table entry is displayed, you can press to
scroll backwards through the list.

5. Follow the Exit procedure at the end of this section.

To change an Override or enter a new one:
Beginwith[ 5. Overrides ] on the display, then follow the
steps below.

1.
2.

3.

4.

Press The display shows[ Table entries |
Press again. The display shows the first table
entry.

Press repeatedly until the desired entry or a blank
entry appears on the display.

Press [CHANGE
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5. Enter the desired digit sequence from the dialpad.
The maximum length of an Override is 14 characters.
6. Press to store the entry. The display shows the
next table entry. If you are at the last Override, the
display will change to [Applied ta lines |

To scan or change Overrides that apply to a line:

Begin with[ 5. Overrides | on the display, then follow the

steps below.

1. Press The display shows[ Table entries |

2. Press The display shows [AppTied ta lines |

3. Press The display changes to

[Show Tine: _ ]

4. Enter the desired line number from the dialpad.
Numbers less than 10 must be preceded by a zero. The
display shows the first Override from the table, with %
(Yes) orM (No) to indicate whether the Override has
been applied.

If you wish to apply or remove the Override, pressing

causes the display to change from ¥ to M, or

the reverse.

Press to see the next Override.

6. When the final table entry shows on the display, press
Next][Show line: _ |appears on the display.
You can now repeat steps 4 and 5 to see the Overrides
for another line.

7. When you are finished, follow the Exit procedure at the
end of this section.

o

To scan or change Overrides that apply to a telephone set:
Begin with [5. Overrides | on the display, then follow the
o steps below.
P 1. Press The display shows[ Table entries |
2. Press twice. The display changes to
[Applied to sets |
3. Press The display changes to
Bhow set: _ |
4. Enter the desired set number from the dialpad. The
display shows the first Override from the table, with %
(Yes) or H (No) to indicate whether the Override is
applied. If you wish to apply or remove the Override,
pressing causes the display to change from ¥
to M, or the reverse.
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5. Press to see the next Override.

6. When the final table entry shows on the display, press
Next
[Ehow =set: _ lappears on the display. You can
now repeat steps 4 and 5 to see the Overrides for
another set.

7. When you are finished, follow the Exit procedure at the
end of this section.

To copy line Overrides

Begin with[ 5. Owverrides | on the display, then follow the
Norstar steps below.
Administration 1. Press The display shows| Table entries ]

2. Press The display shows [Applied to Tines]|
3. Press The display changes to

[Ehow Tine: |
4. Press The display shows [ Source: _ l

5. Enter the two-digit number of the line to be copied.
The display changes to [Copy to [ine: _ |

6. Enter the two-digit number of the line to receive the
Overrides.
The display temporarily shows [Copied XX fo ¥¥ |
with appropriate numbers in place of the ¥ s and ¥ s.
The display changes to [Copy to Tine: _ |
You may now copy the same Overrides to another line.

7. Follow the Exit procedure on the following page.

To copy set Overrides:

Begin with [Applied to sets |on the display.

Follow steps 3-7 from the “Copy line Overrides” procedures. All
display messages are the same, but “sets” appears instead of
“lines”.

Overrides Exit procedure:

To move to other Administration tasks:

1. Press as often as reguired until the display
shows [5. Owerrides |

2. Press or [Back| to move to another heading.

To Exit from Administration:

1. Press
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Programming Overview of Overrides

This flow chart is infended to provide a basic outline of Override program-
ming. For a more complete view, see the “Flow Charts” chapter of this

Guide.
( START HERE ))

]
¥
1.8ys speed dial

/

I §. Passwords % 2. Mames ;
/ Back Next ,
I 7.Night Service ! 3.Time and Date
{ 6. Permissions | ! 4. Restrictions | To END Administration
‘ ' at any point:
r 5. Overrides ‘ Press
Show

rTable Entries IShﬂ>|“1:1800 |

N;ﬂ CHAMGE

h ;
I Applied to lines lE—ow—>G'IDUJ line: _ |
Next capy

Next Show
_e_l Applied to sets l———>| Show set:

FLOW CHART CONVENTIONS
I:I - Long square-comered boxes represent display messages.
r—_—“w“i - Grey shaded boxes represent display messages which are not a part of
the described procedures.
@ - Rounded double boxes contain instructions.
Show, Next, Back, Heading - Programming buttons are labelled on the Norstar Programming Overlay.
CHANGE COPY 0K - Digplay buttons are labelled on the bottom line of the display when they are active.
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Explanation of Overrides Overview
Overrides programming is structured the same way as Restrictions
rogramming. Fromthe[5. Querrides _|heading, press
to get to the first sub-heading: [Table entries ] The
other two sub-headings are [Appliaed to Tines] and
[Applied to sets | You can move from one sub-heading to
the others by pressing or

Fromthe [Table entries _ |sub-heading you can see the
actual entries fgermitted digits) by pressing and then

pressing repeatedly. Enter a string of digits or erase an
Norstar existing entry by pressing ICHAHGE | when the desired entry

Administration number is showing on the display, then entering the new digits from
the dialpad or pressing

Programming under Appiied to Tines | follows the same
format as programming under [Applied to sets | From either
sub-heading, press then enter the desired line or set
number. As the last digit is pressed, the display shows the first
table entry along with a% (Yes) orM (No) to indicate whether the
Override is applied. You can apply or remove any Override
showing on the display by pressing

All of the Overrides applied to a line or a telephone can be copied
1o others by returning to the appropriate sub-heading, pressing the
display button, and following the prompts which appear on
the display.

System Coordinator Guide



Administration / 61

Notes on Overrides

The maximum length of an Override sequence is 14 characters,
including digits and asterisks.

The maximum number of Overrides which can be programmed for
a system is 10. These can be turned ON and OFF for individual
lines and telephones in the system.

The universal Override for all Restrictions is a string of 14 asterisks
* . When this Override is applied to a line or telephone, it
bypasses all digits in any Restriction on that line or telephone.

Administratiq

If the Overrides in your system are not allowing certain types of

calls as intended, look for the following conditions:

* The Overrides may not be applied to all of the necessary lines
or sets.

* A certain telephone number may bypass one Restriction
because of an Override, only to be prevented by another -
Restriction that also needs an Override.

* Atelephone number may bypass a Restriction on a telephone
set, but be prevented by a Restriction on a line.

Restrictions can also be overridden using Restriction Passwords,
which you can activate and change under the

[8. Posswords | section of Norstar Administration. If
activated, these passwords will override all Restrictions applied to
any lines or telephones within your Norstar office system.
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6. Permissions

How It Works

Permissions are a series of seven features that you can control for
each telephone in your system. The features are listed and briefly

described in the table below.

Do Not Disturb in order to place important inside calls.

Permission Default Other
Setting| Settings

Full Handsfree: Allows a person to make or receive

calis without having to pick up the receiver.This feature No Yes

also allows a headset to be used with the telephone.

Handsfree Answerback: Allows a person to answer

a voice call without lifting the receiver on their telephone.| Yes No

Pickup group: Telephones in the same pickup group

can be used to answer any calls ringing on another

telephone in the group, even if the telephones do not No 1/2/3/4/5/

normally use the same outside lines. 6/7/8/9

Page Zone: You can assign each telephone in your

system to one of six Page Zones, or prevent any 1 2/3/4/5/6/No

telephones from receive page messages

Auxiliary Ringer: You can allow all incoming calls that No Yes

ring on a particular telephone to also drive the Auxiliary

Ringer.

Call Forward No Answer: Each telephone in your None telephone

system can be programmed to forward all calls which are set number

not answered. You can control both the telephone to

which the calls are forwarded and the number of times a 3 2/3/4/6/10

call will ring before it is forwarded.

Priority Call: You can control whether or not each

telephone in your system can override active calls and No Yes
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The default settings for permissions may be the best for your office,
or you may wish to experiment a bit before arriving at the ideal
arrangement. Here are some points to consider about
Permissions:

o Full Handsfree is necessary for a person who wants to use
' a headset or the telephone speaker and microphone. As
the name implies, Handsfree is appreciated by anyone
who wants to keep their hands free for writing or other
manual tasks while talking on the telephone. It is also
useful in executive offices or meeting rooms where two
or more people may want to hold a teleconference with
another person. Full Handsfree is seldom used on
telephones in open work areas where people need to
use the receiver to keep conversations private, or where
background noise would be picked up by the Handsfree
microphone.

Handsfree Answerback can be turned OFF at a telephone
that never receives Voice Calls—such as a courtesy
telephone in a reception area—or a telephone in any
location where the person receiving the Voice Call does
not need to respond, or wishes to respond only by using
the receiver.

Pickup groups are generally formed within working units of
the office so that an outside caller can speak to
someone who works with the person he or she is trying
to reach. If, for example, the Sales Department does not
want to take messages for the Engineering Department,
they should be in different Pickup groups.

Page Zone should be specified as NO at telephones where
page announcements would be disruptive or would
convey irrelevant information, such as in a conference
room. Before programming this feature, consider who in
your company will use page messages, and who they
will wish to contact, so that you assign the most
appropriate Page Zone to each telephone.

Auxiliary Ringer should receive calls only from telephones
and lines that are accessible to people hearing the
ringer. Otherwise, the calls may go unanswered.
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Call Forward No Answer: Make sure that you only forward
unanswered calls to telephones where those calls will be
answered. A Central Answering Paosition, Prime
Phones, receptionist's or secretary’s telephones are
useful for receiving calls forwarded by this feature.

Priority Call: This feature permits the person using the
programmed telephone to interrupt a co-worker who is
active on a call or using Do Not Disturb mode. Only
permit this feature at telephones where this will be
necessary for important office communications.

Norstar
Administration
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Permissions Procedures
To make your task easier, use an Overlay found on the last page of
this Guide:
Norstar Programming Overay

| L
| |

Remember to record your changes in the Programming Record or

Job Aids chapter of this Guide:
| i P |

==

Entering Administration:

1. Release all calls on your M7324 or M7310 telephone.
Indicators for calls on other telephones stay ON.

2. Enter the following code: [Feature][*|[ *I[2][3] 6] 4][6]

3. lithe display changesto[Fasswaord: ], enter
the Administration password. If the proper password is
entered, the display changes to [1.5ys speed dial |
and three triangular indicators » appear on the LCD
panel between the rows of buttons.
If no password is required, the [T.Sys speed dial |
display and the indicators appear as soon as the
Administration code is entered.

4. Place the Overlay over the four buttons pointed to by the
indicators.

5. Pressthe button three times. The display
changes to (&. Fermissicns  |You are now at the
starting point for each of the following procedures.

To check the Permissions on a telephone:
Begin with[6. Fermissians__ Jon the display, then follow the
steps below.
1. Press The display changes to [Show Set: _ |
2. Enter the Intercom Number of the set you want to check.
After the final digit is entered, the display changes to
[Full handsfree: |,withay (Yes)orH (No)to
indicate whether Handsfree is active.
3. Press to see the status of the next permission,
[HF Answerback: |
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4. Repeat step 3 to check the five remaining Permissions,
or press to move backward through the list.
From the last Permission, [Fricritiy call: |, you
can return to the[ Show Set: _ | sub-heading by
pressing This allows you to check the
permissions on another telephone by repeating steps 2
and 3 above.

5. Follow the Exit procedure at the end of this section.

To apply or remove Full Handsfree:

Begin with [6. Permissions | on the display, then follow the

Norstar steps below.

Administration 1. Press The display changes to[ Show Set: _ ]

2. Enter the Intercom Number of the telephone you want to
check. After the final digit is entered, the display
changesto [Full handsfres: | witha¥ (Yes) or
M (No) to indicate whether Handsfree is active.

3. Press to alter the Handsfree setting. Another

press changes it back again. ‘ ’ ‘

Follow the Exit procedure at the end of this section.

Install the button caps on the proper

buttons of telephones receiving Full Handsfree

OR

Remove the[ "a&fe hutton caps from telephones

which will no longer have the feature.

o~

always appears on the button in the lower right corner
of the LCD panel, and shifts the line(s) and

buttons up one position. If the feature is removed, the

line(s) and buttons move down to take over the

Handsfree/Mute position.

If is added or removed from any telephones in your
system, remember to notify your co-workers so that they can

change the button cap of the [_"g™=_Jputton.
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To apply or remove Handsfree Answerback:
Begin with[6. Fermiszions | on the display, then follow the
steps below.
1. Press [Show IThe display changes to Ehow Set: _ |
2. Enter the Intercom Number of the telephone you want to
check. After the final digit is entered, the display
changesto [Full handsfree: |
3. Press The display shows [ HF Arnswerback: |
,witha Y (Yes) orN (No) toindicate if the feature is
active.
4. Press to alter the Handsfree Answerback
setting. Another press changes it back again.
5. Follow the Exit procedure at the end of this section.

To change the Pickup Group of a telephone:
Beginwith [E. Fermizsions  |on the display, then follow the
steps below.
1. Press The display changes to [Show Set: _ |
2. Enter the Intercom Number of the telephone you wantto
check. After the final digit is entered, the display
changesto [Full handsfres: ]
3. Press twice. The display shows
[Pickup group: ] with a number to indicate the
present group.
4. Press until you have selected the desired
pickup group number
OR
Press until MO appears beside the colon.
This removes the telephone from all pickup groups.
5. When you are finished, follow the Exit procedure at the
end of this section.

To change the Page Zone of a telephone:
Begin with [6. Permissions  |on the display, then follow the
steps below.
1. Press The display changes to [ Show Set: _ |
2. Enter the Intercom Number of the set you want to check.
After the final digit is entered, the display changes to
[Full handsfres: |
3. Press three times. The display shows
Fage zone: |, with a number indicating the
Page Zone to which the telephone belongs.
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4. Press until you have selected the desired
Page Zone
OR
Press until NO appears beside the colon.
This removes the telephone from all Page Zones.

5. Follow the Exit procedure at the end of this section.

To change the Auxiliary Ringer setting of a telephone:
Begin with [&. Permi=sions | on the display, then follow the
steps below. '
1. Press The display changes to [Show Set: _ |
2. Enter the Intercom Number of the telephone you want to
Norstar check. After the final digit is entered, the display
Administration changesto [Ful | handsfree: |
3. Press [Next| four times. The display shows
[Aux. ringer: | witha¥ (Yes)) orN (No) to
indicate whether the Auxiliary Ringer is activated from
the telephone being checked.
4. Press to alter the setting. Another press
changes it back. ’
5. Follow the Exit procedure at the end of this section.

To set the Call Forward No Answer feature for a telephone:
Begin with [6. Permissions | on the display, then follow the
steps below.

1. Press The display changes to [ Show Set: _ |

2. Enter the Intercom Number of the telephone you want to
check. After the final digit is entered, the display
changes to [Full handsfree:|

3. Press five times. The display shows
[Forward no answr |

4. Press The display changes to[Forward to: |
with the destination set (or None) specified after the
colon.

5. Press The display shows [Forward to:_ |

6. Enter the Intercom number of the telephone to which you
wish to forward calls. The display shows the numbers
after the colon.

7. Press The display shows [Forward delay: |
with a number to specify how many times a call rings
before it is forwarded.

8. Press until the appropriate number appears
after the colon.

9. When you are finished, follow the Exit procedure at the
end of this section.
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To permit Priority Calls at a telephone:
Beginwith [6. Permissions | on the display, then follow the
steps below.
1. Press The display changes to [ Show Set: _ ]
2. Enter the Intercom Number of the telephone you want to
check. After the final digit is entered, the display
changesto [Full handsfres:|
3. Press [Next] six times. The display shows
Priority call: | withaY (Yes)orMd (No)to show
if this feature is permitted.
4, Press to alter the setting. Another press
changes it back again.
5. When you are finished, follow the Exit procedure on the
next page.

To copy Permissionsfrom one telephone to another:
Begin with [6. Fermissions | on the display, then follow the
steps below. L
1. Press The display changes to [ Show set:_
2. Press The display changes to] Source: _
3. Enter the number of the telephone you want to copy.
The display changes to [Copy to set: _ |
4. Enter the number of the telephone that is to receive the
Permissions. The message [Copied XXX = YYY]
(with appropriate set numbers in place of the s and 's)
appears for a few seconds on the display to indicate that
copying has been successful. After a few seconds, the
display changes to [Copy_to set: _ | This allows
you to copy the same Permissions to another telephone.
5. When you are finished, follow the Exit procedure below.

Permissions Exit procedure:

To move to other Administration tasks:
1. Press [Heading| until the display shows
6. Permissions |
2. Press [Next] or to move to another heading.

To Exit from Administration:

1. Press
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Programming Overview of Permissions

This flow chart is intended to provide a basic outline of Permissions
programming. For a more complete view, see the “Flow Charts”
chapter of this Guide.

@ START HERE J)
i

1.8us speed dial

{ 2. Passwords 1 2 Names I

Nors_ta‘r ) - - Back Next
Administration t ?.Night Service 3 Time and Date 1 To END Administration

\K / at any point:
IJ Fermissions J E 4. Restrictions g Press

. Show
( z 5. Overrides :
i
Back or
Heading
" Tenter set number - -
LShow set: _ _ Mt e LFuII Handsfree: N ]
capy Next CHANGE
Next
lﬂ‘im\itg call:M J lﬂ—" Answerback ¥ l
CHANGE Next CHANGE
Next
LFor‘ward no Qrnsuwr J LPickup Group: HO J
Next CHANGE
Next
Aux. ringer: N - Next LPage zone: 1 I
CHANGE CHANGE
FLOW CHART CONVENTIONS
l:l - Long square-cornered boxes represent display messages.
E B - Grey shaded boxes represent display messages which are not a part of
S the described procedures.

@ - Rounded double boxes contain instructions.

Show, Next, Back, Heading - Programming buttons are labelled on the Norstar Programming Overlay.

CHANGE COPY OK - Dispfay buttons are labelled on the bottom line of the display when they are active.
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Explanation of Permissions Overview
Fromthe [6. Permissions | heading, press to reach
the [Show set: _  |sub-heading. This is a point to which you
will return several times if you are programming a number of
telephones. After entering an Intercom Number, you can scroll
through the Permissions settings for the specified telephone. Any
setting can be changed by pressing when the setting

appears on the display.

All of the permissions for a telephone can be copied to other
telephones by returning to the [ Show set:_  ]sub-heading,
pressing the display button, and following the prompts
which appear on the display.

Administrat

Notes on Permissions

When you change any of the settings in the “Permissions” section
of Administration programming, you must notify your co-workers of
any changes. They can then change the button caps on their
telephones if necessary, and begin to use the features. Remind
your co-workers to use the Button Inquiry feature when changing
buiton caps in order to avoid activating the feature programmed on
each button.

Full Handsfree: People who want to use Handsfree will probably

need a brief demonstration of how it works. Instructions are

available in the Feature Operations chapter of this Guide and on

the User Cards for the telephones. The following activities are

particularly important:

* Placing a Handsfree call

* Receiving a Handsfree call

*  Muting the microphone during a call, then turning it ON again

* Changing from Handsfree mode to Receiver mode, then back
to Handsfree

* Placing a Handsfree call on hold to answer another call, then
returning to the call on hold.

When Handsfree/Mute is assigned to a telephone in Administration

programming, a button appears on the lowest
programmable button on the right side of the panel of triangular
indicators.

People who wish to use a headset with their telephone need a

button. See “Headset” in the Feature Operations
chapter for more details.
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Handsfree Answerback: People with telephones that have this
feature activated may need to be reminded that when they receive
a voice call, the microphone on their telephone is turned ON and
the caller can hear them.

Pickup group: Each telephone can be in only one of Norstar’s
nine Pickup groups. Calls on private lines cannot usually be picked
up on another telephone, even if both telephones are in the same
Pickup group. If a group of telephones have the same lines
appearing on their telephones, they can answer each other’s calls
directly. They do not need to be in the same Pickup group and do

not need to use the Call Pickup feature.
Norstar

Administration Page Zone: Page reception can be temporarily prevented or
interrupted at any telephone by activating Do Not Disturb. A page
announcement will also be cut off if a person makes a call, answers
a call, or rejoins a call on hold.

Aucxiliary Ringer: The Auxiliary Ringer is an external ringer,
purchased separately and connected to your Norstar system. A -
customer supplied external ringer must be connected to your
system before this feature can function.

The ringer may be driven not only by the telephones you select in
Permissions, but also by all calls on certain outside lines. If this
causes confusion, contact your Installer or Service Representative
and request a change to the configuration of your system.

Inside calls will not cause the Auxiliary Ringer to ring if the
telephone which receives the calls is in Do Not Disturb mode.

No call will cause the Auxiliary Ringer to ring if the telephone which
receives the call is forwarded to a telephone which cannot drive the
Auxiliary Ringer.

For temporary assignment of calls to an Auxiliary Ringer, forward
your calls to a telephone that is already programmed to drive the
ringer. This redirects all calls from the forwarded telephone, even if
they are on lines not normally accessible to the telephone that
drives the ringer.

Night Ringing Phones can also be administered to drive the
Auxiliary Ringer. You can easily control this in the “Night Service”
section of Administration programming.

System Coordinator Guide



Administration/ 73

Call Forward No Answer: Norstar will permit a call to be
forwarded repeatedly, which could result in a call being forwarded
from one phone to another, then back again. At any point, the call
can be answered at one telephone or the other. You may wish to
use this aspect of the Call Forward No Answer feature to enable
two co-workers to answer each other’s calis at all times. You may
wish to avoid a Call Forward loop, however, if it means that calls
will go unanswered.

Priority Call: This feature allows you or one of your co-workers to
interrupt another person’s telephone call, or override the Do Not
Disturb setting on a telephone. It should only be permitted where
this will be necessary to allow important calls to be answered
immediately.
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Notes on Night Service

Night Service can only be turned ON or OFF from the designated
Night Control Phone. To make this easier, you can program the
feature code onto a programmable button, and label
the button Instructions for programming features can
be found on each telephone’s individual User Card, or under
“Feature Access” in the Feature Operations chapter of this Guide.
Once the feature is programmed, you can activate Night Service by
pressing only one button.

In order to have your system’s Night Dial Zero Phone work, you
must turn Night Service ON at the regular Dial Zero Phone (by

pressing or [Night Service]).

A Prime Phone can be designated as a Night Ringing Phone if you
wish. The main reason for doing this would be to enable a Prime
Phone to drive the Auxiliary Ringer only when it is in Night Service
mode.

When Night Service is active, calls will not ring at the Night Ringing
Phone if it is in either Do Not Disturb or Call Forward mode. Do Not
Disturb will cause the calls to ring at an appropriate Prime Phone if
it does not ring on any other telephones in your system; Call
Forward will cause the calls to ring at the specified destination
telephone.

System Coordinator Guide
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8. Passwords

How It Works

Norstar Passwords are an optional feature that can be activated to
prevent abuse of your telephone system. The following two types
of passwords can be programmed:

* Administration password: When activated, this code of six
digits or less must be entered before any Administration tasks
can be performed. The Administration Password prevents any
unauthorized changes to Norstar Administration settings.

Administrat

* Restriction passwords: Your Norstar system supports up to
100 four-digit codes which can be used to override all call
Restrictions in your system. When Restriction Passwords are
implemented, they are usually provided only to senior
executives of the company and others whose jobs require them
to make long-distance calls.

Copy your Passwords in a safe place. If you lose the
Administration password, you will not be able to access Norstar
Administration. There is a section for recording your Passwords in
the Job Aids chapter of this Guide, but you may wish to record the
passwords elsewhere if this Guide is made available to your entire
office.

For security purposes, it is a good idea to change passwords
periodically. The procedure for doing this is described in the
following pages.

Passwords Procedures
To make your task easier, use an Overlay found on the last page of
this Guide:
Norstar Programming Overlay
| .
= . -
Remember to record your changes in the Programming Record or
Job Aids chapter of this Guide:

s proy g Rl
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Entering Administration:
1. Release all calls on your M7324 or M7310 telephone.
Indicators for calls on other telephones stay ON.
2. Enter the following code: [Feature][ ] *[ 23] 6][4][6]
3. |If the display changes to[ Password: ], enter
the Administration password. If the proper password is
entered, the display changesto [ 1.5us speed dial |
and three triangular indicatorsp» appear on the LCD
panel between the rows of buttons.
If no password is required, the [1.Sus =peed dial ]
display and the indicators appear as soon as the
Norstar Administration code is entered.
Administration 4. Place the Overlay over the four buttons pointed to by the
indicators.
5. Press the button. The display changes to
L&. Passwords | You are now at the starting point
for each of the following procedures.

To change the Administration password:
Begin with [2. Passwords ] on the display, then follow the
steps below.

1. Press The display shows[ Admir. password |

2. Press The display shows

[Hew pswd: 7]

3. Enter the digits of the new password (maximum six

digits) from the dialpad. The display shows the digits.

4. Press to confirm the new password. The display
shows[Re-enter: _ _1, asking you to re-enter
the password.

Enter the new password again.

Press The display shows either

[Fassword changed | or [Pswd not changed] If

the password is not changed, you will hear an error tone.

7. When you are finished, follow the Exit procedure at the
end of this section.

8. Do not forget to record the new Administration
Password and keep it in a safe but easily remembered
place.

o o
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To erase the Administration password:
Begin with[8. Fasswords | on the display, then follow the
steps below.
1. Press The display shows[ Admirn. password |
2. Press [CHRANGE | The display shows
[ Hew pswd: _ |
3. Press The display shows [Fassword erassd |
for a few seconds, then shows [Admin. password |
4. When you are finished, follow the Exit procedure at the
end of this section.

To change a Restriction password:
Beginwith[ 8. Passwards | on the display, then follow the
steps below.
1. Press The display shows[ Aidmin. password |
2. Press The display shows [Festriction pswd |
3. Press The display shows [ Show pswd: _ |
4. Enter the two-digit number of the password-you-wish to
change. The display shows the number you enter
followed by the corresponding password.
OR
Press The display shows the lowest numbered
password.
5. Press The programmed password
disappears.
6. Enter the new four-digit password from the dialpad.
7. Press to continue to the next password
OR
Follow the Exit procedure at the end of this section.
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To erase a Restriction password:
Beginwith[8. Passwords | on the display, then follow the
steps below.
1. Press The display shows[ Admnin. password |
2. Press [Next] The display shows [Festriction psud |
3. Press The display shows|[ Show pswd: _ |
4. Enter the two-digit number of the password you wish to
erase. The display shows the number you enter,
followed by the corresponding password.
OR
Press The display shows the first password.
Norstar 5. Press The programmed password
Administration disappears. :
6. Press The password is erased; the display does
not change.
7. Press to continue to the next password in the
sequence
OR
Follow the Exit procedure below.

Passwords Exit procedure:

To move to other Administration tasks:

1. Press until the display shows
[Restriction pswd |

2. Press until the display shows
[T.5ys speed dial |

3. Press or to move to another heading.

To Exit from Administration:

1. Press
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Programming Overview of Passwords
This flow chart is intended to provide a basic outline of Passwords
programming. For a more complete view, see the “Flow Charts”
chapter of this Guide.

1.8ys speed digl

Show 8. Passwords { 2 Names 1

/ Back Next
l 7.Might Service 3 Tima and Date ‘

| \ ;

' 6. Fermissions } l 4. Restrictions ]

~

Admin. password | ; 3. Overrides l
Next CHANGE

Next To END Administration
Restriction pswd at any point:

Press

FLOW CHART CONVENTIONS

l: - Long square-cormered boxes represent display messages.
[: - Grey shaded boxes represent display messages which are not a part of
the described procedures.

@ - Rounded double boxes contain instructions.

Show, Next, Back, Heading - Programming buttons are labelled on the Norstar Programming Overlay.

CHANGE COPY o - Display buttons are labelied on the bottom line of the display when they are active.

.System Coordinator Guide



88 / Administration

Explanation of Passwords Overview
From the[ . Fasswords | heading, press to see the
first sub-heading: [Admin. password | Move between here
and the other sub-heading, [Festriction pswd], by pressing
or[ Nexi as required.

Fromthe [Admin. password |sub-heading, you can change,
create, or erase the Password by pressing the display
button and following the prompts which appear on the display.

From the [Festriction pswd ] sub-heading, you can change,

xg:i‘:i’s"aﬁon create, or erase the Password by pressing , then the

display button and following the prompts which appear
on the display.

Notes on Passwords
Administration password . )
Be sure to write your password somewhere that is safe and
secure. If you lose the password, you cannot enter
Administration programming. In this case, call your Installer or
Service Representative for assistance, as he or she can cancel
your password or create a new one through Norstar Configuration.

Restriction password

For security purposes, it is a good idea to change passwords
periodically, and inform only those who are entitled to use the
password.

See [5. Overrides _|for an alternate way to bypass call
Restrictions on certain lines or telephones.

The Job Aids chapter of this Guide has an appropriate place for
recording your passwords, but you may not want to record your
passwords in the Job Aids chapter if this Guide is made accessible
to your co-workers. Keep the pages in this Guide blank, and use
them as a master copy. Photocopy the pages and fill in the
duplicates, which can then be kept in a safe place.
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Keeping your Norstar System up to date

You have now finished programming in Norstar Administration, and
should be quite familiar with the necessary procedures. Through
Norstar Administration, you can continue to keep your office
telephone system running smoothly and efficiently.

Keeping your Norstar Administration settings up to date is even
easier than programming the feature settings the first time.
Changes only need to be made when your office organization
changes, or if you discover that different feature settings would be
more advantageous to you and your co-workers.

The following chapters of this Guide should help you and your co-
workers learn even more about the various features available with
your Norstar Business Communication System.

System Coordinator Guide



Norstar
Administration

90 / Administration

System Coordinator Guide



telemanuals.com

91

Feature Operations

This chapter has been written for you and your co-workers to use
as a reference to how Norstar features operate.

Some Norstar features may not be available in your system
because of the settings assigned in Norstar Configuration or
Administration programming. If a feature is controlled by this
programming, there will be a note telling where in Administration or
Configuration the settings can be changed. This will help you to
know whether you can change the appropriate settings, or whether
you must contact your Installer or Service Representative.

The Norstar system has many more features than any telephone
could have buttons. You can help your co-workers determine
which features they will use frequently and help them program
these features onto memory buttons. When the Norstar system is
first installed, every telephone will function with pre-programmed
(default) features.

Remember while reading this chapter that “set” is another word for
a telephone.

Before you begin programming memory buttons, you should be
aware of what features are already programmed on your telephone.
The steps below explain how to use the Button Inquiry feature to
determine what each button is programmed to do.

To determine which features are already programmed:
1. Press [Feature][ *][0]
2. Press any button. The button’s function will appear on
the display.

To determine the set number (Intercom number) of a
telephone:
1. Press [Feature][ *][0]
2. Press
The Intercom number, set Name, and port number (for
the Installer’s use only) appear on the display.
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Programming Reference Guide

Checking programmed buttons using Button Inquiry

1. Press [Feature][ *][0]

2. One at a time, press the buttons you wish to check. The
display shows the name of the feature programmed on
each button.

3. Press to cancel the Button Inquiry. You can
now continue on and program new features on your
telephone buttons.

Activate this feature as you label your telephone buttons. This will
prevent accidental activation of the programmed features.

Programming Outside Autodial Buttons

Press [Feature][ *][1]

Press the memory button you wish to program.

Enter the telephone number from the dialpad.

Press the button or the display button

(M7310 and M7324 telephones).

[Fey programmed | appears on the display.

5. Label the button with the appropriate name or telephone
number.

Feature
Operations

W

Programming inside Autodial Buttons
1. Press
2. Press a memory button.
3. Enter the Intercom number.
[Key programmed | appears on the display.
4. Label the button with the appropriate name or Intercom
number.

Programming Feature Access Buttons
1. Press
2. Press a memory button.
3. Press[Feature] and the appropriate code.
[Key programmed | appears on the display.
4. Label the button with the feature name.
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Programming Personal Speed Dial Codes

Press [Feature][*][4]

Press the Personal Speed Dial code (71 to 94).

Press the phone number to be stored (up to 16 digits).

Press the button or the display button

(M7310 and M7324 telephones).

5. Record the Personal Speed Dial code and the telephone
number on your Personal Speed Dial Card (located on a
pull-out tray beneath your telephone) ot in an
appropriate place near your telephone.

Bowo—~

Setting Ring Type

1. Press [Feature] *][6]

2. Press [1], [2], or [4] orthe display button
(M7310 and M7324 telephones) to choose a suitable
ring type.

3. Press (M7208 telephone) or display button
(M7310 and M7324 telephones). o

The display shows [Hew ring stored]

Setting Display Contrast

1. Press

2. Press [1], [2], [3] or [4] or use the and
display buttons (M7310 and M7324 telephones) to adjust
the contrast to suit the lighting in your workplace.

3. Pressthe button (M7208 telephone) or the
display button (M7310 and M7324 telephones) when you

have the correct contrast adjustment.

Setting Ring Volume
1. Press [Feature][ 7J[8][0]

2. Press either end of the Volume Bar repeatedly until you
reach the desired volume.

et

¥
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Autodial Access Signaling
You can store dialed sequences of up to 16 characters in length
on Autodial buttons or in Speed Dial codes. These sequences can
include feature codes such as the five listed above. If, for example,
you often make calls which require an access code and an account
code, these codes can be stored on a memory button to be dialed
with a single press. Features for Centrex and similar systems can
also be stored on Autodial buttons by storing the Norstar

sequence

([Featurel][ 7] 1)) followed by the Centrex or other

system’s feature code.

To store an Access Signal on an Autodial button:

1.

Press
The display prompts you to [Fress a key ]

(A “key” is the same as a button).

Press the memory button you want to program. The
display prompts you to| Enter digits | (M7324
and M7310 telephones) or [Program and HOLD |
(M7208 telephone).

Enter the complete sequence of digits and characters
required for the access signal.

Press or the display button (M7324 and
M7310 telephones). The display shows

[Eey programmed |

To store a Pause between two codes (for pulse or tone lines):

1.

2.
3.
4

Follow steps 1 and 2 of "To store an access signal on an
autodial button".

Enter the first code. -

Press to provide a 1.5 second pause.
Enter the second code. This code is stored as three
digits in the access sequence (maximum 16 digits).

To store a Pause between two codes (for pulse lines only):

1.

2.
3.
4

Follow steps 1 and 2 of "To store an access signal on an
autodial button™.

Enter the first code.

Press to provide a 1.5 second pause.

Enter the second code. This code is stored as only one
digit in the access sequence {(maximum 16 digits).
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Speed Dial Access Signaling
Access sequences can also be stored in System Speed Dial codes
(01-70) or Personal Speed Dial codes (71-94). As with Autodial
buttons, Speed Dial codes can store a maximum of 16 characters.
Access codes used by many people on the system are best stored
as System Speed Dial entries. Personal Speed Dial is better for
storing codes tailored to the needs of individual office workers.
See the entries for “Speed Dial—Personal” and “Speed Dial—
System” for further information and instructions.

Accidental Disconnect Protection
This feature allows you to retain a call if you accidentally drop the
receiver back into the cradle while trying to pick it up. As long as
the receiver is picked up within one second of heing dropped, the
call will remain connected.

This feature does not need to be programmed all Norstar systems
support Accidental Disconnect Protection.

To retrieve your call:
1. Pick up the receiver.
OR

Press

System Coordinator Guide



98 / Feature Operations

Alarm Set

Your Norstar Business Communication System has an Alarm Set
which is programmed and turned ON or OFF by your Installer or
Service Representative in Configuration programming.

The Alarm Set is used very rarely; it signals you that a problem has
occurred with your system. If a problem does arise, the Alarm Set
display will show the appropriate alarm message (“Alarm” followed
by a number and possibly one or two letters). For example:
[Alarm S52-x-V]

These number and letters are the Alarm code, which the Installer or
Service Representative needs to know in order to determine what
has gone wrong.

You and your co-workers do not need to know what each
numbered Alarm code means, nor how to assign the Alarm Set.
This is handled only by the Installer or Service Representative.

Feature
Operations

If an Alarm message appears on the Alarm Set’s display, do not
panic and do not attempt to fix the system yourself. Follow the
instructions below to get assistance.

1. Record the Alarm number.

2. Press the display button. The display shows the
time at which the alarm occurred.

3. Record the time shown on the display.

4. Pressthe [CLEAR]| display button.

The display shows [Alarm cleared]

5. Call your Installer or Service Representative. They
are able to identify and correct the problems which
cause alarm messages. Be sure {o notify them of the
Alarm number you have recorded.

This feature is controlled by your Installer or Service
Representative in the “Miscellaneous” section of Configuration
programming.
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Answer Groups
An Answer Group consists of two telephones connected by means
of an button. This is most useful for a secretary who
monitors all incoming calls to a manager’s telephone, but is not
necessarily responsible for answering all of them.
The button is a memory button with an indicator. It is
controlled through Norstar Configuration, and appears immediately
above the Intercom and buttons (if programmed) on ali
telephones.

Once an button is assigned to a telephone, features
cannot be programmed on that button. If there are not enough
buttons on the telephone to represent all the lines assigned to the
telephone, button and lines take precedence
over the button, but all three take precedence over
buttons and programmable memory buttons.

When an outside or inside call arrives at the manager’s telephone,
the indicator beside the button on the secretary’s
telephone flashes ON and OFF, and the secretary’s telephone may
ring. The secretary then has the option of answering the call, or
letting the manager respond to it. In most cases, the secretary
would answer the call, find out who is calling, and transfer the call
to the manager if appropriate.

The button on the secretary’s telephone stays OFF if a
call is on an outside line which is shared between both telephones,
if a call is forwarded to the manager’s telephone, or if a call arrives
at the manager’s telephone on a Private Line.

As with other calls, there are two ways to respond to an incoming
call which appears on the button.
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To answer any ringing call (inside or outside):
1. Lift the receiver

OR
Press the button.

The call to the manager’s telephone is automatically selected if it is
the highest priority call ringing at the secretary’s telephone. If itis
not the highest priority call, you must use the procedures below.

To answer any call (ringing or not ringing):
1. Pressthe button.
The system selects a line for the call to appear on.
2  Lift the receiver

OR
Press

If more than one call is ringing at the manager’s telephone, the first
call to ring appears on the secretary’s button. The

Feature following calls will appear on the secretary’s buttons if
Operations they are available.

Calls within an Answer Group

The button cannot be used to place outgoing calls. Calls
from the secretary’s telephone to the manager’s telephone can be
made using a programmed Inside Autodial button. Label the
Autodial button with the manager’s name, and the button
with “Answer” followed by the manager's name. This creates a
distinction between Autodial and [Answer] buttons, as well as
between buttons for different telephones in the system.

If a secretary calls the manager or the manager calls the secretary,
the call appears on an button. It does not appear on the
secretary’s button.

buttons cannot be linked together to form a chain. For
example, if a call appears on an button at the manager's
telephone, it will not appear on the secretary’s button for
the manager’s telephone.
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Other ways to use Answer Groups

The button monitors calls to specified line and Intercom
numbers whether or not the telephone to which those numbers are
assigned actually exists. By programming lines and telephones to
an Answer Group which has no “manager’s” telephone, the
“secretary” can expand the number of private inside and outside
lines available at the telephone with the button.

More than one telephone can have an button for one
manager’s telephone. This allows two or more secretaries to
handle the calls for a busy manager. In a similar way, one
secretary can handie the calls for up to four managers, using
separate buttons for each manager’s telephone.

A small group of co-workers (up to five members) can form an
Answer Group, each person having an button for each of
the other group members. This allows one person to take the calls
of any of the others at any time.

Assigning extra lines to a telephone
If you wish to assign a large number of lines to a telephone within
your Norstar system, but do not want to use a large number of
Outside Line buttons, you can use the Answer Group feature. This
is especially useful for telephones with CAP Modules or for
telephones which are used to answer many people’s calls.

Your Installer or Service Representative can configure your system
so that an button monitors a non-existent telephone. Any
lines you want to ring at the telephone with the button can
be assigned to the non-existent telephone. Calls on those lines can
then be answered at the monitoring telephone, and redirected to
the appropriate people.

Make sure that a telephone which has an button for many
other lines also has as many buttons assigned to it as
possible. These buttons will be used to answer calls on
the monitored lines if the button is already in use.
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Answer Groups and Other Norstar Features
Answer Groups work in conjunction with many other Norstar
features, and occasionally perform very similar functions. The B
following descriptions show the differences between Answer =
Groups and similar Norstar features, as well as the interactions
between Answer Groups and other call processing features.
All other features work in the same way with a call ringing in an
Answer Group as they do with a regular ringing call.

Autodial buttons

A secretary will almost certainly have an Inside Autodial button for
the manager. In normal functioning (without the Answer Group
feature), the Autodial button may or may not monitor the busy/not
busy status of the manager’s telephone. The secretary using the
button must know whether or not the manager’s telephone
is busy in order to efficiently deal with incoming calls. For this
reason, the Answer Group feature allows the busy/not busy status
Feature of the manager’s telephone to be monitored in all situations,
Operations provided that the secretary’s telephone has a memory button with
an indicator programmed as the Inside Autodial button for the
manager’s telephone.

Call Forward

If the secretary’s telephone is forwarded, all calls including calls
ringing at the button are forwarded to the destination
telephone. If the button is not programmed to ring,
however, calls arriving at the button will not be forwarded.

If the manager’s telephone is forwarded to a telephone outside the
Answer Group, the button will show all incoming calls as
if the manager’s telephone were not forwarded.

Callback

Call Park Callback and Transfer Callback are both directed to a
particular telephone within the system: more specifically, to the
telephone which attempted the Call Park or Transfer. If Callback
occurs at the manager’s set, it does not appear on the secretary’s i
button. When the manager answers the call, the indicator
beside the Inside Autodial button on the secretary’s telephone

appears beside the button.
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Do Not Disturb

If the secretary’s telephone is in Do Not Disturb mode, calls which
normally ring at the button will not ring, but the indicator
beside the button will flash to show that a call is arriving at the
manager’s telephone.

If the manager’s telephone is in Do Not Disturb mode, calls arriving
at it still ring on the secretary’s button. If the secretary
wishes to transfer a call to the manager, a normal Intercom call or
Transfer will not work. In order to transfer the call, the secretary
must first place it on Hold or use the Call Park feature. Then, in
order to contact the manager, the secretary must use the Priority
Call or Page features, or contact the manager personally. The
manager can then either turn Do Not Disturb OFF, or retrieve the
call from a held or parked state.

Priority Call

If a telephone outside the Answer Group attempts to use the -
Priority Call feature to contact the Answer Group, the call will take
effect at the manager’s telephone. The call does not appear on the

secretary’s button.

Ring Again

If the manager turns Ring Again ON, the secretary’s telephone is
not notified when the Ring Again offer is made to the manager’s
telephone.

Voice Call

If a telephone outside the Answer Group attempts to make a Voice
Call to the manager, and is successful, the call does not appear on
the secretary’s button. If the Voice Call is unsuccessful,
and arrives at the manager’s telephone as a regular ringing call, the
call appears on the secretary’s button.

Answer Groups are assigned by your installer or Service
Representative in the “Line Access” section of Configuration
programming.
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Autodial

The Autodial feature allows anyone to program buttons on their
Norstar telephones for one-touch dialing of outside numbers,
Intercom numbers, or feature codes. Autodial telephone numbers
are described in the following pages. For details on programming
Autodial buttons with feature codes, refer to Feature Access.

Inside Autodial .
For one-button access to frequently-dialed Intercom numbers within
the Norstar system, use the Inside Auiodial feature. Be sure that
your co-workers know how to program Inside Autodial numbers, as
they will probably have to change them from time to time.

Inside Autodial buttons can be programmed to dial any Intercom
numbers within your Norstar system, with the exception of “0”,
which calls the Dial Zero Phone.

With the Central Answering Position, composed of an M7324

Feature telephone and one or two CAP Modules, Inside Autodial buttons -
Operations function in the same way as the Busy Lamp Field on an M7310
telephone. The indicators on the LCD panel indicate whether or not
the telephone associated with a Autodial button is active on a call.
For further details, see the “Busy Lamp Field” and “Central
Answering Position” sections of this chapter.

To program Inside Autodial numbers:

1. Press The display shows

2. Press a memory button. The display shows
intercom #:_ |
On the M7310 telephone, remember to press the shift
button to program into the top half of a dual memory
button.

3. Enter the Intercom code to be stored. The display
shows|Key programmed |

4. Label the memory button.

To use Inside Autodial:

1. Press an Inside Autodial button to make a call to a
selected inside number. The system selects a free
inside line, then places the call.

OR

Press an Inside Autodial button while connected to
another call. The first call is held automatically and the
new call is started.
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Default Dual Memory Buttons

The M7310 telephone has 12 dual memory buttons which can be
programmed for access to features or Autodial numbers. By using
the Shift button with the dual memory buttons, you can program up
to 24 features or Autodial numbers. These buttons are located

| above the M7310 telephone’s display, as shown on the photograph
: below.

The M7310 Telephone

Dual memory buttons (on the M7310 telephone only) are pre-
programmed as Inside Autodial numbers corresponding to the
various telephones in the Norstar system. The default arrangement
of the Inside Autodial buttons is shown below. The diagram shows
the defaults for a system with three-digit Intercom numbers.

Norstar systems can have two, three, or four-digit Intercom
numbers; the choice is controlled by your Installer or Service
Representative in the “Change DNs" section of Configuration
programming.

Set 233 Set 237 Set 241 +————Top

Set 221 Set 225 Set 229 +——— Bottom

Set 234 Set 238 Set 242 Dual Memory
Set 222 Set 226 Set 230 1 Defaults

Set 235 Set 239 Set 243

Set 223 Set 227 Set 231 [Shift

Set 236 Set 240 Set 244 /.\

Set 224 Set 228 Set 232

Default Dual Memory Buttons
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Dual Memory Buttons are pre-set, in the three-digit system, to dial
the Intercom numbers shown above, even if there are not enough
telephones in the system to match each of the numbers.

No telephone can have an Intercom button to dial its own number.
Therefore, each telephone that has a number which would normally
appear as a default setting has a blank button in place of its own
number on the chart above.

If you move an Inside Autodial number from one button to another,
it will automatically be erased from its former location. If this
happens, the message [Feature moved| appears onthe
display to let you know that the move has been successful.

Outside Autodial
For one-button access to frequently dialed numbers outside your
office, use the Outside Autodial feature. You can store an ouiside

number on any memory button.
Feature ’
Operations Autodial numbers are subject to Call Restrictions and Overrides.

If the power is OFF for more than three days, Autodial numbers
may be lost.

To program Outside Autodial numbers:

M7310 and M7324 Telephones
1. Press [Feature|[* J1 |The display shows[Fress a key]|
2. Press a memory button. The display shows
[Enter digits]|
On the M7310 telephone, remember to use the shift
button to program the top of a dual-memory button.
3. Dial the telephone number to be stored.
4. Pressthe or button.
The display shows |Key programmed)
5. Label the memory button.

M7208 Telephone
1. Press The display shows[Fress a key]|
2. Press a memory button. The display shows
[Program and HOLD]
3. Dial the telephone number to be stored.
4. Press button. The display shows

[Key programmed |
5. Label the memory button.
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To use Outside Autodial:

With Prime Line Select Feature

1. Press an outside Autodial button.
Your call will be dialed on the your telephone’s Prime
Line if it is free
OR
If your Prime Line is busy, you must first manually select
a free line.

Without Prime Line Select Feature
1. Select an outside line manually or use
2. Press the Autodial button.

The stored number is dialed on the selected line.

Prime Line Selection
If your telephone has Prime Line selection, Autodial selects that
fine, pauses for two seconds and then dials the stored sequence.

If your telephone has no prime line selection, you are prompted to Feat
|Select a line] Operatio

Autodial feature is available to all telephones in your Norstar
system. Prime Lines are assigned by your Installer or Service
Representative in the “Line Access” section of Configuration.

Automatic Line Selection

Incoming Calls
When more than one cali begins to ring at your telephone at the
same time, your telephone automatically selects one call when you
lift the receiver or press the button. Calls are answered
in the following order:
* calls on your Prime Line (if you have one)
* calls on outside lines
* calls on inside lines.
If there is more than one call on any one type of line, the call which
has been ringing the longest is answered first.

To override automatic line selection:
1. Press the line button of the call you want to answer.
2. Pick up the receiver.
OR

Press
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Outgoing Calls
If your telephone has a Prime Line
1. Lift the receiver.
OR
Press
The Prime Line is selected for your call.
2. Make a call.

If the Prime Line is in use
1. Select a line manually or use the Line Pool.
2. Lift the receiver.

OR

Press

3. Make a call.

Automatic Phone Relocation

Feature If Automatic Phone Relocation is turned ON in Configuration
Operations programming, you can move your telephone to a new location
within the Norstar system without losing the settings you have
programmed. The Intercom number, Autodial settings, Personal
Speed Dial codes and features programmed on your memory
buttons remain with your telephone when it is unplugged. To move
a telephone, simply unplug it from one location, and plug it in again
at another. Norstar will retain the information programmed into the
telephone set.  If you plug a new telephone into the Norstar
system before you reconnect the old telephone at a new location,
Norstar will assign your old telephone’s information to the new
telephone, and your old telephone will no longer be recognized by
the system. Relocate all the telephones you wish to move before
you add new telephones. This will allow the telephones you are
moving to retain their programmed settings.

If the telephone you are replacing is of a different type and has
more buttons than your new telephone, automatic outgoing line
selection (See “Lines” in this chapter) may not work with the
Handsfree/Mute feature. You may have to select a line manually.

This feature is controlled by your Installer or Service
Representative in the “Miscellaneous” section of Configuration
programming. If you wish to have your telephone’s set number
changed when you relocate, see your Installer or Service
Representative.
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Auxiliary Ringer
An Auxiliary Ringer is a loud ringer device that allows you to hear
your telephone ring when you are not within hearing distance of the
actual telephone set. This device must be purchased separately
and properly installed before it can be used with your Norstar
system.

Calls on specific lines or to specific telephones may ring at an

Auxiliary Ringer if one has been installed for your office. Night
Ringing Phones can also be programmed to ring the Auxiliary

Ringer.

A telephone programmed to ring at the Auxiliary Ringer can receive
Voice Calls, but the Auxiliary Ringer will not be activated. The
Auxiliary Ringer will not ring for inside calls if the telephone that
drives it is in Do Not Disturb or is forwarded to a telephone which
does not drive the Auxiliary Ringer.

This feature is controlled in the “Permissions” and “Night Service”
sections of Administration and by your Installer in the “Line Data”
section of Configuration programming.

Background Music/Radio
You can listen to music or the radio through your telephone
speaker if an external sound source is connected to the KSU.
The music automatically stops when you make or answer a call.
Adjust the level of the music with the Volume button.
To turn Background Music ON: '
1. Pressthe button.
OR
Press [Feature][8][6]

You will hear music through your telephone speaker.

To cancel Background Music:
1. Press the button again.
OR
Press [Feature][#][8][6]

The background music is cancelled.

This feature is controlied by your Installer in the “Miscellaneous”
section of Configuration programming.
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Busy Lamp Field
The Busy Lamp Field (BLF) is an add-on device for the Norstar
M7310 telephone that displays the busy/not busy and Do Not
Disturb status of other Norstar telephones. ltis particularly useful
for a secretary or receptionist who is responsible for connecting
calls to a number of other telephones.

The BLF replaces the regular M7310 telephone base and has a
display that is mounted above and behind the dual memory buttons
as shown in the photo below:

Feature
Operations

The Busy Lamp Field mounted on an
M7310 Telephone

How the Busy Lamp Field works

There are two states: ON (which indicates a telephone which
occupied) and OFF (which indicates a telephone which is free to
receive a call).

2 )
==
===
p— —
==

Active phones

Inactive phones

N

W A
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If a telephone’s BLF indicator is active, the telephone may be
connected on an inside or outside call, or be in Do Not Disturb
mode, or be active in Norstar Administration. Calls on hold appear
as idle lines on the BLF.

The 12 dual boxes on the BLF correspond to the 12 dual memory
buttons on the telephone, which means that the BLF can monitor
up to 24 telephones. All telephones that are to be monitored on the
BLF must be programmed for Inside Autodial on one of the dual
memory buttons of the telephone to which the BLF is attached.
Either the top or bottom of a button may be used for this purpose.
When a telephone is active on a call, the appropriate half of a BLF
indicator will appear dark.

The Central Answering Position (CAP) also monitors the busy/not
busy status of calls on Norstar telephones. A CAP Module must be
connected to an M7324 telephone in order to monitor calls on the
module’s 48 Inside Autodial buttons. For further information, see Feati
the “Central Answering Position” section of this chapter. Operatio
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Button Inquiry
You can check the function of each , and memory
button on your Norstar telephone. This is a very important feature,
as it allows you to know what is currently programmed on a button
before you attempt to reprogram the button’s function.

When installing memory button labels, activate Button Inquiry so
that the action of pressing the labels into place does not activate
the feature programmed onto the button.

Button Inquiry can not be used while you are on a call.
Incoming calls to your telephone will ring, and you can answer them
by lifting your receiver. This turns the Button Inquiry feature OFF.

To use Button Inquiry:
1. Press[Feature] *][0] The display shows [Press any key|
2. Press a button you want to check.
3. Read the display.
4. Repeat Steps 2 and 3 as often as necessary.

Feature
Operations

To return to normal operation:

1. Press
OR
Press the display button (M7324 and M7310
telephones only)

OR
Press
Press this button: The display reads:

<Intercom code for your telephone>
Intercom button <name given to your telephone>
P <port number> (for Installer)

Qutside line button <two-digit line number> <line name>
Handsfree/Mute Handsfree/Muta

Inside Autodial button Autodial <name or Intercom number>
Outside Autodial button <the outside telephone number>
Memory button <the programmed feature name>

Line Pool button Line Pool <accesscode>
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Call Duration Timer

You can measure the duration of telephone calls for your records.
The approximate length of time that the most recent call was
connected, or the approximate time the current call has been
connected, is displayed when requested.

Call Duration Timer begins to time a call on an outside line 10
seconds after the line is selected, whether or not the call is
connected. On an inside line, timing begins only once the
connection between telephones has been made.

Call Duration Timer also works for Voice Calls; if you receive a
Voice Call, the time displayed when you use the Call Duration
Timer feature is for your last call, whether that was a Voice Call or a
regular ringing call.

To measure the length of calls:
1. Press the button.
OR
Press

You can see the approximate length of the current or most recent
call. The length is shown in hours, minutes and seconds. The time
is displayed for a few seconds.

Note:  The Call Duration Timer feature does not work for calls
which are active while you are setting your system’s clock.
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Call Forward (All Calls)

If you wish to have another person answer your calls or want to
answer your calls at another location, forward your calls to another
telephone. Any inside or outside calls can then be directed to that
telephone. If calls come to your telephone on outside lines that do
not appear on the telephone to which your calls are forwarded, the
calls will still go through using Intercom lines.

When Call Forward is used, the line indicators > flash for incoming
calls. Although the call has been forwarded to another telephone,
you can still answer it by pressing the flashing line indicator. You
can also continue to make outgoing calls while Call Forward is
active.

To use Call Forward:

1. Pressthe button.
OR

Feature Press [Feature

Operations

[Forward to: | appears on the display.

2. Dial the Intercom number of the telephone to which the
calls will be sent.
OR
Press the Inside Autodial button for the telephone to
which the calls are sent.
When forwarding is in use, the display shows
[Forward® <name> | where <name> canbea
programmed name or the set number. The * symbol
indicates that the call is being transferred to the specified
telephone.

To cancel Call Forward:

1. Pressthe [Call Fwd| button again.

OR
Press
OR

Press [CANCEL| (M7324 and M7310 telephones only).
The display shows| Cance| Faorward | for a few
seconds, then returns to the current time and date
display.
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Call Forward (No Answer)

Call Forward (No Answer) forwards all unanswered calls arriving at
one telephone to another specified telephone. The destination
telephone is controlled in Norstar Administration programming, as is
the number of rings required before the call is forwarded.

If you are often absent from your desk, you may wish to have Call
Forward (No Answer) assigned to your telephone, so that all inside
and outside calls which you are unable to answer can be answered
by an assigned co-worker.

Call Forward (No Answer) strongly resembles Norstar's Delayed
Ring Transfer feature. The differences between these features are
two: where Delayed Ring Transfer forwards all calls on a specific
line, Call Forward (No Answer) forwards all calls arriving at a
specific telephone, regardless of what line the call is on; and where
Delayed Ring Transfer is turned ON or OFF for your entire system,
Call Forward (No Answer) is controlled individually for each
telephone. )

When you telephone forwards a call using the Call Forward (No
Answer) feature, the telephone which receives the call shows the
display message [<n@me* > <name: | where the first <hame> is
the programmed name (or default number) of the line which the
incoming call is on or the Norstar telephone which originated the
call, and the second <name* is the programmed name or Intercom
number of the telephone which forwarded the calil.

If the call was originally placed at a telephone within your system,
the display at that telephone shows the message

[¢name> > <name> ] where the first <name* is the programmed
name or Intercom number of the telephone which is being called,
and the second <name* is the programmed name or Intercom
number of the telephone to which the call is being forwarded.

Call Forward (No Answer) is turned ON or OFF, and the Forward
Delay is set, in the “Permissions” section of Administration
programming.
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Call Forward Override

If calls have been forwarded to your telephone, you can override
Call Forward and call the forwarding party in the normal manner.
This is useful when you have an important call for the person, or if
you want to ask that forwarding be cancelled.

This feature is available at all telephones in your Norstar system to
which another telephone’s calls have been forwarded. Only the
telephone to which the calls are forwarded call use the Call
Forward Override feature.

Call Forward Override is sometimes called ‘secretarial filtering’. If,
for example, your manager places his or her telephone on Call
Forward to the receptionist, all inside or outside calls to the
manager will go to the receptionist’s telephone. If the receptionist
wants to contact the manager for any reason—for example, if a
visitor has arrived—dialing the manager’s Intercom number from
the receptionist’s telephone will override the Call Forward feature,
Feature and the call will go through. The manager can be called by either
Operations pressing the correct Autodial button, or dialing the manager’s
Intercom number.

Call Identification

Your telephone display shows the name or telephone number of
the person you are talking to on all inside calls. When making an
inside call, the display shows whether the telephone being called is
busy, on another call, or is using Do Not Disturb or Call Forward.

Call Identification displays appear even if you are active on a call.
When a new inside or outside call comes into your telephone, the
display shows the Call Identification message for a few seconds
before returning to the display message associated with your active
call. Call Identification messages will not overwrite feature
prompts.

When you make an outside call, the display shows the dialed
number. When an outside call arrives at your telephone while you
are busy on another call, the display shows the name or number of
the line which the call is on. If your telephone is idle when an
outside call arrives at your telephone, the display will not change.

For example, an incoming Intercom call from “Room 56” would
appear on the display as shown below. The example shows the
display of an M7324 or an M7310 telephone; on an M7208
telephone, the message is the same. [ROOM 56 calling]
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Call Park

Call Park is like Hold, except that it allows a parked call to be
retrieved from any telephone within your Norstar system by means
of a Retrieve Park code (101-109) . When you park a call, your
system assigns the Retrieve Park code, and the message
[Parked on 10X ] (where X is a number between 1 and @)
appears on your telephone display. You can then inform your co-
workers of the Retrieve Park code so that the appropriate person
responds to the call.

When you park a call, a display button appears in order to
make paging easier and an display button appears in case
you do not wish to use the Page feature. These buttons stay active
until one of them is pressed, until the parked call is retrieved, or
until the person who parked the call performs another activity on
the telephone.

If parked call is not retrieved after a specified amount of time, -
Callback occurs at the telephone which parked the call. For a busy
office, this is more advantageous than the Hold feature, as it is an
automatic reminder of calls which have been waiting for a long
time. For more information, see the “Call Park Callback” section of
this chapter.

If a outside call is parked, the indicator beside the line flashes ON
and OFF, and the call can be retrieved using the Retrieve Park
code on an Intercom line, or by pressing the line button on any
telephone which has a button for that line. If an inside call is
parked, the Intercom button becomes idie, in order to allow that
Intercom button to be used for another call.

You cannot park a call which you have placed on Hold. In order to
park the call, you must first reconnect yourself to it, and then
activate the Call Park feature.

Conference Calls cannot be parked. In order to transfer a
Conference Call using Call Park; split the Conference, park both
parties, and inform your co-worker of your action. When the calls
are retrieved, the Conference Call can be re-established.
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To park a call:

1. Answer an incoming call and determine that the call

should be parked.

2. Pressthe button
OR
Press
The display shows the Retrieve Park code:
[Farked on: 10x | wherex is a digit between 1 and
9. A display button appears on M7324 and
M7310 telephones.
Record the code.
Use the Page feature ( [FAGE] or [Feature][6][0] ) to
inform your co-workers of the Retrieve Park code and
announce whom the call is for.

»w

To retrieve a parked call:

1. When the Page announcement is aired, record the
Feature Retrieve Park code.
Operations

2. Lift the telephone receiver.

3. Select an Intercom line in order to hear an inside dial
tone.

4. Press the digits of the Retrieve Park code on the
dialpad, for example: [1][0][1]

You are then connected to your call.

Call Park Callback

Callback to your telephone occurs if you have used the Call Park
features and the call is not retrieved. After a specified time, the
outside call returns to your telephone. Callback is a convenient
feature for receptionists, as it allows them to take messages from
outside callers. Callback does not occur with inside calls.

If the caller hangs up, Callback may still occur. When you answer
the Callback call, you will hear a dial tone.

Callback occurs only at the telephone that parked the call. If the
call came in on an outside line, the Callback call rings on that line if
it is assigned to the telephone; otherwise, the call rings on an
Intercom line. If no free line is available, the Callback call is
transferred to the Prime Phone.
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On a system that has a Prime Phone and Delayed Ring Transfer
activated, a Callback call will be directed to the Prime Phone after
three rings if the original telephone does not answer. If a Callback
line is not answered at the Prime Phone within three minutes, the
outside call is disconnected.

Because a Callback call is no longer in the “parked” state, it cannot
be answered using the Retrieve Park code. It can only be
answered at the telephone which originally parked the call.

Call Pickup, Call Forward, and the Auxiliary Ringer operate
normally in relation to calls which activate the Callback feature. Do
Not Disturb cancels the ringing for a Callback call, but not the
flashing of the indicator.

Callback cannot occur at a telephone that is initializing your system,
or is in an Administration, Configuration, or Maintenance session.
Feat
To reconnect with your original caller (M7324 and M7310° Operatio
telephones):
1. Pressthe display button

OR

Press the line button which the call is on.

You are connected with the call you originally parked.

If you have parked more than one call, pressing

will connect you with the call which has

been waiting to be answered for the longest period of

time.

To reconnect with your original caller (M7208 telephone):
On the M7208 telephone, a call arriving at your telephone through
the Callback feature will appear as a regular ringing call.

The amount of time before a Call Park Callback occurs is
programmed by your Installer or Service Representative in the “Call
Handling” section of Configuration programming.
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Call Pickup (Directed)

Call Pickup (Directed) enables you to answer any telephone which
is ringing in your Norstar system by specifying that telephone’s
Intercom number. This allows calls to be answered at any
telephone, regardless of its Pickup Group assignment.

In order for a call to be picked up, it must be ringing at a telephone.
If, for example, the auxiliary ringer is ringing, but the call is not
programmed to ring at a telephone, the call cannot be answered
using Call Pickup. It must be answered at the telephone with a
flashing indicator or using the Trunk Answer feature.

If a call is ringing in an Answer Group, Call Pickup (Directed) can
be used to answer the call; entering either the secretary’s Intercom
number or the manager’s Intercom number will connect you to the

call.
Feature To use Call Pickup (Directed):
Operations 1. Press [Feawre][7]6]
OR
Press a programmed button.
The display shows [Pick up: ]
2. Enter the Intercom number of the telephone which is
ringing
OR
Press the Inside Autodial button for the telephone which
is ringing.

You are immediately connected to that call.

If you decide not to answer a ringing cail once you have activated
Call Pickup (Directed), you can cancel the feature by pressing
instead of entering an Intercom number or pressing an
Inside Autodial button.

This feature is controlled by your Installer or Service
Representative in the “Call Handling” section of Configuration
programming.
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Call Pickup (Group)
Pickup Groups ensure that calls are answered by the most
appropriate people when someone is out of the office.
Any member of a Pickup group can answer an inside or outside call
ringing at another telephone in the group. Your office can have up
to nine Pickup groups.

Call Pickup is used to connect with an outside call coming in on a
line which does not ring at your telephone. If you attempt to use
Call Pickup on a call which is ringing at your telephone, the display
will show [Fickup denied | and an error tone will sound.

In order for you to pick up a call, it must be on a line which is
programmed to ring at another telephone in your system (this is
done by the Installer in Norstar Configuration). Call Pickup cannot
be used to access Private Lines.

To use Call Pickup (Group):

1. Pressthe button.
OR

Press

The highest priority call ringing in the group is answered. Priority is
as follows:

* Prime Line (if applicable)

* outside line

* inside line.

The picked up call appears on the indicator beside a line or
Intercom button.

You can pick up more than one call without losing your first call:

To pick up a second call

1. Press the button.
OR

Press

This feature is controlled in the “Permissions” section of
Administration programming.
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Call Restrictions and Overrides
Restrictions
Call Restrictions are used to prohibit certain phone numbers, area
codes, or types of calls from being used on the Norstar system.
These Restrictions can be applied to specific telephones or
telephone lines through Administration programming.

The maximum length of a Restriction sequence is eight .
characters. The maximum number of Restrictions allowed in any
Norstar system is 30.

A call can be prevented by a Restriction placed on either the line or
the telephone set being used. Restrictions applied to a telephone
set affect calls from that telephone set on any line. Restrictions
applied to a line affect calls on that line from any telephaone set.

Overrides

Feature ide i rogrammed sequence of digits th n
Operations An Override is a programmed sequence of digits that bypass a

active Restriction. This enables selected lines and telephones to
make calls that would otherwise be prevented by Norstar system
Administration.

The maximum length of an Override sequence is 14 characters.
The maximum number of Overrides in any Norstar system is ten.

Overrides applied to a telephone set permit calls on any line from
that telephone set, except where specific Line Restrictions apply.
Similarly, Overrides applied to a line permit calis on that line from
any telephone set, except where specific Set Restrictions apply.

For another method of overriding Restrictions, see the “Restriction
Passwords” section of this chapter.

Restrictions and Overrides are programmed and applied to
telephones and lines in the “Restrictions” and “Overrides” sections
of Administration programming. For further information, see the
“Restrictions” and “Overrides” sections of the Administration
chapter of this Guide.
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Central Answering Position

The Central Answering Position (CAP) consists of one or two
Norstar CAP Modules connected to a Norstar M7324 telephone.

The Central Answering Position

The CAP Module displays the busy/not busy and Do Not Disturb
status of the telephones in your system by using the triangular p
indicators beside Inside Autodial buttons. Buttons on a CAP
Module can only be programmed as Inside Autodial buttons. They
cannot be programmed as Outside Autodial or feature buttons.

The triangular indicator beside an Inside Autodial button on a CAP
Module P is ON or OFF, depending upon the status of the Norstar
telephone which is associated with the Inside Autodial button.

The indicator is ON

When the telephone is active on an inside or outside line
OR :

When a call at the telephone has been put on Hold by
another person

OR

When the telephone is using the Do Not Disturb feature.

The indicator is OFF

When the telephone is idle

OR

When the telephone is ringing

OR

When the telephone has one or more calls on Hold, but
is not connected to any active calls.
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If you dial the Intercom number of a telephone, instead of using an
existing Inside Autodial button, the indicator beside the button on

the CAP Module will still turn ON. If no Inside Autodial button is
programmed for an Intercom number, the status of that telephone is £
not monitored by the CAP Module.

Default settings
When a CAP Module is first plugged into your system each button
is preset to automatically dial an Intercom (inside) number.

Your telephone system may have two, three, or four digit Intercom
numbers, which are controlled by your Installer in Configuration
programming. The CAP Module recognizes which system it is
being plugged into, and assigns pre-determined (default) values for
the Inside Autodial buttons accordingly.

The diagram below shows the three-digit system which ranges from
221 to 268 and 269 to 316; a two-digit system ranges from 21 to

Feature 68 and 69 to 99 (the remainder of the buttons will be blank); a four
Operations digit system ranges from 2221 to 2268 and 2269 to 2316.
2t [ | (23 245 257 269 293 {305 )
(2] 270 (a2 ]
(223 235 | [247 ) 259 ) [en 295
(2] {260 272 284 ]
257 29 261 39
L[ 2 LI 310
227 J[ | 263 A 28 B
s (20 ] Care
Indicators for 253 265 217 269 301
aciive telephones [ =gl | (o
|4 %5 o8 279 303
Czaj| | 7] J

If an Inside Autodial number is already programmed on your M7324
telephone or on another CAP Module attached to the telephone, it
will still appear in its default position. If an Autodial number is not
assigned to a telephone within your system, it may still appear on a
CAP Module. If you press this button, the telephone display will
show the message [Hot_in seruvice |

Your Autodial number may be pre-programmed on a CAP Module.
If you press this button, the telephone display shows
[Four number |

If you wish to have a CAP Module (or a second CAP Module)
added to your M7324 telephone, contact your Installer or Service
Representative.
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S Centrex Features

‘ If your system is located behind a Centrex system, Meridian Norstar
offers you convenient access to Centrex features that require extra
signals from the dialpad. Codes for Link, Long Tones, Pause, Run/
Stop and Timed Release are provided below. These codes, along
with other digits required by your Centrex, can be programmed onto
Autodial buttons or placed in Speed Dial so that you can activate
special features with a minimum number of button presses.

The basic Centrex feature codes are as follows:

Link
Long Tones: [8]l0](8]
Pause:
Run/Stop: Ml

Timed Release:

If your outside lines are programmed for pulse dialing, pressing
allows you to switch from pulse to tone dialing. When you hang-up,
your telephone returns to pulse dialing.

Further information about Link, Long Tones, Pause, Run/Stop, and
Timed Release is provided in this chapter under separate entries
for each feature.

See also Access Signaling for information about using Meridian
Norstar telephones to contact remote devices and gain access to
alternate telephone carriers.

Autodial Centrex Features
Program an Autodial button on your telephone to activate a Centrex
feature with one press. For example, if you must press Link to
activate your Centrex transfer feature, follow the steps below to
create an Autodial Link button.

To program an Autodial Centrex feature button:
1. Press
2. Press the memory button on which you want to store the
feature.
3. Press the desired Centrex feature code, for example,

to store a Link signal.
4. Label the button
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Features for Centrex and similar systems can also be stored on
Autodial buttons by storing the Norstar sequence

([Feature][7][1]) followed by the Centrex or other system’s feature
code.

You can also store an extension number to which you frequently
transfer calls, such as the main reception desk after the Link signal
on an Autodial button. This will give you a one step Centrex

button.

Speed Dial Centrex Features
Centrex features, with or without additional dialed characters, can
be stored in System Speed Dial codes (01-70) or Personal Speed
Dial codes (71-94). As with Autodial buttons, Speed Dial codes can
store a maximum of 16 characters (including a single character
(“F”) for each press of the button). Centrex features that
Feature are used by many people on the system are appropriate for System
Operations Speed Dial entries. Personal Speed Dial is better for storing '
features that are tailored to individual requirements. For example,
a person who regularly places his or her telephone in Call Forward
to a particular telephone in the Centrex system could program one
Speed Dial code to dial the Centrex Link and Call Forward codes
and the extension number of the other telephone.
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Conference/Transfer
Conference/Transfer establishes a three-party conference between
two calls at your telephone. This feature allows you to make or
answer a call and set up a conference with a new or existing call.

Establish each call individually before using the Conference
feature. If the second call is busy or there is no answer, disconnect
the line by pressing This will not disconnect the original call.

When a three-way conference call is established, the display on
one Norstar telephone connected to the call shows both other
parties in the call. An outside call appears as the number of the
line it is on; an inside call appears as the Intercom number or
programmed name of the telephone.

To establish a Conference call:

1. Make or answer the first call.

2. Putthe call on hold. This can be done automatically (by
pressing another [ Line| or [Intercom] button) or
manually (by pressing ).

3. Dial the second call.

OR
Press the line button of an existing held call.

4. When the second call is connected, press
OR
Press
The display shows |[Fress held 1ing]

5. Press the line button of the first held call to establish a
conference. The temporary message
[Conference call] appears on the display. The
display then changes to [ <mame* <name* | where the
first ename: represents the first call, and the second
«name: the second call.

To establish a Conference call using Inside Autodial:
1. Make or answer the first call.
2. Press an Inside Autodial button.
3. Follow steps 3 through 5 above.
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Conference Operations
Once a conference is connected, several operations can be used:
- Consultation - Split a Conference
- Disconnect one party - Transfer from a Conference
- Independently Hold two calis

Consultation
Consultation allows you to put a Conference call on hold while you
consult with someone in your office or on another line.

1. To consult with an outside party while connected on a
Conference call, press another [Line] or [intercom]
button to make or answer a call.

The Conference call is put on hold automatically.

OR

Press The conference call is put on Hold and you
are free to make or answer a call, or to consult with
someone in your office.

Feature

Operations The two other parties will still be able to confer.
2. To reconnect to the conference, press either of the held
line buttons.

Disconnect one party
This method of using Conference/Transfer allows you to disconnect
one of the parties from the Conference Calil and remain connected
with the other:

1. Press the [Line]| or [intercom] button of the call that you
wish to disconnect.

2. The other party is automatically placed on hold.

3. Press to disconnect.

4. Press the held line button to return to the first party.

Independently Hold two calls
Another way to Hold a conference Call is to use both the Split and
Consultation forms of Holding the call. This will place the two
parties on Hold independently (unable to consult with one another).

To put the two parties on Hold independently:
1. Press the [Line] or [intercom| button of one party. The
other party is automatically placed on hold.
2. Press The second party is placed on Hold. The
two parties are unable to consult with one another.
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To re-join the conference call:
1. Press the [Line| or [Intercom] button of one held call.
2. Press
3. Pressthe [Line] or [Intercom] button of the second held
call. The conference call is re-established.

Split a Conference
Splitting a Conference Call allows the originator of the conference
to talk with one of the parties while the other party is on hold.

To split a conference call:
1. Press the [Line]| or [intercom| button of the party with
whom you wish to speak. The other party is
automatically placed on hold.

To re-join the conference call:
1. Press the [Line] or [Intercom] button of the held call.
You are reconnected to the conference call.

Feat
Transfer from a Conference ‘ ’ Operatio
The Transfer feature allows you to leave the other two parties
conferring while you disconnect from the conference. One of the
two parties remaining must be inside the Norstar system. You
cannot connect two outside calls with this procedure.

To transfer a call to another telephone within your office
1. Establish a conference call.

2. Press

OR ‘
Press (M7310 and M7324 telephones
only).

To connect two outside calls

1. Establish a conference call with two outside lines.

2. Put the Conference on Hold. You cannot disconnect
yourself without dropping the conference call. In
order for the two outside lines to remain connected, they
must be linked through your telephone set.

3. Monitor the active lines by occasionally reconnecting
with the call. The indicator will stay ON until you
disconnect from the conference call, even if the other
parties have disconnected.

4. After both parties have hung up, press
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Contrast Adjustment
The contrast on your telephone display can be adjusted so you can
read it more easily under different lighting conditions. The contrast
is different if you are standing or sitting (and have a different angle
of vision to the telephone), so make sure you adjust the contrast
level from the position in which you use the telephone most often.

M7310 and M7324 Telephones

1. Press
2. Pressthe or display button to adjust the
display to the desired level.

3. Pressthe display button

OR
Press
OR

Wait 15 seconds until Feu ture ti menuﬂ appears.
The new contrast level is stored.

Feature_z

Operations M7208 Telephone

1. Press

2 Press ) , or from the dialpad to adjust the
display to the desired level.

3. Press

OR
Press
OR

Wait 15 seconds as above.

Delayed Ring Transfer (DRT)
Delayed Ring Transfer forwards your unanswered outside calls to a
Prime Phone. This feature ensures that your outside calls will be
answered.

If one of your outside lines is assigned a Prime Phone which is
using Delayed Ring Transfer, an unanswered outside call on that
line will begin to ring at the Prime Phone after a specified number of
rings. The Prime Phone displays the message |[ORT <name® |
where <name: is the number or programmed name of the line that
the call is on.

This feature is controlled by your Installer or Service
Representative in the “Call Handling” section of Configuration
programming.
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Dial-0 Set

The Dial Zero Phone is the one telephone in your Norstar system
which can be reached from any other telephone merely by dialing
“0”. This is most useful if it is located at the receptionist’s or secre-
tary’s desk or in a central location. The Dial Zero Phone is most
often part of a Central Answering Position (CAP), or has been
assigned as a Prime Phone and is used to monitor much of your
office’s telephone activity.

Using the Messages feature, the Dial Zero Phone can send up to
30 messages, which allows for better communication between you
and your co-workers.

In addition to the presence of a Dial Zero Phone, Norstar also
supports a Night Dial Zero Phone. See “Night Service” in this
chapter for further details.

This feature is controlled by your Installer or Service Representa-
tive in the “Miscellaneous” section of Configuration programming.

Feat
Operatig

Do Not Disturb (DND)

If you activate DND while you are not active on a call, you are in
DND mode. DND mode suppresses ringing, paging announce-
ments and Ring Again. It stops all tones and ringing, except Held
Line Reminder. When the telgphone is in DND mode, the display
will continually show the[ Do _not disturb | reminder message.
An incoming outside call will cause the line indicator to flash, but
the call will be forwarded to the Prime Phone if it is not answered at
another telephone which has the same line. This feature is useful
when you wish to program your telephone without interruption.

If you press DND while an outside call is ringing at your telephone,
the call will be transferred to the Prime Phone. For more informa-
tion, see the “Selective Call Forward” section of this chapter.

A telephone in DND mode can still be used for outgoing calls.

To activate Do Not Disturb:
1. Pressthe button.
OR
Press
The display shows| Da not disturb |
All tones and ringing except for Held Line Reminder
tones are stopped. Qutside calls are transferred to the
Prime Phone.
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To cancel Do Not Disturb:
1. Press the button again.
OR
Press The temporary message
[AlTow calls | appears on the display.

Do Not Disturb Override

If the telephone you are trying to reach is in Do Not Disturb mode,
and it is essential that you get through, you may be able to use the
Priority Call feature to override the Do Not Disturb setting.

By making a Priority Call, you are effectively placing a Voice Call to
your co-worker. Your co-worker will have the option of denying
your Priority Call, but will nonetheless be notified that an important
message is waiting.

For further information about Priority Call, see the “Priority Call”

Feature section of this chapter.
Operations

This feature is controlied in the “Permissions” section of
Administration programming.

Emergency Transfer/Power Failure Cut-Through
This feature provides basic telephone service if the power fails or if
a system error occurs.
A dial or push-button single line telephone must be connected to
the Key Service Unit (KSU). This single line telephone acts
independently of the Norstar system and can be used as an
Emergency Telephone.

Each KSU can support two Emergency Telephones, and each
Trunk Module ¢an support an additional Emergency Telephone.

Power failures can be reported using these telephones.

Check the appropriate area of your Norstar Modular Programming
Record 1o find out whether or not you have an Emergency
Telephone or , if no other information is available, contact your
Installer or Service Representative.
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Erasing a Button
To erase the setting on a programmable button, follow the
procedures below:

M7310 and M7324 Telephones
1. Press The display shows
2. Press the button you wish to erase.
The display shows | Enter digits |
3. Press the display button
OR
Press
The display shows

M7208 Telephone
1. Press [Feature ][* ][1]The display shows

2. Press the button you wish to erase.
The display shows |[Frogram and HOLD]

3. Press The display shows | Key erazed

Feat
Operatio

Feature Access
Every Norstar telephone has numerous buttons that can be
programmed fo dial frequently called numbers (see Autodial), or to
activate Norstar features. Any button not programmed as an

outside [Line] , an [Intercom]| line, [Answer | button or

is available for programming features.

You can program any feature on a memory button, whether or not
your system supports that feature. Pressing a programmed
memory button is like pressing the entire feature code manually,
but easier. If the feature is not supported by your system, pressing
the memory button will cause an error message and tone.

When you store a feature on a programmable memory button, your
Norstar system automatically stores the cancellation code aiter the
feature code, if a cancellation code exists for the feature. Long
Tones, for example, does not have a feature cancellation code, and
therefore does not create a toggled button. For toggled memory
buttons, you can activate the feature by pressing the memory
button, and when the feature is active, you can cancel the feature
by pressing the same memory button. If a feature does not have a
cancellation code, the button can often be used to turn
the feature OFF.

_System Coordinator Guide



134 / Feature Operations

If your syst

em does not support a particular feature, check your

Administration and Configuration settings. You may be able to
change your Administration settings, or get your Installer to change
your Configuration settings, to allow the use of that feature.

To program for Feature Access:

1.

2.

Press

The display shows [Fress a key ]

Press any memory button except the [Line |, [Intercom],
Answer] or [ Hagshee ] buttons.

The display shows [Feature code: |

(On the M7310, remember to press the shift button

before programming the top half of the dual memory

buttons.)

Press and the desired feature code.

The display shows [Key programmed |

Feature To Erase a Feature:
Operations

1.
2.

3.

M7310 and M7324 Telephones

Press The display shows

Press the memory buiton you wish io erase.
The display shows [Enter digits |
Press the display button

OR

Press

The display shows |key erased ]

M7208 Telephone

1.
2.

3.

Press [Feature |[* |1 [The display shows

Press the button you wish to erase.
The display shows [Frogram and HOLD]

Press

The display shows [Key erased ]
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Flexible Numbering Plan
Your Norstar system can have two, three, or four-digit Intercom
numbers. [t can also have one to four-digit Line Pool Access codes
which must be entered before you can use one of Norstar’s nine
Line Pools. These numbers are controlled by your Installer in
Configuration programming, but it may be interesting for you to
understand how they are related.

All Intercom numbers must all be the same number of digits in
length, but Line Pool Access codes do not have to be the same
length as one another.

Intercom numbers and Line Pool Access codes cannot begin with
the same digit. If two Line Pool Access codes begin with the same
digit, they must then be the same length. For example, the Line
Pool Access code 2345 can co-exist with code 321, but not with
code 231.

No Intercom number or Line Pool Access code can begin with the
numbers “0” or “1”; “0” is reserved for the Dial Zero Phone, and
“1” is reserved as the first digit of Retrieve Park codes.

Symbols such as an asterisk (*) or a pound sign (#) cannot be used
in Intercom numbers or Line Pool Access codes.

The same sequence of digits cannot be used for two Intercom
numbers, for two Line Pool Access codes, or for both an Intercom
number and a Line Pool Access code. All numbers must be
unique. ’

For more information about Intercom numbers and Line Pool
Access code, see the “Intercom numbers” and “Line
Pools” sections of this chapter.

This feature is controlled by your Installer or Service
Representative in the “Change DNs” section of Configuration
programming.

System Coordinator Guide



136 / Feature Operations

Handsfree/Mute

allows you to use your telephone without picking up the
receiver. The Mute function allows you to turn OFF the microphone
temporarily if you wish to speak privately with someone else in the
room.

is available to the system or to an individual telephone
through Administration programming. When

is in use, you can adjust the volume of the Handsfree/
Mute speaker with the Volume button.

You may wish to photocopy the “Using Handsfree/Mute” Job Aid in
the Job Aids chapter of this Guide and distribute it to your co-
workers. This Job Aid lists hints to be followed for the most
effective Handsfree communication.

Using Handsfree /Mute
To make a call:
Feature 1. Press
Operations 2. i no line is selected, press a free line. Once aline is
selected the Handsfree/Mute microphone is turned ON.
3. Make acall

While on a regular call:

1. Press

2. Hang-up the receiver and continue your call.

To mute the microphone
1. While on a Handsfree call, press [_Fapgsee |
The display shows [Hicrophone muted]
The indicator P flashes beside the button to
show that the caller cannot hear you, although you can
still hear the caller.

2. Press again to turn the microphone back

ON to continue your Handsfree call.

To end Handsfree:
1. Lift the receiver to conduct a private conversation.
OR
Press to end the call.

This feature is controlled under the “Full Handsfree” and the “HF
Answerback” sub-headings in the “Permissions” section of
Administration programming.
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Headset

A headset provides convenient Handsfree telephone operation
while maintaining the privacy of calls.

When you plug a headset into your telephone while on a call, your
telephone microphone and speaker (or your receiver if you are on a
regular call) are turned OFF and your headset microphone and
earpiece are turned ON. If you unplug your headset while on a call,
your telephone microphone and speaker turn ON (the call becomes
a Handsfree call).

While you are using the headset, the receiver and the “hook-switch”
do not work. To cancel a call, press

Make sure you have assigned to your telephone if you
wish to use a headset. |f you do not have a button, you
cannot turn your microphone ON and OFF nor use to
select an incoming call. T

If you press while you are active on a headset call, your
headset microphone turns ON or OFF. If you press
while an incoming call is ringing, the Handsfree/Mute feature

selects the line that the ringing call is on, and enables your headset
so that you can respond to the call.

The Headset volume can be adjusted using the Volume button.

While you are using the headset, tones associated with some
features (such as Page and Held Line Reminder) will be transmitted
through your telephone’s speaker rather than through your
Headset.

Handsfree/Mute is controlled under the “Full Handsfree” and the
“HF Answerback” sub-headings in the “Permissions” section of
Administration programming.

Hearing Aid Compatibility
The receivers on your Norstar M7324, M7310 and M7208
telephones are compatible with hearing aids.
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Hold

The Hold feature is used to temporarily suspend a call while you
perform another task.

When a call is on hold, its indicator p»flashes on all telephones
having access to that line. Any of these telephones can be used to
retrieve the call. This is useful when transferring a call within your
office.

A call can be held either by pressing the button or by
activating another line on your telephone (Automatic Hold).

The Exclusive Hold feature assures that your call can only be
retrieved at the telephone from which it was put on hold. The line
indicator does not flash on any other telephone.

Listen on Hold allows a person who has been put on hold to hang-
up their receiver and continue working while listening for the other

Feature person to return to the call.
Operations

s

To use Automatic Hold:
While on a call:
1. Press another line button.
OR
Press an Autodial button.
You can return to the first call by pressing its line button.
You can switch from one call to another using the line buttons.

To transfer using Automatic Hold:

While on a call: '

1. Press another line button and call the telephone to which
the first call will be transferred.
OR
Press an Autodial button.

2. Tell the person you are calling on which line the first call
is being held. The destination telephone must have a
button for the line which the call is on. Pressing this
button transfers the call.

Refer to the Conference/Transfer or Transfer features for other
methods of transferring calls.
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To use Exclusive Hold:
While on an outside call:

1. Press the | Exclusive Hold | button.

OR
Press the button and then the button.
OR

Press [Feature][7]9]
The call on hold can only be picked up on the telephone
from which it was put on hold.

To use Listen on Hold:

Usmg the [Hold] button: Using the button:
. While on a call, press [Hold] 1. While on a call, press

2. Hang up the receiver. twice. The

3. Press the line button for call is muted.
the call. 2. Hang up the receiver.

4. Listen through the speaker. 3. Listen through the speaker.

5. When you are ready to 4. When you are ready-to- Feat
speak, lift the receiver speak, lift the receiver Operatio
OR OR
press press

Held Line Reminder

When an outside call is placed on hold, two periodic reminder tones
are heard until the call is removed from hold. Inside calls on hold
do not activate this feature.

Music/Tone/Silence on Hold for Outside Callers
A caller on hold hears either music, a periodic tone or silence
depending on the setting for your office system.

Held Line Reminder and Music/Tones/Silence on Hold are
controlled by your Installer or Service Representative in the “Call
Handling” section of Configuration programming.
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Intercom (Inside Telephone) Numbers

Communication inside your office is easy with Norstar inside
telephone numbers. Each telephone in the Norstar system has its
own two, three, or four-digit Intercom number. The length of your
system’s Intercom numbers is controlled by your Installer or Service
Representative in Configuration programming. These numbers can
only be called on the Intercom lines of your system.

Each Norstar telephone can have up to eight Intercom lines
assigned to it which can be used to contact other telephones within
your Norstar system.

The lowest default intercom numbers in any system are 21 for the
two-digit system, 221 for the three digit-system, and 2221 for the
four-digit system. Your system can have a combination of 120
Intercom numbers and outside telephone lines. Normally, the
range of your Intercom numbers will begin at 21, 221, or 2221 and
Feature end at no more than 44, 340, or 2340. They can, however, be
Operations changed by your Installer or Service Representative.

To use Intercom Numbers:

1. Press afree line button.
The indicator is turned ON.
A dial tone is heard.

2. Dial the Intercom number from the list in the Job Aids
chapter of this Guide.
When dialing is complete, Call Identification is displayed
at both the originating and destination telephones.
The display shows[Calling <name* | atthe
originating telephone and [<name> calling |atthe
destination telephone.

Note:  Ensure that all your co-workers know how to use Intercom
lines to contact one another.

Distribute a list of names and Intercom numbers to everyone on
your office telephone system. Refer to the Job Aids chapter this
Guide for a table that you can photocopy and fill in.

This feature is controlied by your Installer or Service
Representative in the “Line Access” and “Change DNs” sections of
Configuration programming.
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R Language Choice

L The buttons, labels and display information on your Norstar
telephones are provided in a bilingual format. On systems sold in
the United States, the two languages are English and Spanish. If
your company has bought a Canadian system, the two languages
are English and French.

When your system is first installed, the default language is English.
If you wish to change the setting, follow the steps below.

To make a Language Choice:

1. Press [Featurel [ 5[ 0] 1]
The display shows [In English... ]

OR

Press [ Feature][ *][ 5[ 0][ 2]

The display shows | En espafiol... | or

[En frangais... | depending upon the system your

company has purchased. . Feat

Operatio

The Language Choice feature can be assigned to a programmable
memory button using the code: [Feature][ *][5][ 0] 1]

The memory button can then be used to alternate between the two
available languages. Label the Language Choice memory button:

Last Number Redial

Last Number Redial saves time when you are trying to reach an
outside number that was previously busy or unanswered. This
feature automatically redials the last outside number dialed. The
maximum length of a stored number is 16 digits.

To use Last Number Redial:

1. Press

OR
Press after getting a dial tone on an outside
line.

If a line is not selected before Last Number Redial is used,
Automatic Line Selection selects a free line if one is available.
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Lines

Inside Line Access (see also “Intercom Numbers”)

You can use Intercom (inside) lines to make and answer calls
within the Norstar system. Each telephone has its own associated
two, three or four-digit Intercom number, and up to eight Intercom
lines which can be used to contact other Norstar telephones. Make
sure all the people in your office are supplied with a list of Intercom
numbers.

To use inside (Intercom) lines:
If an line is free, the indicator beside the button is
OFF.
1. Pressan line button.
The indicator turns ON.
You hear a dial tone.
2. Dial an inside number using the dialpad.

OR
Feature Press an Inside Autodial button.
Operations
Line Pools

Line Pools allow each telephone to access a collection of outside
lines using Norstar’s Intercom lines, [Feature][6][4] and a Line
Pool Access code, or a programmed button.

For further information, see the Line Pools section of this chapter.

Manual Line Selection

Manual Line Selection allows you to select any free or ringing line
and to override Automatic Line Selection. For example, if your
telephone is on Do Not Disturb or Call Forward and you see a line
indicator flashing with an incoming call, you can take the call by
pushing the indicated line button.

You must select an outside line when there is no Prime Line
defined for the telephone.

Multiple Line Buttons

Multiple Line buttons give you immediate access to more than one
line, and allow you to handle and monitor calls easily. These
buttons also have a Call Waiting function when you are on another
call. The indicator beside the line button flashes when a line is
ringing or on hold.
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Line indicators flash at three different rates, depending on whether
the line is ringing, held by you, or held on another telephone. If a
call is ringing, the indicator turns ON and OFF for equal amounts of
time. If you have put a call on Hold, the indicator flashes more
quickly. If one of your co-workers has put a call on Hold on a line
appears at your telephone, the indicator stays ON for a longer
period of time than it is OFF.

Each telephone has a maximum number of outside line buttons
which it can support. As their names suggest, the M7324
telephone can have up to 24 outside line buttons, the M7310
telephone can have 10, and the M7208 telephone can have eight.
If the maximum possible outside lines are assigned to a telephone,
however, nothing else can be programmed on the programmable
memory buttons with indicators. In order to assign more lines to a
telephone than the telephone has line buttons, you can either use
Line Pools (see “Line Pools” in this chapter) or the Answer Group
feature (see “Answer Groups” in this chapter).

Outside Line Access
Your Norstar system can have many outside lines. The number of
telephones and outside lines in your system can add up to as many
as 120. Each telephone can have as many lines assigned to it as
the system has, but for practical purposes the number of lines
assigned to a telephone is limited by the number of buttons which
can be used as outside buttons. The outside buttons
are used to make and answer calls to or from parties outside the
Norstar system.

To use outside lines:
If the line is free, the indicator is OFF.
1. Press an outside button. The indicator appears
beside the button.
You hear a dial tone.
2. Dial an outside number using:
* the dialpad

* a Speed Dial number using [Speed Dial] or[Feature][ 0]
(plus the two-digit number)
* an Autodial button.

Inside and outside line assignments are controlied by your Installer
or Service Representative in the “Line Access” section of
Configuration programming.
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Line Pools
Line Pools let you make efficient use of outside lines. A number of
outside lines in a line pool can be shared by a group of telephones
without requiring each telephone to have a button for each line in
the pool. Telephones gain access to outside lines through Intercom
lines, leaving more buttons free to store Autodial numbers or
features.

Each Norstar system has nine Line Pools. Each Line Pool can be
accessed by entering the one to four-digit Line Pool Access code
on the dialpad. A Line Pool cannot be used unless your installer
has assigned a Line Pool Access code to the Line Pool in
Configuration programming.

To program a button:
1. Press
2. Press the button you wish to program.
: 3. Press [Feature][6][4] and the Line Pool Access code
E  Feature for a Line Pool. Direct access to that Line Pool is
f  Operations programmed on the button. '

4. Label the button

To use a Line Pool:
1. Press and dial the Line Pool Access code

OR
Press [Feature][6][4] and dial the Line Pool Access code
OR

Press
Note: Pressing [Feature][6][4] or selects a
line automatically.

2. Listen for the dial tone." If there is none, the display
message provides an explanation.

3. Dial the number you wish to call.

A button cannot be used to answer outside calls.

The Job Aids chapter of this Guide has a list of your system’s nine

Line Pools. Photocopy this page, and keep the original as a master
copy. Inthe Job Aid, record each Line Pool Access code (provided
by your Installer) and the telephones which can use each Line Pool.

Your Installer or Service Representative assigns telephones to Line
Pools in the “Line Access” section of Configuration programming
and assigns Line Pool Access codes in the “Miscellaneous” section
of Configuration programming.
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If your Meridian Norstar system is located behind a Private Branch
Exchange (PBX) or Centrex system, you may want to use a Link
signal to access special features on the PBX or Centrex.

The Link signal is a short “hook-switch flash” with a programmable
duration. The default value is 600 milliseconds, but it can be set
from 100 to 1000 milliseconds, in increments of 100 milliseconds.
You can generate a Link signal by pressing

To obtain the signal with a single press, store the feature code on
an Autodial button. See “Feature Access” in this chapter for
specific instructions. The Link signal can also be included as part of
a longer stored sequence on an Autodial button or in a Speed Dial
code. See “PBX Features” or “Centrex Features” in this chapter for
further details.

A programmed button works only on an active line.

The duration of a Link signal is controlled by your Installer or
Service Representative in the "Miscellaneous” section of
Configuration programming.

Long Tones
If your Norstar system uses Access signaling, it may be necessary
to transmit Dual Tone Multi-Frequency (DTMF) tones of a longer
duration than the standard 120ms (short tone) duration. This is
necessary for use with some devices which use tones with a
continual (long) duration, such as FAX and message machines.

The Long Tones feature code allows you to control the length of the
tone. A Long Tone lasts as long as you press a dialpad key after
activating the feature. Long Tones feature remains active until it is
turned OFF, or until the call has ended or is placed on Hold.

Long Tones can be used on either an outside or an inside call.
This allows you to use Norstar Intercom lines to activate a device in
another area of your office.

Long Tones cannot be used on a Conference call, or during a

Page. If you press while on a Conference call, you
hear an error tone and the display shows | Tones denied |

If you attempt to use while making a Page
announcement, the announcement is cancelled.

System Coordinator Guide



146 / Feature Operations

Because the Long Tones feature is controlled manually, the feature
code cannot be stored in an Autodial or Speed Dial sequence. The
Long Tones feature code, however, can be stored on one of the
programmable memory buttons on any of the Norstar telephones.

To use Long Tones for Access signaling:
1. Place acall.

2. Press the [Long Tones | button
Press [Feature][8][0][8

This changes the mode to Long Tones.
3. At the appropriate time, press any dialpad button. Hold
the button down for as long as is necessary.
4. When you are finished, end the call
OR
Cancel Long Tones using one of the methods below.

Feature To cancel Long Tones without disconnecting your call:
Operations 1. Pressthe [Feature] button

OR

Press (The call is placed on Hold and Long
Tones is cancelled).

Long Tones feature is also cancelled if you are using it on an inside
call and the person you are calling presses

When Long Tones is cancelled, the telephone dial mode reverts to
the mode it was in when Long Tones was activated (either short
tones or pulse dialing).

The choice between Tone and Pulse dialing is made by your
Installer or Service Representative in the “Line Data” section of
Configuration programming.
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S Messages (Send/Reply/Waiting)

' You can leave messages on the telephone displays of your co-
workers to request that they call you back. The display on a
telephone which receives a message shows[Message for you],
or [Messages for you |if more than one message has been
received.

After you have sent a message, you or the person who received it
may wish to cancel it. Any message can be cancelled by either the
person who sent it or the person who received it. If you have sent a
message and wish to cancel it, use the Cancel Sent Message
feature. If you wish to cancel a message which has been sent to
you, use the Cancel Message Waiting feature.

If you respond to a message and your call is picked up at a different
telephone by the Call Pickup feature, the message you are
answering remains on your telephone until you cancel the message
or successfully contact the telephone which left the message -

Featu
Operatio

Each message list can send or store up to four different messages
before [Their list full] or[Yeur list full| appearson
the displays. The Dial Zero Phone, however, can send up to 30
messages.

To Send a message:
1. Press
OR
Press
2. Press the display button (M7324 and M7310
telephones only . The display then shows
Message to: On the M7208, the
Message tao: display appears as soon as you
press the feature access code or button.
3. Dial the Intercom number
OR
Press an Inside Autodial buiton.
The display shows [Message> <nhame* | where
<name> is the programmed name of another Norstar
telephone in your system.
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To Reply to a message:

M7324 and M7310 Telephones

When [Hessage for gou| is onthe display of your

telephone:

1. Press the display button. The display shows the
first (or only) message, as in the example:
[1. JILL called |, along with the following display
buttons: [CALL] and [ERASE] .
The display button also appears if there is more
than one message waiting. If the message which
appears is not the message to which you want to reply,
move through the list by pressing repeatedly.

2. Press A call is automatically dialed to the
person who left the message.

M7208 Telephone

Feature When [Message for you] is on the display of your

Operations telephone:

1. Press [Feature][8] 5]
A call is automatically dialed to the person who left the
first message. The display shows the programmed
name of the telephone which you are calling.

To reply to other messages without replying to the first, you must
record the name which appears on the display, cancel the first
message, and then use the Reply Message feature.

To Show a Waiting Message (M7310 and M7324 only):
When [Flessage for you | is on the display of your
telephone:

1. Press

OR
Press [Feature][6][5]
The display shows the first (or only) message, as in the
example
[1. JILL called ], along with the following display
buttons: [CALL] and [ERASE| The [NEXT] display
button also appears if there is more than one message
waiting.
2. Press [NEXT ] again if there is more than one message.
3. Press [Feature] to end the “show message” cycle.
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To Cancel a Waiting Message:
When [Message for you]| shows on the display of your
telephone:

M7324 and M7310 Telephones

1. Follow the above procedure for “How to Show a Waiting
Message” until the desired message is on the display.

2. Pressthe display button. The next Message
Waiting replaces the erased message.

M7208 Telephone

1. Press [Feature][#][6][5] The display shows the
cancellation as in the following example:
[Cancel > JILL ]

To Show a Sent Message (M7324 and M7310 only):

1. Press
OR
Press
The display shows[ Message list | along with the
three display buttons: [SHOM ] , [RDD) and [EXIT

2. Press the [SHOH ] display button. The first (or only)
message is shown. If the button label
disappears, there are no more messages. If the label
changes to [HEXT] , there are more messages.

3. Press [HEXT] to see other messages in the list.

4. Press (M7324 and M7310 telephones only)
OR
Press to end the “show message” cycle.
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To Cancel a Sent Message:

M7324 and M7310 Telephones
1. Follow the above procedure for “How to Show a Sent
Message” until the desired message is on the display.

2. Pressthe display button.

M7208 Telephone
1. Press
OR

Press [Cancel Send Msg |
The display shows [Cancel for: _
2. Dial the Intercom number
OR
Press an Inside Autodial button.
The display shows [Cancel> <names |with the
appropriate name or set number.

Feature

Operations Names

Each Norstar telephone and outside line can have an individual
name assigned to it. This personal touch provides your company’s
staff with instant recognition of their calls.

When a call arrives at your telephone, or a feature forwards a call
to you, your telephone display shows the name of the telephone
that is calling (if it is within your Norstar system) or the name of the
outside line which the call is on.

For example, if you receive a call on your Private line while you are
busy on another line, [FRIVATE cal |l ing | appears on your
display if the programmed name of that line is ‘PRIUATE”.

The programmed Name or a telephone or line can be no more than
seven characters in length. Names for lines and telephones can
consist of letters and numbers, but no symbols such as periods or
hyphens can be used. Characters are entered using the
telephone’s dialpad.

It is convenient to use numbers rather than letters for situations
such as naming a telephone according to its location (‘RH 22 1”) or
naming an outside line by the telephone number used to dial onto it
('5551234”7),
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Line names must be unique, in order that any line which may be
having trouble can be reported correctly. If you enter a Line Name
which has already been used, you will hear an error tone, and
|Use unigque name] will appear on the display.

Two or more telephones in your office can be given the same
Name. The system allows this, but it could become a source of
confusion. Use creative combinations of initials, abbreviations, and
possibly nicknames to give each telephone a unique Name.

The Name of a telephone will remain the same if the telephone is
moved to another location within your system.

Telephone and line Names are programmed in the “Names” section
of Administration programming. For instructions on how to enter
characters and assign Names, see the appropriate section of the
Norstar Administration chapter.

Night Service
Night Service allows you to change your office telephone system Feat
for more efficient after hour service. For each outside line in your Operatio

gystem, you can assign a Night Ringing Phone which receives calls
when Night Service is ON and a Night Control Phone which turns
Night Service ON or OFF for that line. You can also control
whether or not calls arriving on lines which are in Night Service will
drive an auxiliary ringer (if one is connected to your system). Night
Service also allows you to control two system-wide features: the
Night Dial Zero Phone and the Trunk Answer feature.

For further information on how to program Night Service settings,
see the “Night Service” section of the Administration chapter of this
Guide.

Multiple Night Ringing Phones
Norstar supports a Night Ringing Phone for each outside line
connected to your system. When a Night Ringing Phone is
assigned to a line and Night Service is turned ON, all calls on that
line will ring as usual, and also ring at the Night Ringing Phone.

Each line can have only one Night Ringing Phone, but one
telephone can be the Night Ringing Phone for any or all of your
outside lines. The Night Ringing Phone and the Night Control
Phone for a line can be the same telephone, but do not have to be
and usually are not.

Night Ringing Phones are assigned under the “Night ring” sub-
heading of the “Night Service” section of Administration.
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Night Auxiliary Ringer
If an Auxiliary Ringer is present, it can be used as a Night Auxiliary
Ringer for calls that ring at the Night Ringing Phone.

If your Auxiliary Ringer is programmed to ring for some lines and
telephones during normal service, it will continue to do so and will
also ring for calls arriving on a line that is in Night Service.

Night Control Phone
A separate Night Control Phone can be assigned for each outside
line which will be using Night Service. Each line can have only one
Night Control Phone, but one telephone can control Night Service
for any or all of your outside lines.

Night Service can only be turned ON and OFF at the Night Control

Phone.
Feature Night Dial Zero Phone ~ :
Operations A Dial Zero Phone which is different from the normal Dial Zero

Phone can be assigned to lines which use Night Service. In order
to contact the Night Dial Zero Phone by dialing “0', Night Service
must be turned ON at the regular Dial Zero Phone.

If the Dial Zero Phone is changed while Night Service (and
therefore the Night Dial Zero Phone) is ON, you must turn the Night
Dial Zero Phone OFF at the new Dial Zero Phone. Turning Night
Service OFF at the old Dial Zero Phone cancels Night Service for
outside lines, but will not turn the Night Dial Zero Phone OFF.

Trunk Answer (from any telephone)
This feature is turned ON or OFF for your entire system. If it is
turned ON, calls ringing on a line which is in Night Service can be
answered from any telephone within your system. For further
information on the Trunk Answer feature, see the “Trunk Answer”
section of this chapter.
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Using Night Service
To use Night Service:
1. Pressthe button.
OR
Press
The display shows | Hight Serwvice ON]

To cancel Night Service:
1. Press the button again.
OR
Press [Featurel[#][8][7]
The display shows| Hormal szrvice |

The features described in the previous section are controlled in the
“Night Service” section of Administration programming.

On-Hook Dialing ) Fea

Opetatio

On-hook dialing allows you to dial a cali without picking up the
receiver.

To use On-Hook Dialing
1, Pressa button for a free line.
2. Dialacall.
3. Listen through the speaker and when the call is
answered, lift the receiver or press
(if equipped).

The call may be dialed using the dialpad, or one of the following
Norstar features: Autodial, Last Number Redial, Saved Number
Redial, or Speed Dial. The call can also be placed using the
Message Reply feature or the Ring Again feature.
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Page Origination and Reception

Announcements through Norstar telephones or extension speakers
give you fast, effective communication to many people at once.

The announcement does not disturb a person on an active call or
using Norstar Administration, but can be heard by anyone near a
paged telephone that is not in use.

There are three possible types of paging announcements:
+ Internal

+ External

+ External and Internal.

Each telephone in your Norstar system may be assigned to one of
six different Page Zones, or be assigned to no zone, through the
“Permissions” section of Administration programming. You can
page to any specified zone, or to all zones at once, by using the

Feature different Page Zone codes described below.
Operations

The various different options for Norstar paging are as follows:

« Page -General [Feature][6][0] + code (1-3)
» Page -Zone [Feature][6][1] + Zone (1-6)
- Page -External [Feature][6][2]

+ Page -Zone and External  [Featurel[6][3] + Zone (1-6)

Two different Page Zones may be activated at one time, providing
that both do not attempt to use the External speaker. When a
second page using the speaker is attempted, the display at the
originating telephone shows the| Faging busy | error message.

External pages can only be made if your company has supplied an
external speaker for the purpose. This speaker is not standard
Meridian Norstar equipment.

Page announcements are restricted to a maximum of two minutes,
after which the page call ends automatically.
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To make a Paging announcement using [Feature|[6][0] :
1. Pressthe button
OR
Press [Feature][6][0]
The display shows [Fage chaoice:
2. Select the desired type of page by pushing[1],[2] or[3]:
Internal page through speakers on other
telephones
External page through the extension speaker, if
your office has such a speaker
Both internal and external page.

OR
Select the desired type of page from the following three
display buttons (M7310 and M7324 telephones only):
[SETS] — Internal page
[EFKR] — External page
[EOTH| — Both internal and external page. Feature
3. If you select / proceed directly to step. 5. Operations
below.
OR
If you select [1]/ or [3]/ [EOTH] , the display
will show [Enter zone: |
4. Enter the desired zone number {1-6)
OR
Press [0] / to make a general page.
5. Make your announcement by speaking through your
receiver
OR

Press and speak -

Express paging method:
1. Press
2. Select one of the following dialpad codes:
[6][1] + zone number (“x”) for Internal Page Zone “x”
[6]2] for External page
[6][3] + zone number (“x”) for Internal Page Zone “x”
and External speaker.

3. Make your announcement.
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Features for Centrex and similar systems can also be stored on
Autodial buttons by storing the Norstar sequence followed by
the Centrex or other system’s feature code.

The preceding instructions explain how to store a single feature
code on a button. Follow the steps below to store the Link signal
plus an extension number to which you frequently transfer calls.

To program an Autodial PBX feature and a dialing sequence:

1. Press

2. Press the memory button on which you want to store the
sequence.

3. Press the desired PBX feature code.

4. Press the sequence of digits or characters to be dialed
after the feature code. The button can store a total of 16
characters.

5. Press the [Hold] button or the [DK] display button
{(M7324 or M7310 telephones only) fo end the
programming.

Speed Dial PBX Features
PBX features, with or without additional dialed characters can be
stored in System Speed Dial codes (01-70) or Personal Speed Dial
codes (71-94). As with Autodial buttons, Speed Dial codes can
store a maximum of 16 characters, including a single character (“F”)
for each press of the button. PBX features that are used
by many people on the system are appropriate for System Speed
Dial entries. Personal Speed Dial is better for storing features that
are tailored to individual requirements. For example, a person who
regularly places his or her telephone in Call Forward to a particular
telephone in the PBX system could program a Speed Dial code to
dial the PBX Link and Call Forward codes plus the extension
number of the other telephone.

Pickup Group
When a call is ringing on a telephone, it can be answered on any
telephone in the same Pickup group. This feature makes it easy for
people to answer calls for absent co-workers.

Operations

Norstar provides nine Pickup Groups so that groups of people who
can effectively answer one another’s telephone calis can be
assigned to an individual Pickup Group. Each telephone can be in
one of the groups, or excluded from all groups. For example, a
telephone in a customer waiting area may be left out of Pickup
groups within the office to prevent customers from answering
incoming calls by mistake.
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Answering a call from another telephone in your Pickup group

requires the use of the button or
For complete instructions, see the “Call Pick-up” section of this
chapter.

Calls ringing on a telephone’s private line cannot be picked up from
another telephone in your Pickup group, but any other call (inside
or outside) can be answered.

For another method of answering a call which is ringing at another
telephone, see “Call Pickup (Directed)” in this chapter.

Each telephone in your system can be assigned to a Pickup Group,
or to none, in the “Permissions” section of Administration
programming.

Prime Line

Your telephone can be programmed to automatically sélect ohe of
the following line types whenever the receiver is lifted or the

button is pushed:

+ OQutside line
* Intercom line
+ Line Pool

* None

If an outside line or Line Pool has been assigned as the Prime Line
for your telephone, there is no need to first select an outside line
before making a call or using outside Autodial, Speed Dial or Last
Number Redial. Automatic Outgoing Line Selection will select a
free line if you are not already using your telephone and the Prime
Line is free.

If your telephone has no Prime Line or if the Prime Line is busy,
press an outside line button before using outside Autodial, Speed
Dial, or Last Number Redial.

This feature is controlled by your Installer or Service
Representative in the “Line Access” section of Configuration
programming.
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Prime Phones (Multiple? o
Prime Phones occupy a central position in the Norstar system and

provide backup answering for lines that normally ring at other
telephones. If your office has a main reception area, that is where
a Prime Phone is most useful.

Multiple Prime Phones allows you to distribute the responsibility for
call handling among numerous telephones within your Norstar
system. Each outside telephone line supported by your system can
have its own Prime Phone assigned in Configuration programming. -
Each line can have only one Prime Phone, but a single telephone
can be the Prime Phone for more than one line. This allows
various areas of your office which share outside lines to also share
a Prime Phone to handle unanswered calls.

If your system has lines that are not assigned to any telephones,
incoming calls on these lines will ring on Intercom buttons at the

Prime Phone.
Feature If your outside line has a Prime Phone, you can use the following
Operations Norstar features to help manage your calls: '

Delayed Ring Transfer (DRT) transfers your outside calls to
the Prime Phone if they are unanswered after a specified
number of rings. DRT functions only for calls on an
outside line which has a Prime Phone assigned to it.
DRT is turned ON or OFF in Administration
programming.

Do Not Disturb transfers incoming calls on an outside line
to that line’s Prime Phone.

If Call Forward directs your calls to a telephone that is
unable to take a call, the call will be directed to the Prime
Phone assigned to the outside line which the call is on.

If a call resulting from Call Park Callback or Transfer
Callback cannot ring at the telephone which parked or
transferred the call, the call will be forwarded to the
Prime Phone assigned to the outside line which the call
was originally on.

Held Line Reminder is activated at a Prime Phone two
minutes after it begins at the originating telephone. Held
Line Reminder functions only for calls on a line which is
not private and has a Prime Phone assigned to it.
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If your telephone is designated as a Prime Phone, you can use
Call Forward (No Answer), Call Forward (All Calls) or Do Not
Disturb to prevent incoming calls. When Call Forward is active, all
calls arriving at your telephone will be redirected to the specified
telephone, whether or not they have already been forwarded to
your telephone from another. Because a Prime Phone is a backup
answering telephone for various lines in your system, make sure
that you do not forward calls to a telephone at which they will
remain unanswered.

Prime Phone assignment is controiled by your Installer or Service
Representative in the “Line Data” section of Configuration
programming.

System Coordinator Guide




162 / Feature Operations

Priority Call

This feature should be used carefully, or only for urgent calls.

Priority Call allows you to force a connection with another
telephone in your office, when that telephone is busy or using Do
Not Disturb. You can also use Priority Call to make a Voice Call to
a telephone which has Voice Call Deny turned ON.

Priority Call will not override Call Forward. If this feature is active at
the telephone you are trying to reach, your call will be forwarded.
You can use Priority Call (if necessary) to contact the telephone to
which your call is forwarded, but not to contact the original
destination telephone.

There are three perspectives to a Priority Call: that of the person
making the call, that of the person receiving the call, and that of a
third person whose call is forced onto Exclusive Hold. The ways in
which Priority Call feature affects these three people are explained
Feature below.

Operations

When you make a Priority Call:

If the telephone you are trying to contact has an available Intercom
button, your call will proceed as a Voice Call on that button. In this
case, both telephones can put the cali on Hold. If a Priority Call is
placed on Hold at either telephone, or is transferred, it is no longer
a Priority Call.

If the telephone you are trying to contact does not have an
available Intercom button, your call will proceed like a Page. The
person you are contacting will only be able to use the button.

If you contact one of your co-workers, and [0o not disturb |
appears on your display, the Priority Call feature will connect your
call as a Voice Call immediately. During the Priority Call, the
person you are calling will hear a periodic tone which indicates that
the telephone microphone is ON, and you can hear the person
whom you are calling.

If you contact one of your co-workers, and your display shows
[0n onother call ] or[<name> busy | , the Priority Call
feature will place your co-worker’s active call on Exclusive Hold,
and connect you with your co-worker’s telephone.

If your display shows [On_ancther call] , you will not hear a
busy signal. This means that your co-worker is active on another
call, but still has an available Intercom line.
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When you receive a Priority Call:

If you are active on a call and someone makes a Priority call to your
telephone, [Friority <name* |appears on your display, and the
indicator beside a programmed (Do Not Disturb) button
flashes. On the M7324 and M7310 telephones, appears
beneath the display message. You have the option of preventing
the Priority Call by pressing the button or the
display button. H you do not, the Priority Call will force your active
call on Exclusive Hold after eight seconds. Remember to notify
the person to whom you are speaking that the call is about to
be placed on Hold.

If you use the button to block a Priority Call, the Do Not
Disturb feature is not turned ON at your telephone. Your telephone
will continue to function as normal.

When a Priority Call ends, you are immediately re-connected to
your original call. When you accept a Priority Call which places an
active call on Exclusive Hold, do not end the call yourself. If both
you and the person who made the Priority Call happen to press

at the same time, your active call may be disconnected.

If you are not active on a call, but have Do Not Disturb or Voice Call
Deny turned ON, a Priority Call to your telephone will proceed
immediately as a Voice Call. You will not be given the option of
blocking the call.

When the person you are speaking to receives a Priority Call:
If the person you are speaking to receives a Priority Call attempt,
the call will either be blocked or accepted.

If the person presses the display button, or the
button, the Priority Call is blocked. You will be unable to detect that
a Priority Call attempt has been made.

If the person accepts the Priority Call, you will be warned that your
call will be placed on Hold within eight seconds. While your call is
Held, it can only be retrieved from the telephone at which it was
placed on Hold.
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To make a Priority Call:
1. Make aninside call.[Calling <name> | appears on
your display for three seconds.
2. Wait for the Call Identification message to change and
show the status of the telephone you are calling.
If the display shows| Do not disturhb | |
[On another call] or [<name> busy ]

3. Press [Feature|[6][9]
OR

Press the [Priority Call] button

Press [FRIORITY] (M7324 and M7310 telephones
only).

If your co-worker’s telephone is in Do Not Disturb mode,
your call is connected immediately.

If you are interrupting an active call, your display will
show [Please wait... | foreight seconds while
your co-worker has the option of blocking your call.

If your co-worker blocks your call, [CalT bloc ked |
appears on your display. If not, your call is connected.

4. When your call is finished, press

To block a Priority Call:
When a Priority Call attempts to interrupt an active call on your
telephone, your display shows [Priority call], the indicator
beside a programmed button flashes, and the
display button appears beneath the message on M7324 and M7310
telephones.
1. Press
OR
Press (M7324 and M7310 telephones only).
The Priority Call is blocked. The display on the phone
that attempted the Priority Call shows the temporary
message| Call blocked ] to confirm that the block
has been successful.
2. Continue with your original call. The person with whom
you are speaking cannot tell that there has beena
Priority Call attempted at your telephone.

The Priority Call feature is assigned to a telephone in the
“Permissions” section of Administration programming.
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Privacy
When you are on an inside or outside call, no other telephone with
the same line can disturb your call. If you put a call on Hold, the
call can be picked up on another telephone. Once the call is taken
off hold, it is private again.

Use Exclusive Hold to keep a call private while on hold. The call's
indicator pp will flash only on your telephone. From other
telephones, the call will appear to be a connected call.

Private Line
A Private Line guarantees call privacy and line availability.

If your telephone is assigned a Private Line, that line is exclusive to
your telephone (and the Prime Phone if desired). Calls that are put
on hold or left unanswered on this line cannot be picked up on any
other telephone. If unanswered after three rings, Delayed Ring
Transfer causes your calls to ring at the Prime Phone.

Call Forward, Transfer, and other call handling features operate in
the same way on a private line as on a public or pool line.

This feature is controlled by your Installer or Service
Representative in the “Line Data” section of Configuration
programming.

Pulse/Tone Dialing

Each outside line is assigned either pulse or tone dialing by the
Installer or Service Representative in Configuration programming.

Pulse dialing is the traditional method of dialing used by rotary dial
or push button single line telephones. It is less advantageous than
tone dialing, but is necessary to gain access to certain types of
outside lines.

Tone dialing is a more advanced system, as the tones allow
telephones to communicate with other devices such as a data
communication device or computer. Tone dialing is also necessary
to access Centrex or PBX features if your system is connected to a
Centrex or Public Branch Exchange.

You can check to see whether your telephone is programmed for
Pulse or Tone dialing by using the System Settings feature
described later in this chapter.

This feature is controlled by your Installer or Service
Representative in the “Line Data” section of Configuration
programming.
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Release Button

Pressing ends a call without putting the receiver down, ends
a Handsfree call, or ends feature programming.

Do not press the orange to end a feature that you are using
while active on a call (such as Contrast Adjustment or Show
Message). The grey button should be used in such
cases, as the button will disconnect the active call.

Restriction Passwords
A Restriction Password is a four-digit password which allows a
person to make calis normally not permitted because of Call
Restrictions. Norstar supports the use of up to 100 separate
Restriction Passwords.

Feature The Restriction Password feature code ( [Feature][6][8 ] or the
Operations [Override |) button can be pressed either before or after selecting a
line for your call. The Restriction Password feature does not select
a line automatically.

If you do not enter a four-digit password within 15 seconds after
activating the Restriction Password feature, your display shows
[Feature timeout| and you hear an error tone.

To use a Restriction Password:

1. Press the button
OR

Press [Feature][6][8]

2. Enter the password recorded in your Programming
Record or in the Job Aids chapter of this Guide.

3. Dial your call.

Restriction Passwords are programmed in the “Passwords” section
of Administration programming.
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Ring Again on Busy
Ring Again eliminates the need to make repeated attempts to
contact people within your office. Ring Again on Busy alerts you
when a busy inside telephone becomes available.

This feature must be activated before you disconnect your call.
When you call a telephone which is busy, your display shows
Calling <name> | for three seconds, and then shows
On another call| or[<name® busy | Onthe M7324 and
M7310 telephones, the display button appears (and a
button, if programmed).

To use Ring Again on Busy:
1. While the call is ringing, press
OR
Press

The call is disconnected.

The display shows [Ring Again OH | - . Opelj‘z';lit

2. When the telephone you were calling becomes
available, you hear an alerting tone. [Call <name: 7 |
appears on the display, and an indicator beside the
[ Hapgsfee | button or an button flashes.
Press the button beside the flashing indicator. The Ring
Again feature dials the Intercom number of the
telephone you wish to contact.

To use Ring Again on Busy (M7310 or M7324 telephones only):

1. While the call is ringing, press the display
button. The display shows|[Ring again?]

2. Pressthe display button.

3. When the telephone you were calling becomes
available, you hear an alerting tone. [Call <name>? |
appears on the display, and an indicator beside the
button or an button flashes.
Press the display button or the button beside the
flashing indicator. The Ring Again feature dials the
Intercom number of the telephone you wish to contact.
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To cancel Ring Again:

1. Press [Ring Again]| again.
OR
Press [Feature][#12]

Ring Again on Busy Line Pool

Norstar allows up to three Ring Again requests to exist for each
Line Pool in your system. If you get a busy signal or the

[Mo free lines|message when you attempt to use a Line Pool,”
activate Ring Again. When a line becomes available in the

Line Pool, you will hear an alerting tone and your display will show

[Use Tine pool? ]

If more than one Ring Again request is active on a single Line Pool,
a free line will offer the free line to the first telephone which
activated Ring Again.

Feature

Operations Ring Again on No Answer

Ring Again on No Answer alerts you when activity next occurs at an
inside telephone where there was previously no answer. When the
activity at the other telephone ends, your telephone alerts you.

Ring Again cannot be used on a call made as a Voice Call.

To use Ring Again on No Answer:

1. While the call is ringing, press
OR
Press
The call is disconnected. The display shows the
temporary message: [ Ring Again OM]
When the telephone you were calling becomes
available, you hear an alerting tone. [Call <name:? |
appears on the display, and an indicator beside the
button or an button flashes.

2. Press the button beside the flashing indicator. The Ring
Again feature dials the Intercom number of the
telephone you wish to contact.
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To use Ring Again on No Answer (M7310 or M7324
telephones):
1. While the call is ringing, press the display
button.
The display shows | Fing again? ]
2. Pressthe [YES | display button.
The call is disconnected. The display shows the
temporary message: [Ring Again ON |
When the telephone you were calling becomes
available, you hear an alerting tone. [Cal |l <name>? ]
appears on the display, and an indicator beside the
button or an button flashes.
3. Pressthe display button or the button beside the
flashing indicator. The Ring Again feature dials the
Intercom number of the telephone you wish to contact.

To cancel Ring Again:

When Ring Again is active: < Feat
1. Press [Ring Again Operatio

OR
Press
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Ring Type
One of four different tone combinations can be selected to give
your telephone a distinctive ring. This makes it easier to identify
your telephone’s ring where telephones are grouped together in an
open office.

To select a Ring Type:

M7324 and M7310 Telephones
1. Press [Feature][* ][6]
Your hear one of the ring types for two seconds.
2. Press the display button
OR
Press , , , or from the dialpad.
The display shows [Ring type <x>|wherex is1,2,
3,0r4,

You hear the selected ring type for two seconds.

Feature i i i :
Operations 3. Repeat step 2 until you hear the ring type you prefer.

4. Press the display button.
OR
Press the button.
OR
Wait a few seconds.
The telephone records the last ring type selected.

M7208 Telephone
1. Press [Feature][ *][6]
You hear one of the ring types for two seconds.
2. Press . , , or on the dialpad.
You hear the selected ring type for two seconds.
3. Repeat step 2 until you hear the type of ring you prefer.
4. Press the button

OR
Press the button
OR

Wait a few seconds.
The telephone records the last ring type selected.
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Ringing Line Preference

Each telephone in a Meridian Norstar system can be programmed
to ring for incoming calls on some or all of the outside lines that
appear on the telephone. For example, a telephone can have
buttons for Lines 1 to 6, but have only Lines 3 and 4 programmed
as ringing lines. An incoming call on any of the six lines will cause
the appropriate line button indicator to flash, and the telephone can
be used to answer the call. But only calls on lines 3 and 4 wili
cause the telephone to ring. This is especially useful for people
who monitor other telephone lines, but only want their own lines to
actually ring.

If a telephone has a Prime Line, that line is usually a ringing line. A
Prime Phone or a receptionist’s telephone usually has many ringing
lines.

The ringing lines for a telephone are specified by the Installer in the
“Line Access” section of Configuration programming.

Ring Volume

The volume of the ring on a Meridian Norstar telephone can be
adjusted either when it is ringing with an incoming call, or when
ringing is caused by following the procedures below. Once
adjusted, the telephone will ring at the same volume each time until
it is adjusted again.

To adjust Ring Volume:
1. Press [Feature][* 8 ]0]
The telephone rings for four seconds.
2. Press the Volume bar repeatedly to adjust the ring
volume. '

Run/Stop Code

The Run/Stop code [Feature][* ][9] is used to insert a break point
in a sequence of dialed numbers or characters that is stored for
automatic dialing. It is best to make sure that your telephone is
using “Tone” rather than “Pulse” dialing, as pulse signals may not
be understood by PBX, Centrex, nor similar systems.

Whereas Pause and Timed Release insert time delays of a specific
length into a dialed sequence, the Run/Stop code allows you to
manually control the delay period, or to dial certain sequences in a
repeating cycle.
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When you use Run/Stop codes, one press of an Autodial button or
Speed Dial code dials the programmed sequence up to the break
point. The next press dials from the break point to the next break
point or to the end of the sequence. Another press begins again
from the beginning of the sequence.

Your Norstar system only stores up to three Run/Stop sequences
on each Personal Speed Dial code or Autodial button. Digits stored
after a fourth Run/Stop sequence are ignored. A System Speed
Dial code can hold only one Run/Stop sequence.

Each Meridian Norstar telephone retains its position in a Run/Stop
sequence indefinitely, even across power interruptions. If a
memory button is used to dial a stored sequence up to a break
point, and the button is not pressed again for several months, the
next press will still dial the sequence after the break point.

Each Meridian Norstar telephone uses sequences containing break
points independently. [f one telephone is left in a position to dial
the sequence after the break point, another telephone in the system
still dials the first part of the sequence by using the same Autodial
button or Speed Dial code.

Feature
Operations

Refer to the “Centrex” and “PBX” sections of this chapter for further
information regarding the Run/Stop code.

The following instructions provide a good example of the uses of
the Run/Stop feature is placing a call to a company which has an
Automated Attendant. When your call reaches the main
switchboard, you are prompted to dial the extension number of the
person with whom you want to speak. If you call often to one
particular person in that company, you may wish to program the
company number, a break point, then the extension number as
one Autodial button. The following instructions show how this can
be done.
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To program an Autodial button using Run/Stop:
1. Press
2. Press the Autodial (memory) button which you wish to
program.
3. Dial the first part of the dialing sequence (the company
phone number).
- 4. Press [Feature][ *][9] to store a break point in the
S sequence.
C 5. Dial the remainder of the sequence (the extension
number you wish to reach).
6. Press or The display shows

Key programmed

To use the Autodial button with Run/Stop:

1. Press the Autodial button.
The Run/Stop feature dials the first half of the
programmed number sequence, then stops.

2. Wait for the recording to prompt you to dial the extension
number. ) )

3. Press the Autodial button again.
The Run/Stop feature dials the remaining digits of the
sequence and your call is connected.
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Saved Number Redial

Saved Number Redial allows you to store the number of your
active outside call in Norstar's memory, and dial the same number
later by pressing only one button.

Saved Number Redial stores up to 16 digits if the number you have
dialed is longer, only the first 16 digits will be stored.

You can use the dialpad, Speed Dial, an Autodial button, or Last
Number Redial to dial a number which you want to save. If you are
using a Line Pool when you save an outside telephone number,
Saved Number Redial does not store the Line Pool Access code.
Saved Number Redial stores one number for each telephone in
your system, but if you have more than one outside line on your
telephone, Saved Number Redial does not store a number for
each line.

To save a humber:

Feature

Operations 1. Make a call to an outside telephone number.
2. Atany point during the call, press [Feature][6][7]
OR

Press the button.

Your display shows |[Humber =awed]|and then shows
the digits of the number which it has saved.

To use Saved Number Redial (with an outside Prime Line):
1. Press [Feature]|[6]7]
OR

Press the | Saved Number| button.

Your display shows the saved number, and the Saved
Number Redial feature automatically selects a line.
If no number is stored for your telephone, the display
shows
Mo saved number]

2. Wait for two seconds. After this time, the Saved Number
Redial feature dials the number shown on the display.

If the Prime Line setting for your telephone is assigned in
Configuration as “None”, the Saved Number Redial feature will not
select an outside line automatically. When you attempt to use this
feature, you will hear an error tone and your display will show
[Select a line |
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If the Prime Line setting for your telephone is assigned in
Configuration as an Intercom line, the Saved Number Redial
feature attempts to dial the outgoing call on a Line Pool line. If your
telephone is not assigned to a Line Pool, you will hear an error tone
and your display will show [Salect a line |

To use Saved Number Redial (with no Prime Line):

1. Pressa button.

2. Press [Featurel[6]7]
OR
Press the button.
The display shows the digits of the saved number. If no
number is stored for your telephone, the display shows
[Ho saved number |

3. Wait for two seconds. After this time, the Saved Number
Redial feature dials the number shown on the display.

If you attempt to use Saved Number Redial while you are on either
an incoming outside call or on an inside call, your display will show
[Mo number saved | and you will hear an error tone.

Prime Lines is assigned to your telephones by your Installer or
Service Representative in the “Line Access” section of
Configuration programming.

Selective Call Forward
Selective Call Forward is a means of using the Do Not Disturb
feature to send an incoming call on an outside line to the Prime
Phone instead of answering it yourself. Your telephone will be left
in Do Not Disturb mode after using this feature.

To use Selective Call Forward:

While an outside call is ringing:

1. Press the (Do Not Disturb) button.
OR
Press
The display shows |00 not disturb |
The call is transferred to the Prime Phone associated
with the outside line the call is on. Your telephone
remains in Do Not Disturb mode.

Prime Phone line assignment is determined by your Installer or
Service Representative in the “Line Access” section of
Configuration programming.
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Speed Dial — Personal
Speed Dial gives you fast access to frequently-called numbers by
entering a two-digit code. Anyone with a Norstar telephone can
store up to 24 outside phone numbers using Personal Speed Dial
codes and can change the phone numbers at any time.

The Personal Speed Dial memory for each telephone is
independent; if the telephone is moved within the system, the
Personal Speed Dial numbers will be retained with the phone.

The Personal Speed Dial codes range from 71 to 94. Each Speed
Dial number may contain up to 16 digits.

You may have a Personal Speed Dial card attached to the base of
your telephone in a pull out drawer. When you need a quick
reference to programmed Personal Speed Dial numbers, pull the
tab, and the chart will swing out so that you can check the
numbers. If you do not have Personal Speed Dial cards for your
office’s telephones, see your Service Representative to place an
order .

Other Norstar features that also provide convenient access to
stored phone numbers are System Speed Dial and Autodial.

To store Personal Speed Dial codes (M7208):

1. Press [Feature][* ][4 | The display shows|Enter code:]

2. Enter a two-digit code between 71 and 94.
The display shows [Frogram and HOLD]

3. Enter the desired outside number, including all digits that
you must dial when placing the call manually.

4. Press The number is now stored.

5. Record the name and the assigned two-digit code on the
Speed Dial Card beneath your telephone (if available),
or in a convenient place near your telephone.

To store Personal Speed Dial codes (M7324 and M7310):
1. Press [Feature][* |4 The display shows|Enter code: |
2. Enter a two-digit code between 71 and 94.
The display shows [Enter digits: ]
3. Enter the desired outside number, including all digits that
you must dial when placing the call manually.
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4. Press or The number is now stored.
5. Record the name and the assigned two-digit code on the
Speed Dial Card beneath your telephone (if available),

or in a convenient place near your telephone.

To erase a Personal Speed Dial code:

1. Press
The display shows | Enter code: |

2. Enter a two-digit code between 71 and 94.

The display shows | Enter digits:] (M7324 and
M7310) or |Program and HOLD]| (M7208).

3. Press [Haldl or [0K] (M7324 and M7310 telephones
only). [Entrysxx> erased] appears on the display.
<xx* is the number of the Personal Speed Dial code
(71-94) which has been erased.

To use Personal Speed Dial:

1. Press the button.
OR
Press [Feature][0]
The display shows | Speed dial > |

2. Enter a Personal Speed Dial code (from 71 to 94). The
Speed Dial feature selects a line automatically, and dials
the programmed telephone number.

Speed Dial — System
System Speed Dial provides fast access to numbers that are
frequently used by everyone in your Norstar Office System. This
feature allows up to 70 phone numbers to be shared among all your
co-workers. System Speed Dial numbers are stored in the memory
of the Key Service Unit (KSU), and can be accessed from all
telephones in your Norstar system.

System Speed dial entry numbers range from 01 to 70 inclusive.
The entries can be changed only by the System Coordinator in
Administration programming.

A chart is printed in the System Speed Dial part of the Job Aids
chapter of this Guide for your convenience. You can photocopy the
chart, fill it out, then distribute copies to your co-workers.
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To use System Speed Dial:

1. Press the button.
OR
Press [Feature][0]
The display shows [Speed dial * |

2. Press a System Speed Dial code (01-70). The Speed
Dial feature selects a line automatically, and dials the
programmed telephone number.

System Speed Dial does not work under the following
conditions:

The caller enters an invalid code.

Entering codes outside the range of 01 through 94 (for both
Personal and System Speed Dial) causes an error tone and the
display message: [Inualid code |

The caller enters a code which does not correspond to a
Feature telephone number. : - :
Operations An error tone sounds and the display shows [Ma number stored)

The stored telephone number is prohibited by a system-wide
Restriction.
Remove the Restriction or program an Override for this telephone.

System Speed Dial numbers are assigned for your system in the
“System Speed Dial” section of Administration programming.

System Settings _
Norstar provides a feature which allows you to see all of the
Configuration and Administration settings for any individual line or
telephone. While using the System Settings feature, you cannot
change any settings. The feature is intended to permit you only to
check what the settings are in order to understand how each line
and telephone in your system is programmed.

The System Settings feature can only be used on Norstar
M7324 and M7310 telephones.

This feature does not show the settings assigned at individual
telephones, but only the settings assigned in Configuration and
Administration programming.
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If you are having problems with a line or telephone, System
Settings is the ideal place to look to discover what the problem
might be. Before you call your Installer or Service Representative
for assistance, check the setting of the line or telephone and make
sure that there are no obvious problems. If you call your Installer or
Service Representative, be prepared to describe the line or
telephone settings over the telephone. With this information, it is
very likely that your Installer or Service Representative will be able
to help you immediately.

You can use this feature while you are active on a call. This makes
it easy to inform another person of the settings you are checking as
you check them, and saves you the trouble of recording each
setting and introducing possible error.

This feature uses [BACK] , [HOM | and [HEXT] display buttons in

the same way that Administration programming uses the buitons

labelled by the Programming Overlay. . Feat
) Operatig

How to check telephone settings
The following procedures describe how to check the settings for a
telephone in your system. If a particular setting does not apply to
the telephone you are checking, it will not appear on the display of
your telephone as you scan these settings. For example, if no
Restrictions are applied to the telephone you are checking, the
[ Restrictions | message appears as [0 Restrictiaons]
and no display button appears.

To check the Name of a telephone:.

1. Press [Feature|* | *I[SI[E[T]
OR
[ Feature] *1[ *][7][3] 8]
The display shows [ Show set:_ |

2. Enter the Intercom number of the telephone you wish to
check. The digits appear above the cursor.
The display changes to the programmed name of that
telephone: for example, |S5=t 221: Fat W |
OR
Press the display button. The display shows
the programmed name of the telephone with the lowest
Intercom number in the system.
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To check the lines assigned to a telephone:

Begin with the [Set<xxx> : <name* |message on the display and
follow the steps below. <xxx* can be a two, three, or four-digit
number, depending upon the size of your system.

1. Press [SHOW ] The display shows [Line Access

2. Press [SHOW] The display shows [Line xx:Ring
or [Line xx:Mo ring Jto tell whether or not the Line”
numbered =x is programmed to ring.

3. Press The display shows the next line assigned
to the telephone you are checking. Repeat this step until
all lines assigned to the telephone have been shown.

4, Press The display shows fname®:Ring |
or
[ ¢name® Ho ring 1o tell whether or not calls arriving
atan [Answer] button on this telephone will ring. The

b Feature <name> is the programmed name of the telephone with

b Operations which the button is associated.

5. Press The display shows [Line pool 1:xxx]
where xxx is the Line Pool Access Code for this Line
Pool.

6. Press The display shows the next Line Pool
which is assigned to the telephone. Repeat this step
until all assigned Line Pools have been shown.

7. Press The display shows [Intercom keys: x|
where » indicates the number of Intercom buttons
assigned to this telephone. This number will not be
greater than eight. .

8. Press The display shows [Prime line:xx |
where xx is the line number of the Prime Line at this
telephone, oris 1 /C (Intercom) or Foalx (Line Pool "X").

9. Press This moves you to the next series of
settings for this telephone: | % Festrictions |
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To check Restriction settings for a telephone:

Begin with the [Set<xxx:: <name> | message on the display
and follow the steps below.

1.
2.

Press The display shows [Line Access ]
Press The display shows [x Restrictions |
where % is the number of Restrictions assigned to this
telephone.

Press The display shows the first Restriction
assigned to this telephone: for example, [ 0: % |
if the default Restrictions have been applied to this
telephone.

Press The display shows the next assigned
Restriction. Repeat this step until all Restrictions
assigned to this telephone have been shown.

Press This moves you to the next series of
settings for this telephone: [ * Ouerrides | -

To check Override settings for a telephone:

Begin with the [Set<xxx>: <name:| message on the display
and follow the steps below.

1.
2.

Press The display shows| Line Access |
Press twice. The display shows

|# Overrides | wherexx is the number of Overrides
assigned to this telephone.

Press The display shows the first Override
assigned to this telephone: for example,| 1200: Y |
if the default Overrides have been applied to this
telephone.

Press The display shows the next assigned
Override. Repeat this step until all Overrides assigned
to this telephone have been shown.

Press This moves you to the next series of
settings for this telephone: | Fermissiaons |
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To check Permissions for a telephone:

To access the Permissions settings:

Begin with the [Set <xxx>: <name>| message on the
display and follow the steps below.

1. Press The display shows [Line Access |

2. Press [HEKT| three times. The display shows
[Permissions]|

To view the Permissions:

The display shows | Fernissions |

1. Press The display shows| Full handsfree:|
with a ¥ (Yes) or N (No) to indicate if this feature is
permitted at this telephone.

2. Press The display shows |[HF Answerback: |
with a ¥ (Yes) or i (No) to indicate if this feature is
permitted at this telephone.

3. Press [NEXRT] The display shows [Pickup group:ix |
The x indicates the number of the Pickup Group to
which the telephone is assigned, orisNone.

4, Press The display shows [Page zone:x l
if that feature is turned ON in Administration. The x
indicates the number of the Page Zone to which the
telephone is assigned.

5. Press The display shows [Rux. Ringer: |
with a ¥ (Yes) ort (No) to indicate if calls at this
telephone will drive the Auxiliary Ringer.

6. Press [NEXT]| The display shows

Iiomuur*d no ansuwr]

Feature
Operations

To check the Forward No Answer settings:

The display shows [Forward no answr]

1. To view the Intercom number of the destination
telephone, press the [SHOUW] display button. The
display shows [Faorward to xxx | where xxx is the
Intercom number of the telephone to which unanswered
calls are forwarded. If the display shows
|[Forward to None], pressm togoto
[Priority call: ]

2. Press [NEXT]| The display changes to
[Forward delay:x | wherex isthe number of rings
before unanswered calls are forwarded.
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To continue checking Permissions:
The display shows [Forward delay: |
1. Press The display shows [Friarity call: |
with a*% (Yes) orH (No) to indicate if this feature is
permitted at this telephone.
2. Press This causes the display to return to the
, [Bet<uxxy: <namer | message, allowing you to
o check the settings for another telephone in your system.
3. To check another telephone, press the display
button to check the telephone with the next Intercom
number in the sequence.

How to check the settings for an outside line
The following procedures describe how to check the settings for an
outside line for your system. If a particular setting does not apply to
the line you are checking, it will not appear on the display of your
telephone as you scan these settings. For example, if no Overrides
are applied to the line you are checking, the [ = Dwerrides. |
message appears as[ 0 Overrides | and no display
button appears.

To check the Name of an outside line:

1. Press [Feature][ *[* L LI T][N]E]
OR

[Feature|[* [[* ][ 5] 4][6] 3]
The display shows [Show Tine:_ |

2. Enter the two-digit number of the line you wish to check.
The digits appear above the cursor.
The display changes to the programmed name of that
line: for example, [Line 25: Private]
OR
Press the display button. The display shows
the programmed name of the line with the lowest two-
digit number.
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To check the settings of an outside line
Begin with the [Line<xx>: <name*] message on the display
and follow the steps below. <xx> is the two-digit number of an
outside line in your system.
1. Press The display shows [Line data |
2. Press again. The display shows [ Type: ]
withpublic, private orpool after the colon.
3. Press The display shows [Fade: |
with pulse or tone after the colon. ‘
4. Press The display shows [Aux=. ringer: |
with aV¥ (Yes) orH (No) to indicate if this line is
programmed in Configuration to drive the Auxiliary
Ringer.
5. Press The display shows [Ful | autahold |
with a' (Yes) ort (No) to indicate whether or not this
feature is turned ON for this line.
6. Press The display shows [Prime set: wxx |
Feature The number = is the Intercom number of the Prime
Operations Phone assigned to the line, or is Hone.
7. Press This moves you to the next series of
settings for this line: [ FRestrictions |

To check Restriction settings for an outside line:
Begin with the [Line<xx*: <name>| message on the display
and follow the steps below.

1. Press [SHOW] The display shows [Line data |

2. Press [NEXT] The display shows [x Restrictions |
where = is the number of Restrictions assigned to this
fine. -

3. Press The display shows the first Restriction
assigned to this line: for example, [O0: Y |
if the default Restrictions have been applied to this line.

4. Press The display shows the next assigned
Restriction. Repeat this step until all Restrictions have
been shown.

5. Press This moves you to the next series of
settings for this line: [« Overrides
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To check Overrides for an outside line
Begin with the[ Lina<xx*: <name* | message on the display
and follow the steps below.

1. Press The display shows [Line data |

2. Press twice. The display shows
[« Ouerrides | wherex is the number of Overrides
assigned to this line.

3. Press The display shows the first Override
assigned to this line: for example, [1800:Y |
if the default Overrides have been applied to this line.

4. Press The display shows the next assigned
Override. Repeat this step until all Overrides assigned
to this line have been shown.

5. Press This moves you to the next series of
settings for this line: [Might seruvice |

To check the Night Service settings for an outside line:
Begin with the [ Line<xx> . <namer] message on the display
and follow the steps below.

1. Press The display shows [Line data ]

2. Press [MEXT] three times. The display shows
[Might service |

3. Press [SHOW| The display shows [Might ctri: xwx]
where xxx is the Intercom number of the telephone at
which Night Service for this line can be turned ON or
OFF, or isMaone.

4. Press The display shows [Hight ring: xxx]
where xxx is the Intercom number of the telephone
which will ring for calls coming in on this line while Night
Service is turned ON, or is None.

5. Press The display shows [Night aux ring: |
with a% (Yes) orH (No) to indicate if calls coming in on
this line will drive the Auxiliary Ringer.

6. Press This causes the display to return to the
[Line<xx>: <name> | message, allowing you to check
the settings for another line in your system.

7. To check another line, press the display button
to check the line with the next highest two-digit number.

~—
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To Exit from the System Settings feature:

At any point during your use of the System Settings feature, you
can exit from the feature and return to telephone to its regular
display message by following the steps below.

1. Press

The System Settings feature will be cancelled.

OR
Press the [OUIT]| display button under the
[Show set:_ | or [Show line:— |message.

The System Settings feature will be cancelled.

Time and Date

The Time and Date appear on the display of your telephone when
you are not on a call. The default setting for Time and Date is 1
Feature Jan 1989 1:00 am at the time of initial installation-

Operations L“'Cm 7 1-00 am I

If your Norstar system suffers a power interruption, the Time and
Date display stops, then resumes counting when power is restored.
The difference between the displayed time and the actual time is
the length of the power interruption.

The English Time and Date display is in 12-hour format, with “am”
or ‘pm” following the time. Alternate language displays are in 24-
hour format.

English Sept 13 2:37 pm|

Spanish 12 Sep 14:37 |
French 13 sept 14h37 |

Note:  The Call Duration Timer feature does not work for calls
which are active while you are setting your system’s clock.

Time and date are adjusted in the “Time and Date” section of
Administration programming.
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S Timed Release
E Dial a Timed Release signal whenever you want to release a call
from your line but retain the use of the line for another call.

The Timed Release is also required as part of some dialing
sequences when signaling a remote device or reaching through a
PBX or Centrex system. ltinserts a 1.5 second pause into the
sequence. For more information, see the “Centrex Features” and
“PBX Features” sections of this chapter.

Generate a Timed Release signal by pressing You
can create a button to send the signal with one
press if you program an Autodial button with the feature code. See
the “Feature Access” section of this chapter for instructions.

Timed Release | works only when a line is active.

Transfer

The Meridian Norstar system offers three convenient ways to
transfer calls:

Transfer [Feature|[7][0]
Transfer using Conference
Transfer using Hold

Transfer provides two ideal means of transferring an outside call to
someone else in your office.

The fastest method, Transfer without Announcement, fransfers
an incoming call directly to a co-worker’s telephone. If there is no
answer, the call returns to ring at your telephone.

The second method, Transfer with Announcement, allows you to
discuss the call with your co-worker before transferring the call.
Transfer With Announcement is also useful if your manager asks
you to connect him with a person who is hard to reach. Once you
have the person on the ling, you can call your manager and
connect the two calls.

Both methods allow you to reconnect with the party you are
attempting to transfer, up until the time you press the final button of
the transfer sequence. The procedures for transferring calls using
this feature are given in the following pages and on the User Cards
for each Norstar telephone.
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Transfer using Conference allows you to introduce two people to
each other in a three-way conversation before leaving them
connected. This feature works best when one of the parties is on
your Norstar system, but it does allow you to connect two outside
parties by putting a conference on Hold at your telephone. If this
method is used, you must monitor the call and disconnect when the
two outside parties have finished their call. If you release yourself
from the call, both parties will be disconnected.

Transfer using Hold, is a simple but effective method of
transferring calls. Transfer Using Hold allows you to privately tell
someone in your office that there is a call for him on a certain
outside line. To accept the call, your co-worker presses the
flashing line indicator on his telephone. Otherwise, you can return
to the caller and take a message or explain that the other person is

unavailable.
Transferring a call to someone in your office
Feature The following procedures show how a call can be transferred using
Operations the methods described above.

Transfer without Announcement
While on a call;

1. Press
OR
Press [Featurel[7][0]

OR
Press (M7324 and M7310 telephones
only).

The display shows [Transfer to: |

2. Dial the Intercom number of the person to whom the call
will be sent.
OR
Press the line button of a held inside cail to connect the
two parties. The call is immediately transferred, and
you are disconnected.

Transfer Caliback
If the telephone to which you have transferred a call is busy,
or if your transferred call is not answered after a specified
length of time, the Transfer Callback feature returns the call
to your telephone.

Refer to “Transfer Callback” in this chapter of the Guide for
further information.

Sy AM it
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Transfer with Announcement (M7324 and M7310 telephones

only).
1. While on a call, press
OR
Press [Feature][7][0]
OR

Press [TRAMSFER
The display shows [Transfer ta: |

2. Press The display changes to
[Announce to: |

3. Dial the Intercom number of the person to whom the call
will be sent.
OR
Press the line button of a held inside call.

4. When the call you have placed is answered, announce
the call you are transferring.

5. Pressthe display button to connect the two
calls. The display shows [Call transferred] for . Featu
three seconds and you are disconnected from the call. Operatio

To cancel Transfer:
This feature works only with the Transfer (with or without
Announcement) feature.
1. While you are attempting {o transier a call,
[Transfer to: | or [Announce to: | appears
on the display. At this point, you can cancel the transfer.
2. Pressthe display button or the line button
with the flashing indicator for the call you were
attempting to transfer. You are automatically
reconnected to the call.

Transfer Using Conference
While on a call:
1. Call the person to whom the first call will be transferred.
(The first call will be automatically placed on hold).

2. After the call is answered, press
OR
Press
3. Press the line button of the held call.
4. To disconnect yourself from the call, press
(M7324 and M7310 telephones only)
OR
Press
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Transfer using Hold

Note: This method can only be used to transfer an outside call
to another telephone that has a button for the line that the
outside call is using.

While on an outside call:

1. Press
OR
Place an inside call to your co-worker. The outside call
is automatically placed on hold.

2. Tell your co-worker which line button to press to pick up
the call.

3. Atfter the line indicator P stops flashing on your
telephone, hang up or proceed with other calls.

Transferring an outside call to another outside party
While on a call:
1. Put the first call on hold by pressing the [Hold] button or
selecting another line (Automatic Hold).
2. Call the person to whom the first call will be transferred.
Wait until the call is answered before going to step 3.
3. Press
OR
Press
Press the line button of the held call.
To remove yourself from the call, press
If both parties are outside your office, their two lines
must remain busy at your telephone until the
conversation is finished. If this method is used, go to
step 6 only after both parties have hung up.
6. Press

Feature
Operations

ok
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Transfer Callback

Callback to your telephone occurs if you have Transtfer without
Announcement to send an outside call to a co-worker’s telephone,
and your co-worker does not answer. After a specified number of
ring cycles, the outside call returns to your telephone. Callback is a
convenient feature for receptionists, as it allows them to take
messages from outside callers who have been transferred.
Callback does not occur with inside calls.

If a transferred call cannot ring at the destination telephone,
Callback occurs immediately. If the caller hangs up, Callback may
still occur. When you answer the Callback call, you will hear a dial
tone.

Callback occurs only at the telephone that attempted the transfer.

If the call came in on an outside line, the Callback call rings on that
line if it is available; otherwise, the call rings on an Intercom line. If
no free line is available, the Callback call is transferred to the Prime

Phone.
On a system that has a Prime Phone and Delayed Ring Transfer Feat
activated, a Callback call will be directed to the Prime Phone after a Operatig

specified number of rings if the original telephone does not answer.
If a Callback line is not answered at the Prime Phone within three
minutes, the outside call is disconnected.

Do Not Disturb (if it is turned ON at the transferring telephone)
cancels the ringing for a Callback call, but not the flashing of the
indicator.

Callback cannot occur at a telephone that is initializing your system,
or is in an Administration, Configuration, or Maintenance session.
To reconnect with your original caller (M7324 and M7310

telephones): .
1. Press the display button
OR

Press the line button which the call is on. You are
connected with your original call. If you have attempted
to transfer more than one call, pressing
will connect you with the call which has been waiting to
be answered for the longest period of time.

To reconnect with your original caller (M7208 telephone):
On the M7208 telephone, a call arriving at your telephone through
the Callback feature will appear as a regular ringing call.

The Callback delay time is controlled by the Installer or Service
Representative in the “Call Handling” section of Configuration
programming.
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Trunk Answer (from any telephone)
Trunk Answer (from any telephone) allows you to answer a
telephone which is ringing in your office from any other telephone
within your Norstar system.

This feature only works with calls which are ringing on lines that
have Night Service turned ON. If the line does not have Night
Service turned ON, it must be answered using another method,
such as Call Pickup (Directed or Group).

Trunk Answer cannot be used to answer calls on Private lines.

To use Trunk Answer (from any telephone):
1. While a call is ringing on a line that is in Night Service,

lift the receiver

OR

Press
: 2. Press [Feature][8][0][0]
- OR
| Feature Press . i
| Operations The display shows [<rame> pickup | where <name> is
' the number or programmed name of the line on which
the call is ringing. The call is immediately connected.

This feature is controlled in the “Night Service” section of
Administration programming.

Voice Call
The Voice Call feature allows you to make a voice announcement
or begin a conversation through the speaker of anocther telephone
in your system. The person you call will hear an alerting tone,
followed by your voice. If Handsfree Answerback is active at the
called telephone, the person will be able to answer you without
picking up the receiver. If Handsfree Answerback is not active, the

person will either have to press or pick up the receiver
1o talk to you.

You cannot make a Voice Call if the receiving telephone is busy or
if any of the following features are active on the receiving
telephone: Call Forward, Do Not Disturb, or Voice Call Deny.
Under these conditions, | Mo _voice cal || appears on your
display and the call is handied as a regular ringing call.

Once a Voice Call has been answered, it can be held, transferred,
or otherwise treated as a normal call.
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To make a Voice Call:

1. Pressthe button before dialing the call.
OR
Press [Feature][6 [6]
[Dial Ucice Call] appears on the display.

2. Dial the Intercom number of the person you wish to
speak to.
After you see the display , the line is
open for you to speak. lf the display shows
|[Ho woice call | | your call proceeds as a regular
ringing call. This may mean that you will hear a busy
signal, or that the call is being redirected.

Handsfree Answerback

The Handsfree microphone is activated when a Voice Call occurs.
A tone is given every 15 seconds to remind you that the
microphone remains ON until you pick up the receiver or press

to acknowledge the call. Feat

Operatio

Handsfree Answerback is controlled by the System Coordinator in
the “Permissions” section of Administration programming.

Voice Call Deny

This feature prevents a telephone from receiving Voice Calls. All
incoming inside calls must then be received as ringing calls.

To use Voice Call Deny:

1. Pressthe button.
OR

Press

The display shows |[Mo woice calls]

To cancel Voice Call Deny:

1. Pressthe button again.
OR

Press [Feature|[#][8][8]

The display shows [Al low voice call]
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Volume Button

The Volume Button is a multi-purpose control for adjusting the
volume of the receiver, telephone ring, Handsfree speaker,
Headset and Background Music. As you use each feature or
Norstar component, press either end of the volume button until the
correct level of sound is reached.

lower volume [¢] T[] higher volume

Refer to the “Ring Volume” section of this chapter for a separate
procedure to adjust this feature.

Wall - Mounted Telephones

All Norstar Telephones can be mounted on a wall. Contact your
Installer or Service Representative to have any telephones in your
system wall-mounted.

| Feature
i Operations
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5 Display Messages

All messages that can appear on the display of your Meridian Norstar
telephones—as error messages or to prompt you while using Norstar
features—are listed below in alphabetical order. The meaning of each
message is explained and, where appropriate, suggestions are given to
assist you in using the feature correctly.

For further information concerning the messages which appear on your
telephone display, see the appropriate sections of the Feature Operations
or Norstar Administration chapters of this Guide.

Programmed line and telephone names that appear in the display
messages are listed as < name >; messages beginning with <name > are
located at the end of the alphabetical listing.

The arrangement of information is as follows:

|Nessuge j

Feature(s) in which the message occurs
Explanation of the message and possible suggestions.

IFlccess denied ]

Administration i

You have attempted to access Norstar Administration from an M7208
telephone.

Use an M7324 or M7310 telephone to access Administration.

Night Service

The telephone you are using is not a Night Control Phone.

In order to activate Night Service, you must use a telephone which is
designated as a Night Control Phone.
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LHIur'm: <xXxXx> J

Alarm Set

This message appears on the designated Alarm Phone and indicates a
loss of electrical power to your system or the failure of a system
component.

Do not panic.

Write down the code numbers that appear on the display and report these -
to your Installer or Service Representative as soon as possible.

|ill|ulu calls J

Cancel Do Not Disturb
This temporary message indicates that the telephone will accept calls (the
telephone is no longer in Do Not Disturb mode).

|FIIIow voice cuIIJ

Cancel Voice Call Deny
This temporary message indicates that the telephone will accept Voice
Calls (Voice Call Deny is no longer activated).

Display
Messages Iﬂlreng joined |

Call Identification
Your telephone is already connected to the telephone you are trying to

call.
Check your active line and Intercom buttons, and use the existing

connection for your call.

Call Pickup

You are already connected to the telephone which made the call. This
can happen if you attempt to pick up a call which a co-worker is making
while you are already connected on a call to that same co-worker's
telephone.
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|Hnnounce to: - l

Transfer (with Announcement)
This message prompts you to dial the Intercom number (or press the
Autodial button) of the telephone to which you want to transfer a call.

[Call blocked |

Priority Call

The person you are attempting to contact has blocked your call. Contact
the person by using the Page or Message feature, or try to call the person
later.

|Cu|l trunsferhedl

Conference/Transfer and Transfer .
This message indicates that the call has been successfully transferred.

|Cu|| <name>7? |

Ring Again

This prompt asks whether or not your telephone should dial the number of
the telephone indicated. <name> is the programmed name or Intercom
number of another telephone within the Norstar system.

|Cu|ling Set<xxx>|

Call Identification

This prompt shows the set number of the felephone (within the Norstar
system) that is being called. The set number appears because no name
has been entered for the set.

rEaIling <name? ]

Call Identification
This prompt shows the programmed name of the telephone (within the
Norstar system) that is being called.
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ﬁuncel foruard J

Cancel Call Forward

This message indicates that Call Forward has been successfully
cancelled. Incoming calls to the telephone will no longer be forwarded to
another number.

lCunceI for: _ J

Message (Cancel Sent Message)
This prompt asks which sent message you wish to cancel.

ﬁuncel> {name? J

Message

(Cancel Message Waiting and Cancel Sent Message)

This temporary prompt indicates that the sent message or message
waiting has been successfuily cancelled.

ﬁun’t ring ugain‘

Ring Again

The call you have made will not allow the Ring Again feature (for example,
an outside call), or your telephone has no active cali.

Use Ring Again only on inside calls when the telephone you are calling is
busy, not answering, or when all lines are in use. In any other situation,
the call must be attempted later.

Display
Messages

Ring Again to an Answer Group

The telephone you are attempting to contact is not in service. Contact the
person who has an button for this telephone, and leave a
message.

Fode: j

Line Pools
This message prompts you to enter the Line Pool Access code to access
one of the nine possible Line Pools in your Norstar system.
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Lpnnfehence busy J

Conference/Transfer

The maximum number of conference calls which your system can support
has been reached. Depending upon the size of your system, there can be
up to 5, 10 or 21 conference calls active at any one time.

LUenied in admin J

Call Pickup (Directed)

This feature is not permitted at your telephone due to the programmed
settings of your system.

Your Installer or Service Representative controls this feature in the “Call
Handling” section of Configuration programming.

Call Pickup (Group)

Your telephone is not a member of a Call Pickup Group. -
Call Pickup Groups are defined under “Permissions” in Administration
programming.

Line Pools

Your telephone does not have access to the requested Line Pool.
Your Installer or Service Representative can assign telephones in your
system to the required Line Pools in the “Line Access” section of
Configuration programming.

Priority Call

Your telephone is not permitted to make Priority Calls due to
Administration programming.

You can turn the Priority Call feature ON for a telephone in the
“Permissions” section of Administration programming.

[Diul memory full—l

Outside Autodial and Personal Speed Dial
This message indicates that the memory space allotted for storing Outside
Autodial and Personal Speed Dial numbers in your Norstar system is full.
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[Dial Voice Call |

Voice Call
This message prompts you to proceed in dialing a Voice Call after
initiating the Voice Call feature.

‘IDo not disturhb |

Call Identification
The telephone you have called is in Do Not Disturb mode. After three
rings your call may be directed to a Prime Phone.

Do Not Disturb
This message remains on the display when your telephone is in Do Not
Disturb mode.

| DND

froam <name> l

Do Not Disturb
This message appears on a Prime Phone when it receives a call
forwarded from a telephone using the Do Not Disturb feature.

[nnn

transfer ’

Do Not Disturb
This message appears on a Prime Phone when a call forwarded from a
telephone using the Do Not Disturb feature has the highest call priority.

|DRT

line <x»> 441

Delayed Ring Transfer

This message appears on a Prime Phone when it receives a call
forwarded from a telephone by means of the Delayed Ring Transfer (DRT)
feature.

Qvetem Canrdinatar Ciiida
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LED espafiol ... 41

Language Choice

This message indicates that the Language Choice feature has been used
to change the display language from English to Spanish. All further
prompts and messages on the display will appear in Spanish, until the
language is changed again.

IEn frangais. .. ]

Language Choice

This message indicates that the display language has just been changed
from English to French. All further prompts and messages on the display
will appear in French until the language is changed again.

IEnteP zone: ‘

Page
This message prompts you to enter the number of the Page Zone on
which you wish to broadcast after activating the Page Zone feature.

LEeature timenu{gw

Restriction Passwords

The 15 seconds allowed for you to enter the four-digit password have
elapsed.

Enter the feature code again, and remember to enter the Restriction
Password immediately. :

IFOPqud denied |

Call Forward

An incorrect Intercom number or autodial button has been used, or you
are trying to forward a telephone to another telephone that is already
forwarded to the telephone you are using (Call Forward—All Calls). This
would create an endless loop, and therefore is not permitted.

Check your number and try to forward your telephone again.
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rFEhwuhd to: }

Call Forward
This message prompts you to dial the Intercom number of the telephone
to which you wish to forward your calls.

 tFDPqud > <nume£]

Call Forward
This message shows the name of the telephone to which your calls are
being forwarded.

'Get call first |

Call Park

You have attempted to park a call when you are not connected to an
active call, but do have one or more calls on Hold. i

If the call you wish to park is on Hold, you must reconnect to the call
before you can park it.

Lﬂeld by <name> _J

Held Line Reminder

This message appears on the Prime Phone if an outside call is held on
any telephone in the system for more than two minutes. The message
shows which telephone piaced the call on hold, and is accompanied by a
Held Line Reminder tone.

[Held call B

Held Line Reminder

This temporary message appears on the display of both the telephone
which has the call on hold and the Prime Phone if an outside call is on
hold for an excessive length of time. The length of time required to
activate this feature is programmed by your Installer or Service
Representative.
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rHeId exclusiuelgl

Exclusive Hold
This temporary display will appear when an outside call is placed on
Exclusive Hold.

r]n

English... 4J

Language Choice

This message indicates that the Language Choice feature has been used
to change the display language to English from the Alternate language.
All further prompts and messages will appear in English, until the
language is changed again.

maintenance )

Maintenance
This message appears on your display while your telephone is being
tested in a Norstar Maintenance session.

use: <name> —[

Administration

Another telephone in your system (specified by <name ») is presently using
Norstar Administration or Configuration.

Locate and use the telephone which is being used, or wait until Norstar
Administration or Configuration is no longer in use.

rjnualid code [

Call Park (Retrieval)
You have entered a number other than 101 through 109. All Retrieve
Park codes are between, and include, these two values.

Feature Access
An incorrect or unprogrammed code has been dialed.
Check the code and try again.
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Line Pool

You have entered an invalid Line Pool Access code.

Check the Job Aids chapter of this Guide for a record of the correct
programmed codes.

Speed Dial
A number outside of the code range (01-70 for System Speed Dial, 71-94

for Personal Speed Dial) has been dialed.

Llpuulid number |

Call Identification
An unavailable Intercom number (beyond the range of your system) has

been dialed.

Ilnualid password|

Restriction Passwords

You have entered a password which is not programmed in your system.
See your System Coordinator for a list of the passwords which you are
permitted to use.

Display llnuulid zone |
Messages

Page
You have entered a code which is not between 1 and 6, the possible Page
Zone choices. Enter a valid Page Zone and attempt your page again.

\Line denied w

Prime Phone
You have attempted to pick up a private call.
Private lines can only be accessed from the telephone to which the line is

assigned.

System Coordinator Guide



Display Messages / 205

rLine in use I

Exclusive Hold
You have attempted to pick up a call which is exclusively held on another
telephone.

Lines (Outside Line Access)
The line is in use at another set.
Use a different line, or wait until the line is free.

Line Pool
The line chosen by the system became active before connecting with your
call. Retry the line poal request.

rLine <x> T

Manual Line Selection

This message appears on the display when a line button is pressed on an
idle telephone, such as when a line is selected prior to making an outside
call.

Automatic Line Selection

This message appears when the receiver is picked up or when the
Handsfree/Mute button is pressed, if the telephone has the Automatic Line
Selection feature assigned.

lLine <x > cullingl

Call Identification

This message shows the number of the line that an incoming external call
is using. This message only appears when the call would not normally
ring at the telephone (for example, if it is redirected from another
telephone by Call Forward).

rline <x»> >pickuaw

Call Pickup

This temporary message indicates a successful Call Pickup and shows
the number (< x *) of the line used by an outside call that you are picking
up from another telephone in your pickup group.
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'rline<x> to prime!

Prime Phone

This message indicates that a call is on an outside line (< x >) which rings
at the Prime Phone, but is not administered to ring at any other telephone
within the system.

rhuintenunce teéiw

Maintenance

When this message flashes on your display message indicates that your
telephone or lines will be tested in a Norstar Maintenance session within
one minute.

If this message remains on your display, it indicates that a Maintenance
test is currently being performed on your telephone set or lines.

rhuke call first !

Call Duration Timer
No call has been made since the last power interruption (since your
telephone’s clock was last stopped).

| Display
t Messages

Priority Call

You have attempted to activate the Priority Call feature while you have no
ringing or busy tone on the line.

Wait until you hear ringing or a busy signal before activating Pricrity Call.

Transfer
You have attempted to transfer a call when you are not connected to one.

ﬁuke calls fir;]

Conference/Transfer
No calls have been established to form a conference call.
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mke second cal IJ

Conference/Transfer
There is no held call to complete the conference call.

mssuge denied J

Messages (Send Message)

An incorrect Intercom number has been dialed, or the set to which you are
sending the message is out of service.

Retry the call, or see your check the Job Aids chapter of this Guide for a
list of correct Intercom numbers.

Messages (Send Message) to an Answer Group

The telephone you are attempting to contact is not in service. Contact the
person who has an button for this telephone, and leave a
message. You can use the System Settings feature to determine which
telephone in your system has an button for the telephone you
are trying to reach.

mssuge for you J

Messages (Message Waiting)
This display indicates that there is one message recorded in your
Message Waiting list.

mssuge to: J

Messages (Send Message)
This message prompts you to dial the Intercom number of the telephone
to which you want to send a message.

Lﬂessuge b <nume>]

Messages (Send Message)
This temporary display indicates that your message has been successfully
sent.
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Wessuges for gm

Messages (Message Waiting)
This display indicates that there are two or more messages recorded in
your Message Waiting list.

|Hicruphone muted’

Handsfree/Mute

This message indicates that the microphone on your telephone has been
turned OFF. The speaker, however, is still operating. You can hear the
person on the other end of the line, but he or she cannot hear you.

[Nusic OFF |

Cancel Background Music
This temporary message indicates that the Background Music feature has
been turned OFF.

\ﬂusic oON T
Display Background Music
Messages This temporary message indicates that music can be heard through your

telephone speaker when no call is in progress.

rﬁeed Handsfree l

Headset

This message indicates that Handsfree/Mute is not programmed for your
telephone. In order to use a Headset, make sure the Handsfree/Mute
feature is turned ON in the “Permissions” section of Administration
programming.

If you are not using a Headset, this message indicates that you have
plugged your telephone receiver into the Headset outlet on the bottom of
the telephone. Check to make sure that your receiver is plugged into the
correct outlet.
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[New Ring Again |

Ring Again
This temporary message indicates that you have activated the Ring Again
feature, replacing a previously requested Ring Again.

|Hight service UH‘

Night Service
This message appears on the Night Control Phone, and indicates that the
Night Service feature has been activated for the specified line.

|No call unswered|

Answer Groups

This message appears if you press your button when there is
no call ringing at the telephone associated with that button.

P

|No call on:<xxx>w

Call Park (Retrieval)
There was no call parked on the Retrieve Park code you have entered.
Enter the correct code to retrieve the parked call.

|Ho call tao purkAW

Call Park
You have attempted to park a call when there are no calls at your
telephone.

|N0 free l|lines |

Line Pool
No lines are available in your line pool.
Set Ring Again or retry the call later.
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:(ﬁb key uuuiluble1

Line Identification

No appropriate line is available for your feature or call.

Wait until the type of line you need becomes available, and attempt 1o use
the feature or place the call again.

last number |

Last Number Redial
No outside number has been dialed since the last power interruption.

line selactedl

Lines (Outside Line Access)
The prime line is in use or not defined.
Select a line manually.

Handsfree/Mute
No line has been selecied.
Select a line manually.

messages ’

Messages (Cancel Message Waiting)
There are no messages in your Message Waiting list. This display
appears for this reason on the M7208 telephone only.

Messages (Cancel Sent Message)
You have not sent any messages.

Messages (Show Message)
There are no messages waiting on your telephone.

[Fe

number saved 7

Saved Number Redial
You have attempted to save the number of an incoming outside call , or an
Intercom call. You can only save outside numbers which you have dialed.
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\No number 3tnred\

Speed Dial

The two-digit code you dialed is a blank Speed Dial entry. It contains no
outside number to be dialed.

|Nu saved number l

Saved Number Redial

You have not saved an outside number since the last time your system
was restarted. The Saved Number Redial memory is empty.

|No veice call I

Voice Call
The telephone receiving the call cannot accept Voice Calls for one of the
following reasons:
+ the telephone is active or ringing with another call
+ the telephone is in Call Forward mode
« the telephone is in Do Not Disturb mode
+ the telephone has Voice Call Deny turned ON.

The call proceeds automatically as a regular ringing call.

Try your Voice Call later, after the condition that prevented the Voice Call
has been removed, or use Priority Call to make a forced Voice Call, if this
feature is permitted at your telephone in Administration programming.

INa voice calls

Voice Call Deny

This temporary message indicates that no Voice Calls will be accepted by

your telephone. It does not prevent you from making Voice Calls to other
telephones.

‘Hormul service

Night Service

This temporary message appears on the Night Control Phone to indicate
that the line has been taken off Night Service and returned to normal
functioning.
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|Hot

in service |

Call Forward

Two or more telephones are linked in a forwarding chain, and one of the
telephones is out of service; a telephone is out of service when it is
disconnected or when it is being used for programming the system.

Wait until the Call Forward has been turned OFF at the telephone which is
forwarded to a telephone which is out of service.

Call Identification

An invalid Intercom number has been used, or the telephone being called
is in an Administration or Configuration session, or has been
disconnected.

Priority Call

You have attempted to contact a telephone which is busy in an
Administration or Configuration session.

Wait until the telephone is free, or use the Page feature o contact the
person you are trying to reach.

Transfer Callback
The telephone to which you are trying to transfer a call is out of service.
Notify your caller that the connection cannot be made at this time.

|Nnt

set ‘

Ring Again
The Ring Again feature has not been activated.

|Humber~ sqved l

Saved Number Redial

You have successfully stored the outside telephone number which you
have dialed. Activating the Saved Number Redial feature will dial the
number which appears after this temporary display.
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IDn another call |

Call Identification

The telephone you have called is active on another call.

If your call is not answered (using the Call Pickup feature), turn Ring Again
ON, or try the call later.

|Dut

of service

Maintenance

This message appears on your telephone when you attempt to use a line
which is being tested in a Norstar Maintenance session.

Use another line to make your call, or wait until the Maintenance session
is over.

Liuge choice: w

Page

When you activate Page - General ([Feature [[6 ][0 ]), this message asks you
to press[1],[2] or [3] on the dialpad (or use the display buttons provided
by the system) to specify the zone in which your page will be heard:

— internal ( [SETS])
— external ( )
— both internal and external ( )

quge timeout 1

Page
The two minutes allotted for paging have expired.
Page again to complete the message.

|Puging ALL ’

Page
This message appears while you are paging all zones in your system.
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Iileuse hang up ]

Maintenance

This temporary message indicates that the line or telephone you are using
will be tested in a Norstar Maintenance session after approximately one
minute.

LPleuse wait.,.. 1

Priority Call

This message appears once you have attempted to place a Priority Call to
an active telephone. It lasts for five seconds, during which period the
person you are attempting to contact can block your call.

[Press held line |

Conference/Transfer o
This message prompts you to press the line button of the call on hold in
order to connect it to your conference call.

Br*inr'itg call l

Display

Messages Priority Call

This message appears on your telephone display while you are connected
on a Priority Call.

|Pr~ior~itg denied—l

Priority Call

You have attempted to place a Priority call to an Answer Group in which
the destination telephone is not connected. Contact the telephone which
has the[ Answer ] button for the Group and leave a message.

,LPr*ior*itg ><nume>1

Priority Call
This message appears on your telephone display when someone is
attempting to contact you using the Priority Call feature.
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To accept the call, wait five seconds for it to connect. To reject the call,

press (Do Not Disturb) or the display button which
appears with this message (M7324 and M7310 telephones only).

|Hestr~icted cull4—|

Call Restrictions and Overrides

The call you are attempting to make is prevented by a system Restriction.
Check the Job Aids chapter of this Guide, or use the System Settings
feature. There may be another line or telephone on which your call is
permitted, or a Restriction Password which will allow you to dial your call.

\iing again? 4]

Autodial (Inside)

On the M7324 and M7310 telephones, this message asks whether you
want to set the Ring Again feature when you cannot get through on a
particular inside call. The message appears on the display of an M7324
or M7310 telephone if you press while you hear either ringing or
a busy signal on an inside call. The message is accompanied by the
display buttons: and , with which you can indicate your

decision.

|Ring again OFF |

Cancel Ring Again
This temporary message indicates that a request for Ring Again has been

cancelled.
|Hing again ON 4‘
Ring Again
This temporary message indicates that a Ring Again request has been
accepted.
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{xx> seconds
until|l disconnect

Maintenance

This temporary message indicates that the line or telephone you are using
will be tested in a Norstar Maintenance session after < xx > seconds. On
the M7208 telephone, this message appears in two parts; each line is
displayed for three seconds.

rgélect a line 47

Lines (Inside and Outside)
This message occurs if no Prime Line has been assigned in Configuration
or if the feature you are using does not automatically select a line.

[ggnd message? 7

Autodial (Inside)

This message asks whether you wish to send a message to a co-worker
who is not able to take your call.

; Display rgaeed dial > 47

Messages

Speed Dial

This message appears before you dial the Speed Dial code for a given
number.

Llpsting Iine<xx>[

Maintenance

This temporary message indicates that Line < xx > will be tested in a Norstar
Maintenance session after approximately one minute. Line <xx > must be
assigned to your telephone in order for the message to appear.

Llﬁeih list fungJ

Message (Send Message)

The Message Waiting list is full on the telephone to which you are trying to
send a message.

System Coordinator Guide N



Display Messages /219

l3 parties only |

Conference/Transfer

You are trying to add a fourth party to your conference call, or trying to join
two conferences together.

Release one person from the conference call before adding another, or
keep the two conference calls separate.

‘Tones denied l

Long Tones

You have attempted to use the Long Tones feature while you are con-
nected in a Conference Call.

Disconnect one party from the conference call before attempting to use
the Long Tones feature.

|Trunsfer denied |

Transfer

You have attempted to transfer an outside call to an outside party while
someone elso is trying to place you in a conference call, thereby
preventing you from transferring the call.

|Thansfer to: |

Transfer
This message prompts you to enter the Intercom number (or press the
Autodial button) of the telephone to which you wish to transfer a call.

|Use line posol? |

Ring Again
If you have turned the Ring Again feature ON for a busy Line Pool, this
message appears when a line in the Pool becomes free.
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lUse unique numegw

Administration: Names
You have attempted to program a name which has already been used for
another line. Use a different name for the second line.

IUoice call l

Voice Call
This temporary message indicates that your Voice Call has been
successfully connected and you can begin talking.

'l?our list full l

Message (Send Message)

Your telephone’s list of sent messages is full.

Cancel one of the messages you have sent (if possible)-or wait until you
have received a reply to another message.

'|VQUP numbenr |

Display Call Identification
Messages You have dialed the telephone or Intercom number of the telephone you
are using.
|<nume> |

Call Identification
This message shows the name of the telephone in your office with which
you are connected.

‘[<digits> |

All features
Digits appearing on the display indicate the number you are dialing, or the
number that is being dialed automatically by the telephone.
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|<nume> busy |

Answer Groups
The telephone you are attempting to call has no button to show your line,
and the button associated with that telephone is in use.

Call Identification
The telephone you have called has no Intercom lines available.
Turn Ring Again ON, retry the call later, or connect using an outside line.

Transfer Callback

The person to whom you are attempting to transfer a call is on another
call.

Notify the caller that the call cannot be completed, but may be attempted
again later.

|<nume> callback |

Call Park Callback
This message appears on a Prime Phone to indicate that an incoming call
is a forwarded Callback Call from an unretrieved Call Park.

Delayed Ring Transfer

This message appears on the display of a Prime Phone when a Callback
call is transferred to the Prime Phone by the Delayed Ring Transfer
feature.

|<x><nume> culled|

Messages

This message shows the name of a co-worker who has sent you a
message. The < x » represents the number of the entry in your Message
Waiting list, with number one being the oldest message.

I(nume> calling |

Call Identification

This message shows the name of a co-worker calling you, or the name of
the telephone being used for an inside call. It also shows you the name or
number of the line on which an outside call has arrived.
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Transfer
This message shows the name of the co-worker who is transferring a call
to your telephone using the Transfer with Announcement feature.

Lfnume> DND ]

Transfer Callback

The telephone to which you are attempting to transfer a call is in Do Not
Disturb mode.

Notify the caller that the call cannot be completed, but may be attempted
again later.

L<nume> foruward |

Night Service
This is a warning that the Night Ringing Phone is in Call Forward, which
transfers the Night Service function to the destination telephone.

,'Tnume> hung up ]

Transfer
Display This message indicates that the party you have attempted to transfer has
Messages hung up before the transfer was completed.

|<nume> no reply |

Transfer Callback .

This message indicates that the call you attempted to transfer was not
answered at the destination telephone, and has now returned to your
telephone as a Callback call.

Notify the caller that the call cannot be completed, but may be attempted
again later.
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|<nume> > pickuﬁgw

Call Pickup

Trunk Answer

This temporary message shows the name or number of the line or
telephone which you are answering using Call Pickup or Trunk Answer
(from any telephone).

[<nume> transfer I

Transfer
This message shows the name or line number of the call which is being
transferred to your telephone.

{name?* <name> |

Conference/Transfer .
This message shows the names or line numbers of the two parties
connected with you in a conference call.

Lipume> > fnpame * |

Answer Groups

This message appears on the secretary’s telephone when a call arrives at
the manager’s telephone. The first <name > shows the name of the
caller’s line or telephone; the second < name > shows the name of the
manager’s telephone. The “>” symbol indicates the direction of the call
(the first <name > placed the call to the second <name »).

Callback (Call Park and Transfer)

When a Callback from a parked call is forwarded to another telephone,
this message shows the name or number of the outside line which the
original call is on and the name or Intercom number of the telephone
which is forwarding the call.

Call Forward

If you place a call and this message appears, it indicates the person you
are calling (first name or Intercom number) and the telephone to which all
its calls are forwarded (second name or Intercom number).
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If you are active on a call and this message appears, it indicates that a call
has been forwarded to your telephone from another telephone in your
system. The first<name > is the name or number of the line or Norstar
telephone which originally placed the call; the second <name > is the name
or Intercom number of the telephone which is forwarding its calls to you.

Transfer
This message shows the names or line numbers of the call you are
transferring and the party to whom you are transferring the call.

’L<nume> h:mm:ss J

Call Duration Timer

This message on any telephone shows the length of that telephone’s most
recent call in hours, minutes, and seconds. If the call was an inside call,
<name > represents the name of the other telephone involved. If the call
was an outside call, <name > represents the line used.

Display
Messages
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6

Flow Charts

The symbols used in these diagrams are the same as in the Section
Overviews within the Administration chapter of this guide. The chart
below will remind you of these symbols:

Symbol

Explanation

The solid arrows indicate a direct route from one display message to the next.
This is achieved by pressing the indicated button.

v

The dotted arrows indicate that in order to progress from one display message
to the next, the button shown must be pressed a number of times

Show, Next

The [Show Jand buttons are labelled on the Norstar Programming
Overiay. They are printed in bold on the flow charts to indicate that pressing
them moves you forward in the Administration process.

Back, Heading

The [ Back Jand [ Heading |buttons are labelled on the Norstar Programming
Overlay. They are not printed in bold on the flow charts to indicate that
pressing them moves you backwards in the Administration process.

CHANGE

The underlined words in capital letters appear on the second line of the M7324
and M7310 displays. The actual buttons are located beneath the display
panel.

The bold boxes represent the main headings in Norstar Administration.

Boxes of normal thickness represent the sub-headings and display messages
which appear in Norstar Administration.

Boxes with round edges represent instructions which DO NOT appear on your
telephone display.

0 0]

Grey boxes represent the next display heading which appears after you have
finished programming under one heading.The headings in the grey boxes are
fully explained in the appropriate areas of the "Administration” and "Flow

Charts" sections of this Guide.
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Administration Overview

The following two diagrams show the relationships between the various
headings and sub-headings within Norstar Administration. They do not
show every display within the system, but do show clearly how the various
headings and sub-headings are connected. For more complete procedure
flow charts, see the pages of this chapter which follow.

On the diagram below, the arrow which follows the
[4. Restrictions | heading leads intothe [ 5. Ouerrides |
heading which begins the diagram on the opposite page.

Administration Overview Flow Chart

START HERE
F Sys speed dIEI}MP 2. Names % 3.Time and da?l"“‘—»
A Shuw Show Shuw Show

Y

Table entries

B Tine:oxxio

Set names

Next Next CHANGE
Next Show

Line names 4— Nex!

HH/PN
. Date: <xx xxx Xx>
.
: Next CHANGE
.

Next

rfri

Flow Charts

- |COPY

®
3 ~—e o

Job Aids

|

l5. Querrides |
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Administration Overview Flow Chart (continued)

¢
M>I5. overrides INib 6. Permissians lﬁblr Night Service INEL>I8. Passwords ‘IM

Show rhuw i ¢Shuw rncw
Y

Tatle entries | Show s=t: _ |<— | Trunk answer ¥ fdnin. passuord —I

Next Show coPY enter Intercom number JNext

®1: 1800 Full handsfree:N | | Night-8 set.221 |
Next ‘Ne“

%2; 1555 IH; answerback : ¥ | Show line: _
o Next wen Heading angns CoPY

L

Night etrl: 221
Pickup Group: Ne

Next
Applied to lines Might ring: 221
Page zone: | Next
Night aux ring:V
- A\ coey Aux. Ringer: N
fipplied to sets Nex(
Next Show
Foruard no answr
«
Show set: _ =

COFY

Priority call: N
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Entering Administration

To access Norstar Administration, you must enter the correct entry code:
Eeaturel[ * ] * [ADIIMITIN] and the correct password if one has been
previously programmed for your system. The following flow chart shows
the procedures for entering Norstar Administration:

(C sarTHeRE )
Y

|Jcm 1 1:00 am |

[Feature ] [*] ] [2] (3] 6] [<] 6]

l Password: _ |

enter correct password
if required

|1.Sgs spead dial |

Flow Charts

Job Aids
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System Speed Dial
The following flow chart shows the relationship between the various

display messages which appear in the System Speed Dial section of
Norstar Administration.

@ START HERE ))

’Il.Sgs speed dial I

[ END HERE WITH j
OR

y Show CONTINUE TO
)

T Next
Heading *

l 2. Mames l

| Show entry: - !c..:c. entry number
from dial pad

5&1 Next

Back
I #01:ARAAAAAAA ] #04:0000DDDD

2 Next CHANGE
) . —hAnBE
* L]
: ¥
Back
| #04:0000D0D L T

4 Next enter telephone numbers
“ from dial pad
Back
| #05: EEEEEEE [
A Next
K .
¥ L]
&
Back '

Ne;ll #70: 2222277 |
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Names

The following flow chart shows the relationship between the various
display messages which appear in the Names section of Norstar Admini-
stration.

@ START HERE )]
i

I 2. Names I
i Show
Back or
Heading
LSet names \IShOW
g Next }
ljh ow set: _ i = "‘
7 enter intercom
Next number from dial pad
Back or -
Heading ¢ v
[ set 221: <name> | [ set 243: <name> |
Next CHANGE
i s
. *
Balk '
Set 243: <name> CHANGE Set 243: _
i Next enter letlers
& from dial pad
|
Baék ¢
Set 244: <name> }4&_‘ Set 243: JOE W  Back
} i Next
a2 .
Flow Charts N .
; _ Badk \
E Job Aids Set XXX: <name> * X% represents the highest possible
Intercom number in your system.
Back |
‘ Line names §mw—>r5hou1 bine: - —‘
(7 same as "Set names" above, but Line
END HEREOV;ITH [eis] numbers appear instead of Set numbers
CONTINUE TO
Next

U.Time and Date 1
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Time and Date

The following flow charts show the relationship between the various
display messages which appear in the Time and Date section of Norstar
Administration. The first flow chart shows the procedures for changing the
time, and the second flow chart shows the procedures for changing the
date.

Time Flow Chart

[Q START HERE ))

W%T*%IS.Time and date |
A Show

Bac!;or
Heading HANGE
Time 1:00 ‘;>I Haour: 1 |

Next Next CHAMGE

| Hour: _ |
{enter the hour

| Haour: 9 |

%Next

Next
—' Minutes: 00 |

&CHHHGE

I Hinutes: _

&enter the minutes

<—Nex!| Hintes: 13 |

{If the hour is less than 13
_i(English language only)

<ﬂ—| AM |—>CHHHGE: AMAPM

Heading Back ' '
L lpate 1 Jan 9 ]

continued on next page
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Time and Date (continued)

Date Flow Chart

J,x!»l 3. Time and Date I

;i?i Show
|
Back or .
Heading b
Time 1:00 j
53 Next
Headng  Back ‘
CHANGE
Date 1 Jan &9 H Year: 89 —l
Next Next CHANGE
l VYear: _
¢enleryear
| Year: a0
Next
/
Morth: 1
Next 4CHHHGE
| Month: _
Jentermonth
| Month: 2
Next
—lNext Day: 1 I
Flow Charts - CHANGE
-Job Aids [ bay: _
. enter day
4——‘"9’“ Day: 14
Y

END HERE WITH
OR
CONTINUE 7O

Next

L4. Restrictions I
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Restrictions

The following flow chart shows the relationship between the various

display messages which appear in the Restrictions section of Norstar
Administration.

(LSTART HERE ))

&‘Ir»li Restrictions I

é Show
Back or
Heading Show
Table entries !—“I #1: 0 |
Next Back or
4 Headng 4 Next VCHHNGE
1 |
enter new restriction
from dialpad
| =1 1300 | ° -
Next
Back
| #2: 1 I
Lé Next
Ve
PO
Heading  Back v y

"“ﬂ prlled to lines |4&l #30: |

Next g Show

i
Back

| Show lime: _ ';» (See "Copying in Administration")

4 | enter
line #
w.——l 0: N
Back

T Next CHANGE: <M /YD
Next Back « .
o o .
B |g:zi.:

Head[ng Back '

g”’I Applied to sets |
: Show »
| (Same as for "Applied to Lines" above)

END HEHE WITH [Ris] j
CONT|NUE 10 HyXX represents the last

Next programmed (or default}
restriction in the table

l S. Buerrides I
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Overrides

The following flow chart shows the relationship between the various
display messages which appear in the Overrides section of Norstar

Administration.

L( START HERE )

Y

~-213»| 5. Overrides
‘} Show
Back or
Heading
| Tabie entries | #1. 1g00 |
] Next Back or =
& Heading Next * CHANGE
®#1: _
ehter new override
from dialpad
[ =1 1500 ]
Next
Back
L"Z: 1555
Next
.
Heading  Back v Backv
——{ Replied to lines me
i Next i Show
& !
Back + .
chew |ine: ] cOEY - (See "Copying in Administration")
4| enter
Flow Charts LIt o
T BackL | .
. 3 Next CHANGE: <N/v»
Job Aids Next — .
A ’ TEK: N gl
Heading  Back ‘
e Applied to zets
Show .
(Same as for "Applied to Lines" above)

i
END HERE WITH
R
CONTINUE TO

* %% % represents the last
programmed (or default)

Next

Wi
0
N

override in the table

6. Permissions

System Coordinator Guide




Flow Charts/ 235

Permissions

The following flow chart shows the relationship between the various
display messages which appear in the Permissions section of Norstar

Administration.

START HERE

I 6. Permissions 1[ ENDHEREWITH
3 Show OR
g CONTINUE TO
Back or
Heading Next
! Show set: |ooev
A enter set number l 7.Hight Service I
{See "Copying in Administration”)
Back
| Full Handsfree: M hm: CHY D
i Next
‘
Back
EF Answerback : V‘P—»CHHNGE: N
2 Next
222
Back 1 \
| Pickup group: HO l—»CHHNBE: HO 3
; Next a @
g 7
3
Back z 4
Fage zone: 1 F»CHFIHGE: 1
I Next s
HO
Back 4
| Ausc. Ringer: N | cHANBE: ¢Hvy
4 Next
Back J Show CHANGE
Forward no answr |——>{ Forward to: XXXX Forward ta:_ I
Next Next Next enter digits from
dial pad { Y¥ ¥v)
ifXXXXis ifXXXXisan Next '
None 1/C number _I Forward to : ¥y |
4
Next ‘ ‘ 3
| Foruard deloy: 3 |eCHANGE::
10
2
Back
| Priority call: H l—»CHHNGE; CHAY D
Next
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Night Service

The following flow chart shows the relationship between the various
display messages which appear in the Night Service section of Norstar
Administration.

I i : |
i | 7. .Night Service I ‘>[ ENDHEREWITH
Show OR
CONTINUE TO
Back or Nont
Heading X
'Trunk answer: ¥ Im: YiN *
Next I 2. Passwords I
!
Heading Back
A—«LNi ght-0 set: 221 ICHHNGE: Enter Intercom number
Next
Heading Back Enter two-digit ANGE
" Ji CH
t—J Show Tine:_ Imeﬂlﬂﬂ Night ctrl: 221 —|:—>[ Night ctri: _ |
COPY A Next enter Intercom number

(see "Cclying in
Administration") —Ne’“{ Might etrl: XxX |

Back v
- - CHANGE -

l Hight ring: 221 H Night ring: _ |
g Next enter Intercom number

Y

Flow Charts ’ Next
Might ring: ¥vvY ]
Job Aids Back J

_ﬂ| Hight aux. r‘ing:\r'—l

CHRANGE: (Y/N>
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. - Passwords

The following flow chart shows the relationship between the various
display messages which appear in the Passwords section of Norstar

Administration.

START HERE

“@“""r &. Passwords J
Show

Back or
Heading

|Rdmin. password CHANGE New pswd:

A Next 4 4\ aK enter new password
; fram dial pad (1-6 digits)

Password erasad I
(temporary display)

[ New pswd: <vvwyvys |
oK

T
F—en ter: _

Incorrect digits correct digits
and OK and OK
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Copying in Administration

There are four sections in Norstar Administration which allow you to copy
settings from one line or telephone to another:

|4. Restrictions ‘ [6. Permizsions j

5. Overrides ] |[7. Hight service]

The following flow charts illustrate how to copy Restrictions or Overrides
from one line to another, how to copy Restrictions or Overrides from one
telephone to another, how to copy Permissions from one telephone set to
another, and how to copy Night Service information from one line to
another.

Restrictions and Overrides: Copying Lines

When you copy Restrictions and Overrides from one line to another, all
the Restrictions or Overrides from the original line are copied to the new
line. If you wish to copy only a few restrictions or overrides, you must
apply the individual restriction or override to the line using the “Applied to
lines” sub-heading under the appropriate heading in Norstar Administra-
tion.

The following flow chart shows the relationship between the various
display messages which appear as you use the Copy feature in the
Restrictions and Overrides sections of Norstar Administration.

ww”ffw‘*l Show line: - J

CoPY

&

T
. | *
Flow Charts Heading Back

Job Aids WJ&'“"CEZ -

4 2dial pad digits (XX)
Back

Copy to line:_
2 dial pad digits (YY)

Copied <XX> to <vy> |
J {temporary display)
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I Restrictions and Overrides: Copying Sets

o When you copy Restrictions and Overrides from one telephone to another,
all the restrictions or overrides from the original telephone set are copied
to the new one. |f you wish to copy only a few restrictions or overrides,
you must apply the individual restriction or override to the telephone using
the “Applied to sets” sub-heading under the appropriate heading in Norstar
Administration.

The following flow chart shows the relationship between the various
display messages which appear as you use the Copy feature in the
Restrictions and Overrides sections of Norstar Administration.

wm— e =11 T=T/I-1-% S

2 COPv
Heading Back
‘“‘"mmmrSc-ur*ce T
;; 3 digits (XXX)
Heading Back *
! Copy to set:_
3 digits (YYY)

|

Copied <xxXr » <WWY»
i {temporary display)

Job A

Flow Chg
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Copying Permissions

Copying Permissions from one telephone to another is very similar to
copying Restrictions or Overrides. When you copy Permissions, all the
permission settings of the original telephone are copied to the new tele-
phone. To program individual permission settings, you must set each
individual feature in the Permissions section of Norstar Administration.

The following flow chart shows the relationship between the various
display messages which appear as you use the Copy feature in the
Permissions section of Norstar Administration.

*-g—;?;%LShow set:_ —I

z:% CarPy
Heading Back l

-~——l Source: _
ég 3 digits (XXX)

Heading {
i Back

3@,, Copy to set:_

3 digits (YYY)

Copied<XX)X> » <¥vys |
(temporary display)

Flow Charts

Job Aids
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Copying Night Service

When you copy Night Service information from one fine to another, all the
settings from the original line are copied to the new line. If you wish to
copy only a few of the settings, you must program them individually for
each line.

The following flow chart shows the relationship between the various
display messages which appear as you use the Copy feature in the Night
Service section of Norstar Administration.

-

w-w%ﬁ*;%»lfiI‘n:uw line:

: ) 3
: |
[ :
Heading Back
v
Source: _
) ) 2 digits (XX)
\ |
Headt f
] © | 9 Back
] T el Copy ta line: -
1 2 digits (YV)

Copied <X¥> to <¥vs|
{temporary display)

Job Aids

Flow Charts
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Page Zones

To make a Page announcement using [Feature][6][01:
1. Press [Feature][6 [0 The display shows ’
Fage choice: ) )
5 Select the desired type of page by pushing one of the
following dialpad or display buttons (M7324 and M7310
telephones only):
[1]or — Internal page through speakers on other
telephones
or — External page through the extension
speaker, if your office has such a speaker
[3lor — Both internal and external page.
3. lfyouselect [2]/ proceed directly to step 5 below.
OR
If you select [11/ or [3)/ , the display will
show [Enter zone:
4. Enter the desired zone number (1-8). See the accampanying
Job Aid for a list of your co-workers’ assigned Page Zones.
OR
Press [0] on the dialpad or (M7324 and M7310
telephones only) to make an announcement to all Page {
Zones. {
5. Make your announcement by speaking through your receiver

OR
Press and speak .

To make a Page announcement: )

1. Press [Feature] ‘
2. Select one of the following dialpad codes: '
[6ll1] for Internal Page Zone <
[6]l2] for External speaker
[6]3] for Internal Page Zone and External speaker.
The display shows rE_?*:ter* zone:
3 Enter the desired Page Zone (1-6). See the accompanying
Job Aid for a list of your co-workers’ assigned Page Zones. ‘
OR
Press [0] on the dialpad or (M7324 and M7310
telephones only) to make an announcement to alt Page
Zones.
4. Make your announcement.
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In the columns below each numbered Page Zone, record the Intercom (Set)
number and programmed name of each telephone within that zone.

Fage Zone 1

Page Zone 2

Fage Zone 3

Set

Name

Set

Name

Set

Name

Page Zone 4

Fage Zone 3

Page Zone 6§

Set

Name

Set

Name

Set

Name
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Pickup Groups

* In the columns below each numbered Pickup Group, record the Intercom
{Set) number and programmed name of each telephone in that Pickup

Group.

Pickup Group 1 Fickup Group 2 Pickup Group 2
Set Name Set Name Set Name
Fickup Group 4 Pickup Group 3 Pickup Group &
Set Name Set Name Set Name

Flow Charts

Job Aids

(Continued on next page)
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Pickup Groups (continued)

Fickup Group:? Fickup Group:#2 Fickup Group:d
Set Name Set Name Set Name

System Coordinator Guide
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Using Handsfree/Mute

Norstar’'s Handsfree/Mute capabilities can be of great benefit in effective use of
your telephone. With the Handsfree/Mute button, you can carry on a telephone
conversation without having to hold your receiver or be connected to your tele-
phone by a headset cord. This allows you to have more than one person partici-
pating in a call at one telephone.

Your Norstar telephone’s microphone and speaker will not both function at the
same time. The telephone detects the level of noise in the vicinity, and activates
the microphone (to send your voice to another telephone) when the noise level
reaches a certain point.

In order to get the maximum amount of benefit from Handsfree communication,
below is a list of suggestions which will help you to use Handsfree/Mute more
effectively.

Handsfree etiquette

1. Direct your voice towards the telephone. The closer you are to the
telephone, the easier it is for the microphone to transmit a clear voice
to your listener. '

2. Wait for your caller to finish speaking before you begin. Because the
microphone and speaker cannot both be ON, your caller’s voice may
be cut off if you both speak at the same time.

3. To prevent a possible echo, keep the area around your telephone free
of papers and other objects which might screen your microphone.
Turning down your microphone volume (using the Volume bar below
the telephone dialpad) will also help prevent echo.

4. Always tell the person or people to whom you are speaking that you
are using Handsfree, and let them know who else is listening to the
conversation.

5. Handsfree telephone calls may be heard in nearby offices. In open
office environments, use a receiver or headset when Handsfree
conversation is not necessary, or when you need privacy for a call.

6. Speak at a normal level. If you speak too loudly, your voice may have
a hollow sound. If this is a problem, try moving your telephone to a
more sheltered location.

Working in a noisy environment

1. Place the telephone so that any unavoidable local noise (such as an
air conditioner) is behind it. This will limit the amount of background
noise in your calls.

2. ltis possible for noises such as a tapping pencil to be loud enough to
turn your microphone ON, which may cut off your caller's speech.

3. Keep your office as quiet as possible during the call. Remember that
all sounds in the room are picked up by the microphone.
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7. Night Service

+ If your system supports more than 25 outside lines, photocopy this page as a
master-copy.
+ Default settings are printed in large bold type.

Trunk answer: Y ] Yes No
Might-0 set: 221 21, 221 or 2221 Other:

Show Night Night Night Copy to line:
Line: _ ctrl: 221 ring: 221 | auxring: Y

Yas Mo
Yes Hao
Yeas Ha
VYas Ho
VYes Hao
Yes Ho
Yes Ho
Yas Ho
Yes Mo
Yeas Mo
Yas Mo
Yas Mo
Yes Mo
Yes Hao
Yes Ho
Yas Ho Flow Char{
Yas Na
Yes Mo
Yes Ho
Ves Ho
VYes Ho
Yes Mo
Yes Ho
Yes Mo
Yes Mo
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8. Passwords

[Admin. password | (6 digits or less):
[Festriction pswd] (4 digits only)

Record your system’s Restriction Passwords in the following chart:

Show pswd: _| Record password |Show psud: _ Record password
FPswd 00: Fswd 20:
Pswd 0O1: Pswd 21:
Pswd 02: Pswd 22:
Pswd 03: Pswd 23:
Fzwd 04: Fsmd 24:
Pswd 03: Pswd 253:
Pswd Q6: Psud 26:
Pswd O7: Pswd 27:
Fswd 08: Pswd 28:
Pzwd 09: Pswd 29:
Fswd 10: Fswd 30:
Pswd 11: Pswd 21:
Pswd 12: Fswd 32:
Fswd 13: Pswd 33:
Pswd 14: Pswd 34:
Pzwd 15: P=zwd 35:
Pswd 16: Fswd- 36:
Flow Charts | YRR Pswd 37:
Job Aids Fswd 18: Pswd 3&:
Pswd 19: Pswd 39:

(continued on next page)
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Job Aids

Flow Charts

Show pswd: _| Recordpassword |Show pswd:_| Record password
Fzwd 40: Pswd V0O:
Fzwd 41: Pswd V1:
Pswd 42: Pswd 72:
Pswd 43: Pswd 73:
Fzwd 44: Pzmd 74:
Pzwd 45: Fzwd 753:
Pzwd 46: Fswd 76:
Pswd 47: Fswd 77:
Pswd 48: Pswd 7&8:
Fswmd 49: Pswd 79:
Pswd 50: Pswd 20:
Pswd 51: Pswd 21:
Fswd 32: FPswd 22:
Fswd 33: Fswd 83:
Fswd 34: Fswd 84:
Pswd 55: Fzwd B5:
Pzwd 56: Pswd B86:
Pswd 57: Pswd 87:
Pswd S&: Pswd 85:
Pswd 59: Pzwd 89:
Pswd 60: Pzwd 90:
Pzwd 61: Pzwd 91:
Pswd 62: Pswd 32:
P=swd 53: Peswd 3953:
Pswd 64: Pswd 94:
FPswd 65 Pswd 935:
Pswd 66G: Fswd 96:
Pzwd 67: Pswd 97;
Pswd 68: Fzwd 9&:
Pswd 69: Pzwd 99:
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Answer Group: An Answer Group
consists of at least two telephones that are

associated by an button. The
button, on one of these

telephones, indicates incoming calls
destined for the other telephone. Someone
working at a telephone with
buttons (a receptionist, for example) can
monitor the Answer Group (a group of
managers), receive all ringing and visual
indication of incoming calls, and answer the
calls accordingly.

Applied to lines: This sub-heading
appears in section “4. Restrictions” and
section “5. Overrides” of Administration
programming. If you select , you
will be prompted to assign Restrictions or
Overrides to each line.

Applied to sets: This sub-heading
appears in section “4. Restrictions” and
section “5. Overrides” of Administration
programming. If you select , you
will be prompted to assign Restrictions or
Overrides to each telephone.

- Autodial Button: The Autodial button
provides one-touch dialing of outside
numbers, Intercom numbers, or feature
codes. You program a button to be an
Autodial button.

Automatic Hold: This feature will
automatically place an active call on hold
if another line is selected.

Automatic Phone Relocation: The
Automatic Phone Relocation feature allows
a telephone to retain its personal and
system programming when it is
reconnected to another physical location.
This feature is activated in section “4.
Miscellaneous” of Configuration
programming.

Auxiliary Ringer: This is a separate

external telephone ringer or bell. It is .
typically mounted on a wall, and is louder ’
than a regular telephone so that it can be
heard over a wide area. It can be
programmed to ring when a line (section
“1. Line Data” of Configuration), a
telephone (section “6. Permissions” of
Administration), or both ring; or, when
Night Service (section “7. Night Service”
of Administration) is active.

Background Music: This feature allows
music from an external source, such as a
radio, to play over the speaker of the
telephone. This feature should not be
activated unless a music source (customer
supplied) has been connected to the
Norstar System. Background Music is
activated in section “4. Miscellaneous” of
Configuration programming.

Busy Lamp Field (BLF): This device,
which attaches onto the M7310
telephone, has a panel of Liquid Crystal
Display (LCD) indicators that show the
busy/not busy and DND (Do Not Disturb)
status of up to 24 telephones in the
Norstar system. Each of the dual
memory buttons that are programmed as
Inside Autodial buttons on the M7310 will
indicate the status of an office telephone.
The BLF will also indicate if a telephone
is involved in a programming session.
The BLF is typically used on a
receptionist’s telephone.

Button Caps: These interchangeable
plastic squares fit over the buttons of
Norstar telephones, and allow you to label
the features programmed onto each
programmable button location. Button
caps can be either pre-printed or have
clear windows which allow people to label
other features, lines, and autodial numbers.
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Button Inquiry: This feature allows you
to check the function of each
programmable memory button on a
Norstar telephone.

Call Forward (No Answer): This feature
forwards all unanswered calls at one
telephone to another designated telephone
after a specified number of rings (see
“Forward Delay”). This feature is useful if
you will temporarily be unavailable to
answer calls at your telephone, or you will
be working near another telephone. The
Call Forward feature is assigned in section
“6. Permissions” of Administration
programming.

Call Handling: A collection of some
Norstar features and their parameters
which are programmed in section “3. Call
Handling” of Configuration programming.
Call Handling includes settings for the
following features: Held Line Reminder,
Delayed Ring Transfer, Transfer
Callback, Park Timeout, Directed Pickup,
and Music/Tones/Silence On Hold.

Call Park: Call Park places a connected
call on hold, allowing it to be retrieved from
any other telephone in your system. You
can retrieve the call from any telephone by
selecting an intercom line, and then
entering the Retrieve Park code (which
automatically appears on the display of the
telephone which parked the call). Up to
nine calls can be parked at once in the
system.

Call Park Callback: See “Callback”.

Call Pickup (Directed): This feature
allows anyone to answer a call ringing at
any telephone by specifying the Intercom
number of that telephone before taking the
call. Call Pickup (Directed) is activated in
section “3. Call Handling” of Configuration
programming.

Callback: Callback occurs at a telephone
which attempts an unsuccessful Transfer or
Call Park for an outside call. After a
specified period of time, an unanswered
call returns to the telephone which
originally made the Transfer or parked the
call.

CAP Module: The CAP Module provides
48 Inside Autodial buttons, and is
connected to the M7324 telephone to
create the Central Answering Position. An
M7324 with CAP Modules can assist an
office receptionist in monitoring and
answering calls. A maximum of two CAP
Modules can be connected to a single
M7324 telephone.

Central Answering Position (CAP): The
CAP consists of an M7324 telephone and
one or two CAP Modules. The CAP can be
used to monitor the telephones in a Norstar
system, and to control incoming telephone
calls.

Centrex (Template): This is one of the
four Norstar system Templates. Centrex
is a business system service provided by
the telephone company, offering local
lines and a variety of other features. The
Centrex Template assigns one unique
outside line to each telephone until the
maximum number of lines is reached
(example: Line 1 to telephone 221, Line
2 to telephone 222, and so on). Any
remaining telephones do not receive a
default line assignment.

The Centrex Template also modifies the
Restriction and Override tables (a “9”
precedes the default entries) to
accommodate dialing outside the
Centrex system, rather than within it.
The Centrex Template is assigned when
your system is first installed.
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Change DNs: The Installer can change
the length of all DNs in the system or
replace an existing DN with a new number
in section “5. Change DNs” of Configuration
programming (for more information, see
“Directory Number Length”.)

CO Line (Central Office Line): This is an
external or outside telephone line.

Configuration: This is a type of
programming that assigns certain settings
to lines and telephones, as well as some
system-wide settings. Configuration is
performed by the telephone company
Installer or Service Representative rather
than by System Coordinators. “Installer
Only” appears in the Meridian Norstar
Modular Programming Record for each
Configuration programming section to be
programmed by the Installer.

Configuration Access Code: A sequence
of digits which are dialed on the dialpad to
provide access to Configuration
programming. The Installer Password must
be entered before any Configuration
programming can be done.

Copy: The Lcopy] display button
appears during Configuration and
Administration programming. This button
allows you to duplicate certain programmed
settings from one line to another, or from
one telephone to another. Line
programmable settings that can be copied
are Line Data, Restrictions, Overrides, and
Night Service. Telephone (set)
programmable settings that can be copied
are Line Access, Restrictions, Overrides,
and Permissions.

Cursor: This is a short line which appears
on the telephone display to indicate that
digits or letters can be entered using the
dialpad.

Date: See “Time and Date”.

Data Terminals: Devices which can be
used to transfer data instead of only voice
(as with a telephone). The settings for
these devices are not programmed with
Configuration or Administration
programming.

Default Setting: This is a feature setting
which is in effect upon initial instaliation
unless manually changed through
programming. Default settings are
automatically assigned to correspond to the
Square Template during your system’s
installation. In the Meridian Norstar
Modular Programming Record, default
settings are shown in Bold text.

Delay: The time period before certain
features become active. A delay can be
programmed for the following features:

Call Forward (No Answer), Call Park
Callback, Delayed Ring Transfer, Heid Line
Reminder, and Transfer Callback features.

Delayed Ring Transfer (DRT) to Prime:
After a specified number of rings, this
feature transfers an unanswered ringing
call to the Prime Phone associated with the
line the call is on. This feature is activated
in section “3. Call Handling” of
Configuration programming.

Dial-0 Set (Dial Zero Phone): A telephone
which is assigned to ring when someone
dials “0” from another Norstar telephone.
Dial-0 provides an easily remembered
number and quick access to a central
telephone, such as an operator at a Central
Answering Position. This feature is
assigned in section “4. Miscellaneous” of
Configuration programming.

Directed Pickup: See “Call Pickup
(Directed)”.
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Directory Number (DN): A unique number
which is automatically assigned to each
telephone or Data Terminal during your
system’s installation. The DN, also referred
to as an Intercom number, allows the
Norstar system to identify each device
connected to the Key Service Unit or
Expansion Module. The DN is often used
to identify a telephone when settings are
assigned during Configuration and
Administration programming.

Directory Number (DN) Length: A non-
expanded system can have a DN length of
2, 3, or 4 digits. An expanded system (a
system with an Expansion Cartridge
installed) can have a DN length of 3 or 4
digits. All Directory numbers for the system
must be the same length. The default DN
length is two digits for a non-expanded
system, and three digits for an expanded
system. The lowest default DN is “21” in a
two digit system, “221” in a three digit
system, and “2221” in a four digit system.

Display: A Liquid Crystal Display (LCD) on
the telephone that provides information
related to feature operation and
programming.

Display Button: The Norstar M7310 and
M7324 telephones are each equipped with
three buttons located directly beneath the
Liquid Crystal Display. During feature
operation or programming, some or all of
these buttons may be used to provide you
with further options. If an option is
available, it is shown in the bottom row of
the two column display, directly above the
corresponding display button.

DRT Delay: The number of rings before a
Delayed Ring Transfer occurs. This is
assigned in section “3. Call Handling” of
Configuration programming.

DRT to Prime: See “Delayed Ring
Transfer to Prime”.

Emergency Telephone: A single line
telephone (also referred to as a 500/2500
telephone) that becomes active when there
is no power 1o the Key Service Unit.

Expansion Cartridge: The Expansion
Cartridge allows Expansion Modules to
connect to the Key Service Unit, providing
the opportunity to increase the number of
outside and Intercom lines that the system
can handle (beyond the 8X24 Key Service
Unit). The Expansion Cartridge is inserted
into the Key Service Unit, and a DS-30
cable connects the Expansion Cartridge to
each Expansion Module. Expansion
Cartridges are available with two or six
poris.

Expansion Module: A Trunk Module or a
Station Module. A maximum of six
Modules may be installed with the use of
the six port Expansion Cartridge. A
maximum of two Modules may be instatied
with a two port Expansion Cartridge.

External Paging: A Norstar feature that
allows voice announcements to be made
over an externally mounted loudspeaker
(supplied by the customer) connected to
the Key Service Unit.

Feature: A Norstar feature performs a
useful task that uses system-wide,
telephone, or line parameters in helping
you to optimize your use of the Norstar
equipment.

Feature Button: This oblong grey
button is the first button you press when
using a feature, or to gain access to
programming with an Access Code. This
button indicates to the system that the
string of digits which follows is a feature
code.

System Coordinator Guide


Brandon Hunt



Glossary

Index

272 / Glossary

Night Ringing Phone: See “Night Ring”.

Night Service: Certain features become
active when Norstar is placed into an
operating mode called “Night Service”.
This is usually done to provide special
ringing and Dial Zero access after normal
office hours or when there are few people
available to answer calls. These features
are: Trunk Answer, Night Zero Set, Night
Control, Night Ring, and Night Auxiliary
Ring. Night Service settings are
programmed in section “7. Night Service” of
Administration programming.

Night-0 Set (Night Dial Zero Phone):
This setting assigns a certain telephone as
an additional Dial Zero telephone when
Night Service is active (Note: Calls which
ring at the Night Dial Zero telephone will
also ring at the other Dial Zero telephone
assigned in section

“4. Miscellaneous” of Configuration
programming). Night-0 Set is assigned in
section “7. Night Service” of Administration
programming.

Norstar Programming Overlay: This
Overlay is placed over the top four memory
buttons on the M7310 or M7324
telephones. The Overlay labels indicate
the special function that each of the four
buttons have during programming. The
functions are: Heading, Back, Show, and
Next. You use these buttons to provide
options for moving through the display
messages.

On Hold: This setting controls whether
your callers hear music, periodic tones, or
silence when they are placed on hold. This
system-wide feature is assigned in section
“3. Call Handling” of Configuration
programming.

Overlay: See “Norstar Programming
Overlay”.

Overrides: These are selected exceptions
to the call Restrictions placed on lines and
telephones. There is a system-wide
maximum of 10 Overrides. A telephone
caller may, for example, be prevented from
dialing numbers which start with the digit
“1”, but may have an override of “1403”.
This would allow the user to dial any
number which starts with “1403”. Overrides
are defined, and then assigned to certain
lines or telephones, in section “5.
Overrides” of Administration programming.

Override Index Number: A number
between 1 and 10 which identifies an
Override.

Page: This Norstar feature allows you to
make announcements from your telephone
which can be heard by many people at the
same time. There are three Page options,
selected by you at your telephone when the
Page is made: Internal Page (announce
over the telephone speakers), External
Page (announce over an externally
mounted, customer supplied loudspeaker),
and both Internal and External Page
together.

Page Zone: A local area in the office that
can receive directed Page announcements
independently of the remainder of the
office. Each Page Zone is identified by a
number from 1 to 6. Each telephone is
assigned to a unique Page Zone in section
“6. Permissions” of Administration
programming.

Park Timeout: This is the period of time
before an unanswered Call Park call is
redirected to the Prime Phone for the line
the call is on. Park Timeout is defined in
“3. Call Handling” of Configuration
programming.
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Password: A Password is a specific
sequence of digits which is entered from
the dialpad to gain access to Norstar
programming. A Password is required for
to initialize your system, and for
Administration and Configuration
programming (also, see “Restriction
Override Password".)

PBX: See “Private Branch Exchange
(Template)”.

Permissions: These are specific
characteristics that can be assigned to an
individual telephone. Permissions includes
Full Handsfree, Handsfree Answerback,
Pickup Group, Page Zone, Auxiliary
Ringer, Forward No Answer, and Priority
Call. Permissions are programmed in
section “6. Permissions” of Administration
programming.

Personal Speed Dial: These two-digit
code numbers (71-94) can be programmed
to dial outside telephone numbers up to 16
digits in length. Personal Speed Dial codes
are programmed on individual telephones
within your system and can only be used
from the telephone on which they are
programmed.

Pickup Group: A telephone can be placed
into one of nine Call Pickup Groups. A call
ringing at a telephone within a Pickup
Group can be picked up by any other
telephone within the same Pickup Group.

A Pickup Group is assigned to a telephone
in section “6. Permissions” of
Administration programming

Pool: See “Line Pool”.

Prime Line: A telephone can be
programmed to automatically select a
certain line type whenever a call is made by

lifting the receiver or pressing the
button. This line is called the

Prime Line, and is assigned in section

“2. Line Access” of Configuration
programming.

Prime Set (Prime Phone): This
telephone provides backup answering for
incoming calls on outside lines. The
Prime Phone is typically used by a
receptionist. Special features which
redirect the unanswered calis are
available at a Prime Phone (such as
Delayed Ring Transfer and Held Line
Reminder). A Prime Phone may be
assigned to a line in section

“1. Line Data” of Configuration
programming. The default Prime Phone
DN is 21 for a non-expanded system,
and 221 or 2221 for an expanded system
(depending on the DN length in effect).

Priority Call: This feature allows you to
make an urgent Voice Call to another
telephone when the other telephone is
busy or has Do Not Disturb activated.
Priority Call should not be made available
to everyone, and should be selectively
programmed. This feature is enabled for a
telephone in section “6. Permissions” of
Administration programming.

Private Branch Exchange (Template):
This is one of the four Norstar System
Templates. In the Private Branch
Exchange (PBX) Template, specified
Lines are in a Line Pool. You must first
press an Intercom button and then dial
[ol, or press a button, to
make outside calls. Each telephone is
assigned access to Line Pool 1.

Private to: An external (CO) line may be
assigned to one telephone as a private
line. The line does not appear on any
other telephone. Private lines cannot be
placed in Line Pools. A line may be
assigned as a Private line in section “1.
Line Data” of Configuration
programming.
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Programming: The designation of various
characteristics within the Norstar system.
This includes the activation of certain
optional features (turning the feature ON or
OFF), the assigning of parameters used by
certain features (such as a DN), and the
designation of various settings for lines and
telephones. Programming can only be
done from the M7310 or M7324
telephones, and makes use of a sequence
of steps that prompts the Installer or
System Coordinator to enter a value or
choose a menu option.

Programming Overlay: See “Norstar
Programming Overlay”.

Public: This refers to an outside line
which can be assigned to any telephone.
Aline is assigned as Public in section “1.
Line Data” of Configuration :
programming.

Pulse: This is a dialing mode for outside
lines that is traditionally used by rotary
dial telephones. In section “1. Line Data”
of Configuration programming, the
Installer can select this option on any line
for which Pulse dialing is necessary.

Release button: The button ends a
call in the same way that hanging up your
receiver does. It also ends any current
feature programming. If there is any
activity on your telephone, pressing
cancels it.

Remind Delay: The period of time from
when a call is put on hold to when a
reminder tone is heard and a message
appears on the telephone display. Remind
Delay, a parameter of the Held Line
Reminder feature, is assigned in section “3.
Call Handling” of Configuration
programming.

Restriction Index Number: A number
between 1 and 30 which identifies a
Restriction.

Restrictions: Preselected telephones and
lines may be restricted from dialing certain
telephone numbers (such as long distance,
directory assistance and other toll calls).
Restrictions are defined and assigned to
certain lines or telephones in section “4.
Restrictions” of Administration
programming. There is a maximum of 30
Restrictions.

Restriction Override Password: This
four-digit Password allows a caller to
override system-wide Restrictions when
making an outside call. This Password
must be entered before the call is dialed.
Up to 100 Restriction Override Passwords
may be defined in section “8. Passwords”
of Administration programming.

Ring/No ring: See “Ringing”.

Ringing: In section “2. Line Access” of
Configuration programming, a line can be
assigned to ring or not to ring at a
telephone for incoming calls. If a line has
been assigned as “No ring”, an incoming
call is still shown by a flashing indicator.

Set: Set is another name for a telephone.

Set Copy: Set Copy allows the Installer
to duplicate the characteristics of one
telephone to another telephone. Set
Copy is available through menu heading
“C. Set Copy”. The Installer has the
option of duplicating System data (data
from Configuration and Administration
programming) and User data (from
personal programming), or just System
data. Set Copy does not provide the
same copy capability as does the
display button, which allows you
1o be more selective of the settings which
are to be duplicated.
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Set Names: This sub-heading of section
“2. Names” of Administration Programming
allows you to assign Names to telephones.

Set Relocation: See “Automatic Phone
Relocation”.

Set/Line Profile: This feature allows you
to review, from a M7310 or M7324
telephone, the settings programmed to
telephones (sets) and lines in Configuration
and Administration programming. You can
not change any of the settings with this
feature.

Shift Button: This small triangular button
is located beside the dual memory buttons
on the upper half of the M7310 telephone
The shift button must be pressed to store
or access features on the top half of the
dual memory buttons.

Shoulder Rest: The shoulder rest is
designed to allow you to comfortably rest
the receiver on your shoulder so that your
hands are free to do other tasks.

Square (Template): This is one of the four
Norstar system Templates. In the Square
Template, Lines 1 and 2 are assigned to
each telephone. The Square Template is
the default assigned during your system’s
installation. All defaults shown in the
Meridian Norstar Modular Programming
Record correspond to the Square Template
settings.

Station: This is another way of referring
to an individual telephone or to a
telephone’s location.

Station Auxiliary Power Supply: This
device is used to provide power to a CAP
Module, or a Norstar telephone that is
connected more than 300 m (1000 ft.) and
less than 760 m (2500 ft) from the Key
Service Unit.

Station Module (SM): An Expansion
Module that provides the Norstar system
with access to 16 more telephones. Up to
six of these Modules may be installed with
the use of a six-port Expansion Cartridge.

System Coordinator: This is the title
assigned to the person responsible for
Norstar Administration programming and
the training of co-workers on the Norstar
system.

System Data: Programmable settings
from your system’s installation, and from
Configuration and Administration
programming.

System Speed Dial: These two digit
numbers (01 to 70) can each be
programmed to dial telephone numbers up
to 16 digits in length. System Speed Dial
codes are programmed for the entire
system in section “1. System Speed Dial” of
Administration programming.

Table entries: A sub-heading in sections
“4, Restrictions” and “5. Overrides” of
Administration programming. Table entries
allows you to assign a Restriction to one or
more of the 30 Restriction numbers, and an
Override to one or more of the 10 Override
numbers.

Template: A system-wide setting assigned
during your system’s installation. The most
important effects of a Template are the
number of lines assigned to the
telephones, and the assignment of Line
Pool Access. Templates will also assign
other system-wide defaults, such as Prime
Line and Ringing Line assignment. The
choice of one of four Templates is not
affected by Configuration or Administration
programming. It is important to understand
that a Template is only provided as a
convenience, and that any settings effected
by the Template can be changed.
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Time and Date: The current Time and
Date appear on the display of idle Norstar
telephones. The Time and Date can be
changed in section “3. Time and date” of
Administration programming.

Tone: This is a dialing access for
outside lines. Tone is also referred to as
“Touchtone” or DTMF (Dual Tone Multi-
Frequency) Tones. Tones may be
required for Access Signalling to PBX or
Centrex systems. In section “1. Line
Data” of Configuration programming, the
Installer can select this option on any line
for which Tone dialing is necessary.

Transfer: This feature allows you to
redirect a call to another telephone. There
are three types of Transfer: Transfer using
Hold, Transfer using Conference, and
Transfer (with or without Announcement.)

Transfer Callback: After a specified
number of rings, an unanswered
transferred call will return to the telephone
which originally made the transfer. The
number of rings can be assigned in section
“3. Call Handling” of Configuration
programming.

Trunk Answer: This feature lets you
answer a ringing call from any Norstar
telephone in the system on any line that
has Night Service activated. Trunk Answer
is assigned in section “7. Night Service” of
Administration programming.

Trunk Cartridge (TC): A cartridge that is
inserted into the Trunk Module, and
provides the connection to outside lines.
Up to three cartridges can be used in one
Trunk Module. Each cartridge can support
four outside lines.

Trunk Moduie (TM): An expansion
module that provides the Norstar system

with up to 12 additional outside lines,
depending on the number of Trunk
Cartridges installed.

Type: This setting controls whether each
line assigned to a telephone is Public,
Private, or assigned to one of Norstar's
nine Line Pools. Line Type is assigned in
section “1. Line Data” of Configuration
programming.

User Data: User Data is an option in the
Set Copy function. User Data refers to the
personal settings which are unigue to an
individual telephone, and are not
programmed in Configuration or
Administration programming. You program
these settings for your telephone at your
telephone. Such settings, for example,
include Personal Speed Dial and the
assignment of programmable buttons.

Voice Call: This feature allows you to
make a voice announcement or begin a
conversation through the speaker of
another telephone in your system.
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