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Div.XII, Sec.2 LOCAL OPERATING PRACTICE - MANUAL OFFICES T.P.T.& T.Co.
- Opposite Page 1 Wash.& Idaho Area
TROUBLE OPERATORS Traffic Dept.

CALLS FOR LINES OUT OF ORDER

1. ANSWERING A CALL,
(Canceling Paragraph 1 opposite, which should be ruled out with ink)

a. Plug in with a back cord and say, "WHAT NUMBER ARE YOU CALLING,
PLEASE?" or "WHAT NUMBER DID YOU CALL, PLEASE?®" If you receive
no reply within two or three seconds, or if the subscriber's
response does not include the called number, add, "HWHAT NUMBER,
PLEASE?"

b. If you receive no reply to your request, repeat the phrase a
second time., If you still receive no reply, select another
cord and substitute for the first cord used. If no discomnect
signal appears, again sey, "WHAT NUMBER, PLEASE?" If no re-
sponse is received and if the trunk does not clear within a
reasonable time, report the trunk to repair service.

December 22, 1938
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CALLS FCR LINES CUT OF CRDER

1. ANSWERING A CALL
N
a. Plug in with a back cord and say, "SPECIAL OPERATOR".
If you receive no reply within two or three seconds, or if the
subsoriber's response does not include the called number, add,
\ "WHAT NUMBER DID YOU CALL, PLEASE?"

b, If you receive no reply to your request, repeat the phrase a
second time. If you still receive no reply select .another cord
and substitute it for the first cord used.

If no disconnect signal appears, agein say, "WHAT NUMBER DID YOU

CALL, PLEASE?" If no response is received and if the trunk does
not clear within a reasoneble time, report the trunk to the repair
service.
2. TWO OR MCRE CALLS WAITING TO BE ANSWERED
a. Answer the calls in the order in which the signals were received.
3. ACKNOWLEDGING A CALL
a. Acknowledge a call by saying, “THANK YOU".

b. Unless you can give a repert immediately after acknowledging a call,
say, "ONE MOMENT, PLEASE?"

4, NOTING THE DETAILS OF A CALL

8. When necessary in order to handle the call accurately, make a
memorandum of the called number or any detail of the call,

5, CALL GIVEN BY NAME ONLY
8. Repeat the name and then say, "WHAT IS THE NUMBER, PLEASE?"

(1) If the number is then given acknowledge it by saying "THANK YOU"
and proceed with the call.

(2) If the number is not then given, say, “WILL YOU LOOK UP THE
NUMBER, PLEASE?" ’

6. OFFICE NAME NOT GIVEN WITH THE NUMBER WHEN IT IS REQUIRED
a. Say, "5678, WHAT OFFICE, PLEASE?"

(1) 1If the office name is then given, acknowledge it by saying,
"THANK YOU."

(2) If the office name is not given; try to obtain it by prefixing
your office name to the number, saying, "IS THAT BEACON 56787"

May 1, 1929
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CALLS FOR LINES OUT OF CRDER (Conttd)

If the office name is then given, acknowledge it by saying,
"THANK YOU."

If it is not given and you are unable to secure it, advise the
calling party that it is necessary to know the name of the
called office,

7+ OFFICE N.ME NOT GIVEN IN FULL
&, If the calling party sbbreviates the office name or gives the letters
of the office name which appear in heavy type in the directory, repeat
the order including the office name in full, in your repetition.

8. CALLED LINE AFPE'RS IN THE MULTIPLE AT THE TROUBLE POSITION

a, If there is a plugging-up cord or an emergency plugging-up cord in the
called line, or if on testing the line, you hear the out of order test,
proceed as follows:

(1) If the called line is not one of en underlined group, say, "BEACON
5678, THE LINE IS OUT OF ORDER."

(2) 1If the celled line is one of an underlined group and all lines of
the group are out of order, say, "BEACON 5678, THE LINE IS OUT OF
CRLER."

(3) 1If the called line is one of an underlined group and one or more of
the lines of the group test clear or busy, proceed as follows:

(a) On a oall other than from Long Distance proceed as follows:

1. Where the front supervisory signal at the "A" position
is not retired by your answer, or if the call is re-
ceived over a trunk from a call indicator position
say, "THERE HAS BEEN SOME MISTAKE ON YOUR CALL. WILL
YOU PLEASE CALL BEACON 5678 AGAIN?"

2. TYhere the front supervisory signal at the "A" position
is retired by your answer, and the call is received
over a trunk frem 2 position other than a call in-
dicator position, say, "THERE HAS BEEN SOME MISTAKE
ON YOUR C.LL. ONE MOMENT, PLEASE?" then signal the
calling operator and say, "GIVE YOUR PARTY BEACON £5678."

(b) On a call from Long Distance, say, "BEACON 5678 IS 0.K." and
add, "ONE MOMENT, PLE.SE?" If the operator does not dis-
connect immediately, signal the inward operator and say,
"GIVE YOUR PARTY BE..CON 5678."

May 1, 1929
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CALLS FOR LINES OU'T OF ORDER (Conttd)

. b. If there is no plugging-up cord or emergency plugging-up cord in the

o called line and the line does not test out of order, understand
that the call has beon placed on the trunk to the trouble position
through error, and proceed as in "a(3)" preceding,

9+ CALLED LINE IN YCQUR OFFICE, BUT DOES 10T APPEAR IN THE  WULTIPLE AT THE
TROUBLE POSITION

e, Ascertain the status of the called number from the "B" operator hand-
| ling the plugging-up cords, saying, "TEST 5678."

(1) If she reports the line out of order, give an out-of-order report
| to the calling party.

(2) 1If she docs not report the line out of order, understand that
the call has been placed on the trunk to the trouble position
through error end proceed as in "8a(3)" preceding,

’ b. As an exception, it will be possible when a small number of permanent

| signals are being reported, to ascortain from the record of lines
plugged up whether or not the line is still belng held on a plugging-
up cord at the "B" position.

(1) If the number appears on the record and it is not marked
"P.B.X." rcport the line out of order to the ealling perty.

(2) If the number does not appear on the record or if it appears
on the record marked "P.B.,X." request the status of the
line from the "B" opcrator, proceceding as outlined in "a"
preceding,

10. CALLING PARTY AFTER RECEIVING /N OUT-OF-ORDER REPORT REQUESTS THAT YOU
- CALL HIM

2. Say, "I WILL CALL YOU IN ABOUT TWENTY MINUTES."
e
‘ - (1) Obtain the calling number and when the party hangs up dis-
connect,

(2) Write an out~of-order ticket and proceed as follows:

be Start to complete an out-of-order call sbout fifteen minutes
after the out-of-order report was given,

| . c¢. If the called line is still out of order on your first attempt to

complete the call, reach the calling party and say, "OW YOUR
CALL TP BEACON 5678, THE LINE IS STILL OUT OF ORDER. I WILL
CALL YOU AGAIN IN ABOUT TWENTY MINUTES."

Page Revised September 1, 1929
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CALLS FOR LINES OUT OF ORDER (Contt!d)

$ (1) After & further fifteen-minute interval, if the called line
: is still out of order, reach the calllng party and report

"t

&8s ln Cloe

(2) After a third fifteen-minute interval, if the called line
is still out of order, reach the ealling party and say,
"ON YOUR CALL TO BEACOY 5678, THE LINE IS STILL OUT OF
ORDER. I WILL CALL YOU AGAIN IN ABOUT AN HOUR."

(3) If the ealled line is still out of order an hour later,
reach the calling station and say, "ON YOUR CALL TO BEACON
5678, THE LINE IS STILL OUT OF ORDER."

(a) 1If the calling party asks you to call him, proceed again
as for the fourth attempt.,

(b) If the ealling party dees not ask you to call him, can-
cel and file the ticket,

(4) If at any time the line becumes clear, reach the calling -
party, and say, "ON YOUR CALL TO BEACON 5678, THE LINE IS - -
CLEAR NO™. WILL YOU HANG UP PLE.SE? AND THEN CALL THAT

NUMBER?"

(5) During night hours as locelly specified, when you give a re-
port following the first, second or third attempts to com-
plete an out of order call, add, "WILL THAT BE SATISFACTORY?"

1 to your report and be guided by the calling pertyt!s reply.

de As an exception to "a" preceding, if a request to complete an out-
of-order call is received during night hours as locally specified,

say, "ONE MOMENT, PLEASE?",
your supervisor, (Sr 1)

end connect the calling party with

11, PROCEDURE AFTER GIVING A REPORT TO AN OPERATOR

a. Listen for the repetition or acknowledgment of the report by the
operator, If the report is repeated by the operator, proceed

as follows:

(1) If it is repeated correctly, say, "RIGHT."

2) If it is not repeated correctly, say, "NO" repeat the report
» B2y, P p
emphasizing the part that wes misunderstood, and acknowledge

Page Revised September 1, 1929

f a Long Distance operator asks to be called, make &
_ and proceed as follows:

with, "RIGHT," when it is then repeated correctly.

ord of the

s~ clear within thirty minutes, call

for example, "BEACON 5678, STILL OUT

POSITION 2-5," g1v1ng the
eng Distance operator,
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CALLS FOR LINSS OUT OF ORDER (Conttd)

If the line is still out of order at the end of an
additio thirty minutes, ceal Tistance again
and repeat the T

line becomes clear, call Long Piskance
, for exemple, "BEACON 5678 0.K. FOR LONG =
DISTANCE, POSITIOX 2=5,"

12, CALLING OFERATOR NOT ON THE LINE WHEN YOU FPASS A REFORT

a. Flash on the trunk and when the operator answers, give her the
report.,

13, METHOD OF SIGNALING THE CALLING OFPERATOR

&+ Yhere flashing keys‘are provided, signal by operating the flashing
key.
Where flashing keys are not provided, signal by removing and re=
inserting the plug in the trunk jack,

be Flash slowly at the rate of about one flash per second.
Flash three times and then pause for the operatorts respomse. If

the operator does not answer promptly, make a second, third or
fourth attompt if necessary.

14. SUFERVISING ON SIGNAL AND DISCONKECTING
2. Vhen the supervisory signel flashes, answer the signal, saying,

"SIECIAL OPERATOR, WHAT NUMBER DID YOU CALL, FLEASE?", and
proceed as requested.

s

/
be. After giving & report to the calling party, disconnect as soon as
the calling party hangs up or indicates that he understands the
report,
After giving a report to an operator, disconnect as soon as she
acknowledges the report, except as indicated for certain con-
ditions outlined in other parecgraphs of this section.

ce TWhen the supervisory éignal lights, understand that the calling
operator has disconnected. Disconnect from the trunk,

Fage Revised September 1, 1929




. Wash. s0re. & Idsho - TROUBLE SUPERVISORS Trouble Supervisors
. Traffic Dept. ‘ : W : : BT Page 1
| cAm.s FOR LINES om' ' OF ORDER B

D L it PR R R ) A L (L { A L o A S b L R A L R W A i

- ' J C o ’ .
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1le GALLING PLRTY REQUESTS CQMPLETION OF AN OUT-GF-ORDER CALL DURING NIGHT EERT Y
HOURS . | | ,‘ . |
(Trouble Operators - 10&) B - ‘ = B

'a. Request +the calling party ta oall\the desired number a l1tt1e iater, R

suggestl if necessary that owing to its being night time it would o
‘be dlfflcult to estimate how long the desire& line w111 cantinue
in trouhle. o

If the calling party claims ‘that the ¢ase is urgent and ﬁha# it 1a
essential that he secure conhection with the desired nuﬂber if
possible, obtadin the celling number and tell the calling party

- that he will be called if the called etation can be reached.  In=
struct the operator to notlfy the calling party when the called
line becomes clear.






