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; Memory key with Handsfree (instead of
Monitor), this key is labeled

; HF/MIC.
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I Volume Control Increasing

I Controls the volume of voice

! levels over the speaker and
ringing. (On some phones, the
Volume Control is on the side of
the phone.)
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INTRODUCTION

Your MOD KEY 16 telephone is part of a sophisticated electronic
telephone system that will save you time and help you communicate more
efficiently. Your system can accommodate up to six (6) outside lines and
up to 16 extensions. In some systems, one extension may be reserved as
the primary answering position (attendant/operator).

More About Your Telephone

Your MOD KEY 16 telephone comes equipped with either the Handsfree
or Monitor feature. (Your system manager can tell you which type of
phone you have.) These features allow you to use your phone without
lifing the handset. Read the description below that applies to your type of
phone.

Handsfree allows you to place and answer calls without lifting the
handset; your phone's microphone and speaker are used instead. To talk
on a Handsfree call, simply speak towards your phone — your phone's
microphone picks up your voice. Anytime Handsfree is activated, the
HF/MIC key lights. If you choose to lift the handset during a Handsfree
call, HF/MIC extinguishes. (You can always lift the handset before
placing or answering calls, if you prefer, and you can change to
Handsfree anytime during a call.)

Monitor allows you to dial your calls without lifting the handset: you
must, however, lift the handset to talk. (You can always lift the handset
before dialing a call, if you prefer.)

Monitor has another use. While you are listening to a call (for example, a
recording) or when someone puts you on Hold, Monitor allows you to
replace the handset and listen to the call over your phone's speaker —
leaving both hands free. Again, however, you must lift the handset to talk.
Anytime MONITOR is activated, the MON/MIC key lights.
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Your Features

Your phone has been programmed to provide you with those features
that will best meet your specific communications needs. Your system
manager can tell you which features you have, and you can check them
off in your guide.

Complete privacy is assured on all your calls unless your system is
programmed for the SPECIAL CONFERENCE — See Conference in the
Features section of this guide.

Your User’s Guide

The instructions in your User's Guide have been simplified to streamline
the daily use of your phone. You can find detailed operating instructions
(to supplement these instructions) in your MOD KEY 16 Easy Installation
Guide, Part 6: Using Your Telephone.




BASICS
[J Qutside Calls

Use the instructions that apply to your type of phone

| FOR HANDSFREE PHONES |

To place an outside call Handsfree:

1. Press Line key. Hear dial tone over speaker.
2. Dial telephone number.
3. Speak towards phone when

other party answers.

To answer an outside call Handsfree:

1. Press flashing Line key.
2. Speak towards phone.

To hang up a Handsfree call:

1. Press HF/MIC.

To change to the handset during a Handsfree call:

1. Lift handset.

To change to Handsfree during a handset call:

1. Press HF/MIC.
2. Hang up.
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Outside Calls (continued)

| FOR MONITOR PHONES |

To place an outside call using Monitor:

1. Press Line key. Hear dial tone over speaker.
2. Dial telephone number.
| 3. Lift handset to talk when other
person answers.

To answer an outside call:

1. Lift handset
2. Press flashing Line key.

To change to Monitor during a call:

1. Press MON/MIC.
2. Hang up.

To hang up a call while Monitor is in use:

1. Press MON/MIC,

To change from Monitor to handset:

1. Lift handset.

e

I3




ETRL D T TRV BT ST R
PSR Gt ARG SR L S AARE St

] Intercom Calls

When you place an intercom cali to another extension, you may hear one
beep instead of ringing. If so, you can state your message after the
beep — your voice will be broadcast over that extension's speaker. This is
called a "voice announced" intercom call. If the intercom call rings
through, you have the option of converting it into a voice announced call.

The extension numbers are 01-16, where extension 06 may be reserved
for the attendant. The attendant can also be reached by dialing 00.

¢ Use the instructions that apply to your type of phone.

| FOR HANDSFREE PHONES |

To place an intercom call Handsfree:

1. Dial extension number.
2. Speak toward phone.

To convert an intercom call that is ringing into a voice
announced call:

1. Place intercom call; hear

ringing.
2. Press and hold MEM. Hear beep.
3. Make announcement.
4. Release MEM to listen to reply. Repeat steps 2-4 to carry on a
conversation. (The beep is only
= heard the first time you press
MEM.)
' To answer a ringing If you prefer, you can simply lift
intercom call Handsfree: the handset to answer the call.

1. Press HF/MIC.
2. Speak toward phone.




Intercom Calls (continued)

[FOR HANDSFREE PHONES, CONTD |

To answer an intercom call A beep will preceed the caller’s
that is broadcast over your voice.
| speaker, you have two
' choices:
1. Just speak towards the phone. Your phone's microphone picks {
up your voice. f
OR ‘
Lift the handset if you want

privacy.

i To hang up a Handsfree intercom call:

1. Press HF/MIC.

NOTE: While on an intercom call, you can change back and forth
between using the handset and using Handsfree. Refer to Outside Calls
for instructions.
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