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Getting Started 1

Your Enterprise Edge telephone system has many features that you can customize
to keep up with changes in your workplace.

Using this guide

This guide provides information about how a user can program their Enterprise
Edge telephone set. This information includes items as programming personal
speed dials, transferring a call, and using special features. Programming applies to
both the North American and International Enterprise Edge telephones.

Before you start

Plan what changes you want to make to programming before you begin. Record the
changes so that you have the information at hand. For example, before you program
system speed dial numbers, create a record so that you have all the numbers and

codes available after you start programming.

What you need to do programming

Press théreature ] button on the telephone followed by an activation code for
personal programming. For your support, refer to a summary of all the Feature
button programming available A&ppendix A: Feature Codem page 125.

The Unified Manager is the tool used to program settings for the Enterprise Edge
telephony features, and settings for each telephone and external lines. Multiple
levels of programming are accessible through the Unified Manager. You access the
Enterprise Edge Unified Managerfrom your web browser. For more information
about navigation and making selections using the Unified Manager, see the
Enterprise Edge 2.0 Programming Operations Guide

Emergency 911 Dialing

Emergency 911 Dialing is the capability to access a public emergency response
system by dialing the digits “9-1-1.”

Emergency 911 Dialing
State and local requirements for support of Emergency 911 Dialing service by
& Customer Premises Equipment vary. Ask your local telecommunications setvice
provider regarding compliance with applicable laws and regulations.

Emergency 911 Dialing may not apply to International systems.
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12 Getting Started

Understanding the telephone buttons

Take a few minutes to study the telephone buttons. The M7324 is different from the
M7310 and M7208 in two ways: the M7324 does not have dual memory buttons or
a shift button.

Figure 1 M7310 and M7324 button
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Using the buttons under the display

The three display buttons are for telephone features but what each button does
depends on the programming which the display shows. Some display instructions
that you can see when making changes on the systdid,&AMGE or COFY. In

this guide, display button instructions are underlined.

Figure 2 Display buttons
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Getting Started 13

Table 1 Telephone button description

_0 Dial pad Used for dialing numbers when you are making calls.
The dial pad is also used for entering numbers and
letters when you are programming.

_9 Display Shows instructions for calling and programming.

_G Display buttons Have a many different uses. The current use appears
on the display above each button.

_ﬁ Memory buttons Dial a number or feature code stored on the button.

_6 Dual memory buttons | Can store two numbers or feature codes (used with the
shift button).

_6 Shift button Press the shift button before a dual memory button to
activate the second number or feature code stored on
a dual memory button.

_ﬂ Feature button Allows you to enter a feature code while using or
programming the telephone.

_@ Hold button Puts an active call on hold.

_@ Release button Hangs up an active call or ends programming.

Figure 4 M7310N and M7324N telephones

M7310N

M7324N
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Answering calls Y,

Answering incoming calls with Hunt Groups

Your Enterprise Edge system allows you to establish Hunt Groups in your system.
Hunt Groups are a group of Enterprise Edge set DNs accessible by a single directory
number. The Hunt Groups feature ensures calls route to the appropriate people. You
can program

* the members for a Hunt Group

* member position within a Hunt Group

» distribution of calls

* how long a call uses looking for available members
» what occurs if all members are busy

For more information about Hunt Groups s&et Groupson page 81.

Answering an incoming call

There are three indications of an incoming call: ringing, a line button flashing, and
a message on the display. You do not always receive all three indications for any
distinct call. For example, you can have a line that has been set up not to ring at your
telephone. If so, you see only a flashing line button. There are many possible
combinations, depending on the set up of your systenCB@esing a line using a

line buttonon page 32 for more information about the use of lines.

If you receive a priority call and your telephone has no free internal line buttons,
you cannot transfer the priority call, you must accept or release it.

Line buttons

For each line assigned to your telephone, you have one line button. Press the line
button to select the line you want to answer or use to make a call. Having several
line buttons gives you immediate access to more than one line.

The M7100 telephone has two intercom paths, instead of line buttons to answer and
make calls. You can assign two lines to each M7100 telephone. You can press
to switch between two calls, one active and one on hold.
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16 Answering calls

What line indicators mean

p  Flashing on and off for There is an incoming call on the line.
equal lengths of time

p  Flashing on and off You have placed a call on hold.
more quickly
p  Flashing on for longer A person has put a call on hold on that
than off line.
p  On, not flashing You are connected to the call on that
line or the line is in use.
Off The line is free.

Rings you can hear

A double beep occurs A call has been camped to your telephone.
every ten seconds

A long single ring There is an external call on the line for you.

A shorter double ring There is an internal call on the line for you or
a call is being transferred to you.

A brief single ring A call is redirected on one of your redirected
lines. You cannot answer this call.

Three beeps You are receiving a priority call.
descending in tone

Answering calls at a prime telephone

The Enterprise Edge system allows for a prime telephone for each line if needed.
Calls not answered at their normal destinations are transferred to the prime
telephone. The prime telephone is normally the attendant’s telephone. The installer
or customer service representative programs a prime telephone for a line.

Telephone displays

DHD from 221 The person at telephone 221 has forwarded
a call to you using Do Not Disturb.

DHD transfer The system has transferred a call to you
from a telephone with Do Not Disturb turned
on.

DRT LineB@i No person answered this call so the system

transferred it to you.

Lineds&l callback A person has camped, parked or transferred

CALLEACK acall on line 061, but no one has answered
the call. Press CALLEACE or the line button
to connect to the call.

LineB&l to Frime There is no telephone that can receive a call
on line 061 so the system has transferred it
to you.

LineB@z:L ine@sz The call coming in on line 002 for target line
052 has come to you because Line 052 is
busy.

For other displays, see Common feature displays on page 121.

Enterprise Edge 2.0 Feature Programming Telephone Guide PO911589 Issue 03



Answering calls 17

Using a central answering position (CAP) module

A central answering position (CAP) is an Enterprise Edge M7324 telephone and a
CAP module that your installer or customer service representative programmed as
a CAP. You can have five CAPs connected to an Enterprise Edge telephone. The
CAP is best as the prime telephone and direct-dial telephone for the lines and
telephones it provides service to.

Figure 5 Central answering position module and M7324 and M7324N telephones

CAPN Module

A CAP module is an add-on device that provides 48 additional memory or line
buttons. You can connect one or two Enterprise Edge CAP modules to the telephone
to increase the number of lines it can handle.

When a CAP module is first plugged into your telephone, some of the module
buttons are programmed to dial an internal number.

Customizing your CAP module

If your installer has programmed the CAP module for your system, you can move

external lines to the CAP module by usjrgure | ). SeeMoving line
buttonson page 79.
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18 Answering calls

You can program any of the buttons on your CAP module that do not select lines to
dial internal or external numbers automatically. You can program features on CAP
module buttons. Sééme savers for making calis page 37 andustomizing your
telephoneon page 73 for information about programming memory buttons. You
cannot assign answer buttons to any buttons on a CAP module.

Monitoring telephones with the CAP module

The indicator® next to internal autodial buttons on your CAP module show the
status of Enterprise Edge telephones.

The indicator is on when the telephone has:
e an active call
* Do Not Disturb turned on

The indicator is off when a telephone has:
* no active call

e acall on hold and no other active call
Tips

You can send up to 30 messafjesn a CAP.
® A CAPN cannot send 30 messages unless programmed as an ECAP.

Release button

Note: North American Enterprise Edge telephones haie jabutton and
International Enterprise Edge telephones have a ® button. This guide uses
the wordReleasewhen referring to this button.

PresReleaseo end a call. You do not have to put the receiver d&eieasealso
ends feature programming.

While you are on a call, do not prd®sleaseto end a feature you are using. If you
do, you disconnect the call. Usawre | instead.

Hearing aid compatibility

The receivers on all Enterprise Edge telephones are compatible with hearing aids as
defined in the FCC rules, Part 68, section 68.316. Not all hearing aids are optimized
for use with a telephone.
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Answering calls 19

Information about a call on the display

If you subscribe to Call Display services from your local telephone company, one
line of information about an external caller appears on the display after you answer.
Depending on the setting and the external information available, either the caller's
name or telephone number appears on the display.

When you transfer an external call to another Enterprise Edge user, the same
information displays on the recipient’s telephone.

Call Display information becomes available between the first and second ring of an
incoming call. If you answer before the Call Display information is available on

your display, and you pregsaure | ], you see only the line number or line
name.

To use logging features with Call Display, $¢sng Call Logon page 67.

Call Information for a specific call

Call Information allows you to see information about incoming calls. This
information is more detailed than the Call Display information you can receive
automatically. For external calls, you can display the caller's name, telephone
number, and the line name. For an internal call, you can display the caller's name
and their internal number. You can see information for ringing, answered, or held
calls.

Call Information is available for calls after they have been transferred, forwarded
or rerouted in some way.

Names and numbers for external calls appear on the display when you have
subscribed to Call Display services from your telephone company.

Tip
Call Log displays the same information as Call Information, with the date and
time of the call, and the number of times the caller called.

Displaying Call Information before or after answering
To find out who is calling or to display information about your current call:

1. Pressfeawre ] :
2. Press#) oruiew to display more information about an external call.

Call Display information appears between the first and second ring of an incoming
call. If you answer before the Call Display information appears on your display, and
you presreature | ], you see only the line number or line name.

PO911589 Issue 03 Enterprise Edge 2.0 Feature Programming Telephone Guide



20 Answering calls

Displaying Call Information for a call on hold

1. PresSeaure ). The display readselect. a call.

2. Select the line on hold. Information about the call appears on the display.

3. Press#] oruiew to display more information about an external call.

Tip
If your telephone automatically displays Call Display information for a call,

pressfFeature | before you can pre$s] or W IEW to display more

information about the call.

Making Call Display information appear automatically at a
telephone

Each telephone that rings for an external line can display Call Display information
for that line. After answering a call, Call Display information appears on the display
of the telephone that answered the call. Your installer or customer service
representative can program telephones to have automatic Call Display.

Changing which information appears first about a call

Depending on the services you subscribe to, Call Display information can contain
up to three parts: the name of the caller, the number of the caller, and the name of
the line in your Enterprise Edge system that the call is on. For each telephone, you
can determine which information appears on the display first.

YOu can seerknown name OF Unknown number- ON the display if the information is not
available from your telephone company. You carrsgete name OF
Priuvate number ON the display if the caller blocks that information.

You need to start a Unified Manager session to program this feature. For more
information about programming using the Unified Manager, seEntexprise
Edge 2.0 Programming Operations Guide

Lift a call ringing at another telephone

You can lift a call ringing at another telephone by using Directed Pickup or Group
Pickup.

Answering any ringing telephone using Directed Pickup

6]
You can answer any telephone that is ringing in your Enterprise Edge system.

1. Pressfeatwre J[7](6].
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2. Enter the internal number of the ringing telephone. You cannot use
Call Pickup to answer private lines.

To use Call Pickup (Directed Pickup), the telephone must be ringing. If, for
example, the auxiliary ringer is ringing, but the call is not ringing at a telephone,

you cannot answer the call using Directed Pickup. Answer normally at a telephone
that has a flashing indicator for the call, or by using Trunk Answer. You can answer

a call that is ringing because a person has transferred the call to a telephone and the
call is ringing on an intercom button.

Tip

Directed Pickup can retrieve calls that are ringing on an Answer DN. Although
you can enter the internal number of the telephone you hear ringing, it's
possible the calls you are answering are from another telephone.

Answering any ringing telephone using Group Pickup

Your Enterprise Edge system can have nine pickup groups. If you are a member of
a pickup group, you can pick up a call that is ringing at any telephone in your pickup
group.

PressFeaure 7] E].
You cannot use Group Pickup to retrieve a camped call.

With more than one incoming call at a telephone in a pickup group, a call ringing
on an external line is answered first followed by calls on the prime line and, last,
calls on internal lines.

Tip

A Hunt Group call ringing at an Enterprise Edge set DN that is also a member
of a call pickup group can be picked up by any Enterprise Edge set in that call
pickup group. For more information about Hunt Groupsteet Groupson

page 81.

Changing a telephone’s pickup group

To place and retrieve telephones in and out of pickup groups, you need to start a
Unified Manager session to program the feature.

For more information about programming using the Unified Manager, see the
Enterprise Edge 2.0 Programming Operations Guide
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22 Answering calls

Displays
Already joined You are connected to the telephone that made the call you
are trying to pick up. This display appears if you are on a
call to a colleague, your colleague dials the number of a
telephone in your pickup group, and you try to pick up that
call.

Fickur denisd There is no call that you can pick up or the call that was
ringing has been answered.

You have tried to pick up a call on a person’s private line.

Fickur: Enter the internal number of the telephone that is ringing.
(You can use an internal autodial button to do this.)

If you decide not to answer a ringing call after you have
activated Directed Pickup, press .

Trunk Answer
0]P]

The Trunk Answer feature allows you to answer a ringing call in any area in the
system from any telephone in the system. The line you are answering does not have
to appear or ring at the telephone you are using.

Trunk Answer works only with calls that are ringing on lines for which a Ringing
Service schedule is active and if Trunk Answer is enabled by your installer or
customer service representative.

Answering a call using Trunk Answer
Pressfeawre @] (0] 0.
Tip

If there is more than one incoming call on lines in a Ringing Service, the
Trunk Answer feature picks up the external call that has been ringing the

longest.
Displays
Lire denied You have tried to pick up a call on a person’s
private line.
Fickur denisd The call that is ringing is on a line that is not

in a Ringing Service.

Answer buttons

You can use an Answer button to monitor calls on another person’s telephone. All
calls to the monitored Enterprise Edge telephone appear on the Answer button.

Answer buttons are good for attendants who monitor incoming calls for one or
several other people. For example, an attendant can have appearances for three
different managers on the answer buttons of the telephone.
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When an attendant answers a call for manager A the appearance stops at that
manager’ set. This flexibility allows for another (simultaneous) call to come in on
the same line. The same is true for manager B and manager C. When incoming call
traffic becomes high, the calls can route to a Hunt Group to optimize call handling.
For more information about Hunt Groups steit Groupson page 81.

The Answer button setting in Feature settings programming allows you to
determine what types of calls alert at the telephone. Your options are: Basic,
Enhanced and Extended.

See thénterprise Edge 2.0 Programming Operations Gudaanore information
about programming Answer buttons.

M7100 telephones have no Answer buttons assigned to monitor other sets, but can
monitored.

You cannot make calls using Answer buttons.

If two or more calls are ringing at a person’s telephone, the first call appears on the
attendant’s Answer button. Any following calls appear on intercom buttons, if they
are available.

Tip
More than one attendant can have an Answer button for a single telephone,
allowing two or more attendants to handle calls for a busy person.

Each telephone can handle calls for up to eight other people using a separate
Answer button for each person.

Creating a Conference Call

You can talk to two people immediately.
1. Make sure you have two calls, one active and one on hold.

2. Pressfeaure][3].

3. Press the appropriate button to retrieve the held call (this action is automatic
on the M7100 telephone).

You can create a conference when you are on a call.
1. Make a second call.

2. Pressfeaure][3].

3. Press the button where the first call is on hold to create a conference.
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24 Answering calls

Only the person who established the conference can process the conference by
using the procedures described in this section.

Tip
You can create a conference by releasing privacy on a call.useieg
Privacy on or off for a calbn page 29.

Disconnecting one party
You can disconnect one party from a conference and continue talking to the other.

On a M7208, M7310 or M7324 telephone:

1. Press the line button of the call that you want to disconnect. The call that you
want to keep automatically gets put on hold.

2. PresRRelease The call disconnects.
3. Press the line button of the held call to speak to the remaining person.
On a M7100 telephone:

1. Pres%¥eaure ] #] 3], to place one caller on hold. Prgss ] again, to put
the caller you want to kept on hold.

2. PresRelease The call disconnects.

3. Presstod ] to speak to the remaining party.

Separate holding of two calls

For all Enterprise Edge telephones except the M7100 telephone, you place the two
people in a conference call on hold separately so that they cannot talk to each other.

1. Press the line button of one person. The other person automatically gets put on
hold.

2. Pressrod ). The second person gets put on hold.
You can establish again the conference.

3. Take one call off hold.

4. Pressreaue )B].

5. Take the other call off hold.
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Putting a conference on hold

You can put a conference on hold, allowing the other two people to continue
speaking to each other by pressimgi .

You can connect again to the conference by pressing either of the held line buttons.
For the M7100 telephone, pregsd .

Splitting a conference
You can talk with one person while the other person is on hold.

On a M7208, M7310 or M7324 telephone:

1.

Press the line button of the person with who you want to speak. The other

person is automatically put on hold.

On a M7100 telephone:

1.

2.

3.

4.

Pressfeaure | #)@]. The first party is on hold.
PresgHod 1, if necessary, to switch parties.

You can establish again the conference.

Pressfeature ][3].

Take the held call off hold. This is not necessary for the M7100 telephone.

Removing from a conference

]
You can remove from a conference, and connect the other two callers through your
Enterprise Edge system.

Enter the Transfer feature cogigwe 7] [0].

When you remove from a conference using the Transfer feature, and both callers
are from outside your system, one of the callers must have called you on a
disconnect supervised line, or the call disconnects.
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Displays

I rarties only You are trying to add a fourth party to your conference
call, or to join two conferences together. Release one
call from the conference before adding another, or
keep the two conferences separate.

Conference busy You have tried to make a conference call, but your
system is handling its maximum number of conference
calls.

Line@@dal 221 You are on a conference with the two lines or

TRAHSFER telephones shown. You can drop out of the conference
and leave the other two parties connected
(Unsupervised Conference) by pressing TRRHSFEE or
entering the Transfer feature code.

Fress held line You have activated the Conference feature with one

call active and another on hold. Press the line of the
call on hold to bring that person into the conference.

For other displays, see Common feature displays on page 121.

Listening to a call as a group

To allow people in your office to listen in on a call using Group Listening, press
OJEl.

You hear the caller’s voice through your telephone’s speaker. Continue to speak to
the caller through the telephone receiver. Your telephone’s microphone is off, so
the caller does not hear people in your office.

Canceling Group Listening

Group Listening cancels automatically when you hang up or when you press
PJ@J.

Tip

Keep the receiver away from the speaker, or you can hear feedback. The
higher the volume, the more the feedback. Piss$ to prevent feedback
when hanging up.

Using Handsfree/Mute

You must set the ability to use Handsfree to on or off for each telephone. Also
program the type of Handsfree. S&lganging Handsfree for a telephanepage
28. You must also turn on Handsfree for a telephone to use a headset.

Answering calls without lifting the receiver
1. Press the line button for the ringing call.

2. Presg @ 1. The telephone’s internal microphone and speaker
automatically turn on.
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Handsfree is not available for a M7100 telephone.
Tip

Direct your voice toward the telephone. The nearer you are to the telephone,
the easier for the microphone to transmit your voice to your listener.

Making calls without lifting the receiver

1. Presg ™= ]. The telephone’s internal microphone and speaker
automatically turn on.

2. Dial your call.

3. Speak normally.

Muting Handsfree

1. Presg ™~ ) to switch off the telephone microphone so that you can speak
to a person in your office while you are on a handsfree call. The display reads
Microrhone Muted.

2. Presg &= | to turn the microphone back on again and continue your
handsfree call.

Changing a normal call to handsfree

1. Press = 1.

2. Hang up the receiver.

Changing a handsfree to a normal call

1. Lift the receiver.

Using Handsfree

The indicator next t¢ & is solid when you have Handsfree turned on. It
flashes when you mute the microphone.

Wait for your caller to finish speaking before you speak. The microphone and
speaker cannot both be on at the same time. Your caller’s voice can be cut off if you
both speak at the same time. Interruptions such as a tapping pencil can be loud
enough to turn on your microphone and cut off your caller’s speech.
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To prevent a possible echo, keep the area around your telephone free of paper and
other objects that can screen your microphone. Turn down 