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Introduction to your M 3905 Call Center Telephone

Introduction to your M 3905 Call Center
Telephone

Your Call Center Meridian Digital Telephone provides easy access to awide range of
business features. Your telephone system administrator assigns features to your
feature keys and provides you with passwords and other codes as required.

The Meridian SL-100 system automatically controlsincoming call routing to
answering positions, and can provide music or recorded announcements to waiting
calers.

One of the codes provided by your system administrator is the Feature Access Code
(FAC) which you need in order to use some features. For other features, you may need
afeature key.

In this document, Call Center telephone and Automatic Call Distribution telephone
(ACD) are interchangeable terms for the M3905 Call Center telephone.

Additional hardware options are available to expand the capabilities of the M 3905
Call Center Telephone. See “Accessories for the M3905” on page 97.

M 3905 Call Center Telephone

LCD Display ——MM —
Goodhye ——
Hold ——M

Message Waiting Light/
Incoming Call Indicator

3
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LED —F—
supenvisor 7°0 0O = ‘ = Programmable Line/
o o Feature Keys
Observe Key/— % % % o =1 (self-labeled)
000 Date/Time Display
PE——— Context Sensitive Soft Keys
000 - DQD 3 ——F— (self-labeled)
—O—0
T e
GD D D FJ D ?77 Fixed Feature Keys
L incals
L———— Copy
Volume Control Bar
LED L—————— Make Busy
Headset ———— Navigation Keys
Supervisor Not Ready
Quit
Emergency

553-9043




Introduction to your M 3905 Call Center Telephone

M 3905 Call Center Features

The M 3905 Call Center features:

. eight Programmable Line/Feature Keys (self-labeled), giving the user

access to eight Line/Feature Keys

. four Context Sensitive Soft Keys (self-label ed), giving the user accessto a

maximum of 10 of the available features

. six Fixed Feature Keys (configured to fit the users business needs)

Fixed key caps:
— Headset (with LED indicator)*
— In-Cdls*
— Supervisor*
— Emergency*
— Not Ready*
— Make Busy*

Optional key caps:
Cdl Agent
Observe Agent (Obv Agent)

Answer Emergency (Ans
Emerg)

Answer Agent
Activity (for LOB codes)

Display Queue (Dsply Queue)
—for MSQS or Display Queue
status

Note 1: The Headset and In-Calls Keys are required. Y our system
administrator can reconfigure the remaining four keys to any of the features

listed above. Key caps need to be replaced to match the reconfigured feature.

Note 2: *The features with an asterisk are the default keys.

Optional accessories:
. Handset

. Headset
. Accessory Connection Module (ACM)

. Key-based Access Expansion Module (KBA)
. Display-based A ccess Expansion Module (DBA)
. External Alerter and Recorder Interface (MEARI)

. Analog Terminal Adapter (ATA)
. Personal Directory PC Utility

Note: The M3905 does not support handsfree calling.
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Available ACD Features on the M 3905 Telephone

Common Agent/Supervisor Features
. Headset
. Non-ACD Call Keys
. Hold
. Personal Directory

. Cdl Log
. Redial List
. Options

«  Call Park by ACD Agent

. ACD Call Transfer with Time

. Transfer to Incalls Key
. Agent Login Enhancement

Table 1 contains more Agent and Supervisor features for the M3905 ACD set.
Table 1 Agent and Supervisor features

Agent features

Supervisor features

Call Source | dentification.

Agent-Status Lamp.

Called Name/Number Display.

Display Agents Summary Key.

Emergency Keys. Forced Agent Availahility.
Emergency Keys Enhanced. Controlled Interflow.
Incalls Key. Agent Key.
Call-Supervisor Keys. Call-Agent Key.

Not-Ready Key.

Night Treatment.

ACD Station Maintenance and
Configuration Enhancements.

Supervisor Control of Night Service.

ACD Multistage Queue Status
Refresh.

ACD Observe-Agent Enhanced.

Multistage Queue Status Key/Lamp.

ACD Status-Lamp Enhancement.

ACD Walkaway/Closed Key
Operation.

ACD-Limited Enhanced Agent Features.

Line of Business Codes.

ACD Observe-Agent/Three-Way Calling.

Make Set Busy.

Extended Agent Observe.
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Table 1 Agent and Supervisor features

Agent features

Supervisor features

Call Forcing.

Flexible Call Observing-Nodal.

Display Queue and Threshold.

Observe Agent from 2500 set.

Walkaway and Return from
Walkaway.

Observe-Agent Key.

Agent Login and Login
Enhancements.

Display Queue-Status Key.

Multistage Queue Status Display.

Answer Agent.

Answer Emergency.

Display Queue Threshold.

Make Set Busy.




Termsyou should know

Termsyou should know

Agent Set — A telephone set configured to efficiently answer incoming callsthat have
been directed to agroup of ACD telephones vs. asingle person or line.

Attendant — The attendant is a tel ephone operator in your organization.

Call party information —When your telephone rings, the display shows Caller Line
Identification (CLID) information. The system must have CLID enabled. The display
module shows the phone number and name of the inbound call.

Context Sensitive Soft Key — The four keyslocated directly below the display on the
M3905 are referred to Context Sensitive Soft Keys. The label and function of each
key changes, depending upon the avail able features or the active application assigned
to each key.

Date/time display feature — The Date/time display feature shows the month and date
when the telephoneisin an idle state.

Directory Number (DN) — The Directory Number is a number that consists of oneto
seven digits for atelephone, aso known as an extension number.

Feature display — The display area shows status information about the feature in use.
It also displays the name and status of the active session.

Feature Access Codes (FAC) — The Feature Access Codes are codes you dial in order
to use atelephone feature instead of pressing a fixed feature or soft feature key. For
your convenience, the FACsfor your system can be printed on a page located at the
back of this guide.

Fixed Feature Key — The Fixed Keys are keys on your telephone, that are labeled at
the factory.

Indicator status— The status indicator can be an LCD or LED that indicates the
status of afeature by the flash, wink, steady on, or off of the LCD or LED indicator.

Information line — The Information line of the display relates call information or
application information.

Information display — The Information screen displays call activity, lists, prompts,
and status of calls.

Interrupted dial tone— Interrupted dial tone is a broken or pulsed dial tone, heard
when you access some of the features on your telephone.

Meridian SL-100 — The Meridian SL-100 system is your business communication
system.

Off-hook — Off-hook is aterm used to indicate that the telephone is active and ready

to make a call. On the M 3905 you can go off-hook when you press your Individual
DN Key only. The M3905 does not go off-hook when you press the In-Calls Key or

press your Primary DN (Call Center DN).
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Paging tone — A Paging tone is two beeps followed by a dial tone. You hear the
special Paging tone when you are using the Radio Paging feature.

Primary Directory Number (PDN) — The Primary Directory Number isthe main
extension number on your telephone. It isreferred to by the Primary Directory
Number Key. On the M 3905, the Primary Directory Number and your ACD
Directory Number are the same. The In-Calls Key connects directly to the Primary
DN Key. The Primary DN Key isthe key located at the lower right-hand side of the
upper portion of the display area.

Ringback/ring tone — The Ringback/ring tone is the sound you hear when a call
you have made is ringing at its destination.

Shared Directory Numbers— A shared directory number isaDN (extension) that
is shared by two or more persons.

Special dial tone — The special dia tone refers to three consecutive tones followed
by dial tone that you hear when accessing some of your telephone features.

Supervisor Set — A telephone set configured to manage a group of ACD agents,
and it can also be configured to answer incoming calls that are directed to a group
of ACD telephones vs. asingle person or line. You normally configure a
Supervisor’s set with features that display agent and group performance.




Your telephone’s controls

Your telephone’s controls
This section describes the features on the M3905 ACD Meridian Digital telephone.

Programmable Line/Feature Keys (self-labeled)

In addition to secondary extension number(s), you can have features assigned to the
Feature Keys on your telephone. An LCD indicator shows the status of the feature
assigned to each key. See “Agent features’ on page 35. Also see “ Call Center
supervisor features” on page 44.

LineKey

X2494 D A steady L CD indicator appearing beside a
Line (DN) Key means that thefeature or line
is active. A flashing LCD indicator means
thelineison hold or the feature is being
programmed.

Auto Dial Key

O Sales An Auto Dial Key lets you dedicate a
Line/Feature Key to a specific number.

Inspect Key

O Display The Inspect Key alows you to display
information associated with the Line/Feature
Keys. Thedisplay information on a second
caller does not interfere with the current call
in progress.

Note: If the Auto Display featureis enabled,
Cdling Line Identification is displayed for a
second incoming call.

OptionsKey

o Options The Options Key is a dedicated
Programmable Line/Feature Key. The
Options Key islocated at the top-left side of
the upper display area. Press the Options
Key to access the Options Menu.

D Options Press the Options Key to make adjustments
to your telephone’s volume and display
contrast, as well as other feature settings.
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ApplicationsKey

G Aops

X2498 D

The Applications Key allows you to access
server applications, such as Corporate
Directory, if available on your system.

The Individual DN Key allows you to make
and receive non-ACD calls.

Context Sensitive Soft Keys (self-labeled)

Call Processing Keys

The four keys located in the middle of the
telephone, below the display screen, are your
Context Sensitive Soft Keys. These keys can
have the following assigned to them:

e Transfer

e Conference

e Cadl Forward

* Ring Again

o Cdl Park

« Call Pickup

¢ Speed Cadl

* Privacy Release
e CdlersList

* Redial List

Goodbye Key

Goodbye / L)

Hold Key

Hold / T

Press the Goodbye Key to terminate an
active call.

Place an active call on Hold by pressing the
Hold Key. Return to the caller by pressing
the extension key next to the flashing
indicator.
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Mute Key

(e ) | A

Volume Control Bar

) —I=)

M essage Waiting Lamp

Fixed Keys

When engaged in acall, you can press the
M ute Key. The party(ies) to whom you are
speaking cannot hear you. When you wish to
return to the two-way conversation, you must
press the Mute Key again. On the M 3905
ACD, the Mute Key appliesto handset and
headset microphones. The LED flashes
quickly when the Mute option isin use.

Use the Volume Control Bar to adjust the
volume of the handset, headset, speaker,
ringer and buzzer. While on acall or while
the telephoneis ringing, adjust the volume
on your set using the Volume Control Bar.
Raise the volume by pressing the right side
or lower the volume by pressing the left side.
You can also adjust the volume of ringing,
headset or buzz by selecting Volume
adjustment in the Options Menu.

The Message Waiting Lamp lights when you
have a message waiting. See the M3905 Call
Center Telephone figure on page 9.

The Fixed Feature Keys on your M3905 ACD Meridian Digital Telephone are labeled
a the factory. The Fixed Feature Keys include: Headset, Call Supervisor, Emergency,
Not Ready, Make Busy, and In-Calls. These keys can be reconfigured to Activity
Code, Answer Emergency, Answer Agent, Observe Agent, Display Waiting Calls or
Call Agent to fit your business needs. The two keys that cannot be changed are

Headset and In-Calls.

In-CallsKey

[ in- Calls :I/ ( ‘.)

\
\

J

Press the I n-CallsKey to answer incoming
ACD calls. The In-Calls Key provides easy
access to your Primary or ACD Directory

Number of the agent position.
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Headset Key

[

e

Headset :I / [ @

Supervisor Key

Supervisor

Call Agent Key

i

\

Agent :I / [ o9

A

Press the Headset Key to toggle back and
forth between headset and handset. Itis
common to both the agent and the
supervisor. The headset indicator is lit when
active.

Headsets vary in electrical, physical and
audio characteristics. Performance
perception is subjective soitis
recommended that the headset user try using
the headset with each of the three settings on
internal and external calls. This helps
determine which works best. Aswith al
Meridian Digital Telephones, amplified and
unamplified headsets are supported.

Note 1: If you have the handset option
installed, press the Headset Key to switch
between headset and handset. The handset is
an optional hardware item. If you order the
handset option kit, it is recommended that
your system administrator install the
equipment.

Note2: Usethe Amplified Headset settingif
you are using the amplified headset.

From an agent set, pressthe Supervisor Key
to access a supervisor.

From a supervisor set, pressthe Call Agent
Key (optional key cap) and dial an agent’s
secondary DN to communicate directly with
the agent. Alternatively, if you configure an
Agent Programmable Feature Key (not one
of the Fixed Feature Keys) on the supervisor
set for each agent, pressthe Call Agent Key
followed by the associated Agent Key.
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Emergency Key

i
L Emergency ]

A

e

~—
—
-
it

Not Ready Key

[ Nat Ready :I / ( 'l'

Make Busy Key

[.fvfsz{: Busy ] / [ KN

J *

Activity Code Key

Caany ) [(CeoB

Answer Emergency Key

[ Ans Emerg :I / [ "? =

I

Answer Agent Key

[ Ans Agent :I / [ el

e

Press the Emer gency Key to join the
supervisor into a call when judged to be an
emergency situation. It can also be used to
add a recording device automatically.

The Emergency key is on the agent set.

Press the Not Ready Key to put the agent
positionin aNot Ready state. The Not Ready
state takes the agent out of the ACD queue
without logging the agent out. The Not
Ready state allows the agent to perform and
record post call processing duties connected
to ACD calls. This key is common to both
agent and supervisor sets.

Press the M ake Busy Key to log out of the
ACD queue and agent position. Thiskey is
common to both agent and supervisor sets.

Press the Activity Code Key and enter the
appropriate line of business (LOB) code to
record the activity the agent is performing.

Press the Answer Emer gency Key on the
Supervisor ACD telephone to answer agent
emergency calls.

Press the Answer Agent Key on the
Supervisor ACD telephoneto establish a
direct connection to the supervisor from an
agent position.
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Observe Agent Key

i

| Obv Agent :I/ [ &H :I

Display Queue Key

DsplyQueue / =y

Supervisor Observe Key

Application Keys

Press the Observe Agent Key (on the
supervisor ACD telephone) to monitor the
activity on the agent’s telephone.

Press the Display Queue Calls Key on the
agent’s ACD telephone to display incoming
calls waiting information.

The Display Queue CallsKey on the
supervisor’'s ACD telephone displays to the
supervisor information on the number of
manned agent positions, the number of calls
waiting in the incoming call queue, number
of callslogicaly queued, and the waiting
time of the oldest call in the ACD queue.

Press the Supervisor ObserveKey (LED) to
alow awalk-around supervisor to plug the
headset into the headset jack at the side of
the agent’s telephone and monitor or join the
conversation between the agent and the Call
Center caller.

Quit Key

Quit

Copy Key

_ Copy ‘/( &)

Press the Quit Key to end an active
application without affecting the state of any
call on the telephone.

Press the Copy Key to copy entries from the
corporate directory to the personal directory.
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Navigation Keys

Press the Navigation Keys to move up,
down, right, and left through features,

- - menus, and application functions on the
» display.

Primary Directory Number

The lower-right key of your programmable keysis the ACD Primary Directory
Number (DN) Key which isthe same as the In-Calls Key. On an ACD set there can be
aPrimary ACD Directory Number, aswell as an Individual Directory Number.

Individual Directory Number

The Individual Directory Number is the second Directory Number for the telephone.
You can make outgoing calls on this number and receive incoming calls. The
Individua line can be configured to have all the standard functions of aregular
telephone line.

Note: You have only one Primary Directory Number assigned to your telephone. You
can have additional Directory Number (DN) Keys assigned to your telephone.

M essage Key

The Message Key can be configured as Key 17 and appearsin the area of the Context
Sensitive Soft Keys. In this configuration, you will only see it appear when you go off
hook. In addition, it will only dia your voice mailbox when you have a message
waiting. As an alternative, a Message Key may be configured as a Programmable
Line/Feature Key (self-labeled). This configuration allows you to dial your voice
mailbox whether or not you have a message waiting.
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M 3905 Call Center Meridian Digital Telephone

Your Call Center Meridian Digital Telephone provides easy accessto awide range of
business features.

Your telephone system administrator assigns features to your feature keys and
provides you with passwords and other codes as required.

Note: In this document Call Center telephone and the Automatic Call Distribution
(ACD) telephone are interchangeabl e terms for the M3905 Call Center Telephone.

Your telephone display infor mation
M 3905 Display

The upper portion of the display on the M3905 gives call status information; the lower
display areais atwo-line feature information display (see figure below).

Note: Refer to “Your Telephone’s Controls’ on page 15 for more information on the
display and specialized key information.

- Ortions ConIntrFlw -
a Dir-Log HightSuc a
Line/Feature a AFFs 2639 ap
Key Status oD Autaolial 2637 B | o
Aug 2@ S:48F
Date/time display HORTEL HETWORES
Call party info
Feature Status info
Options info S Hewcallers
Forward Callers Redial

1.‘.

553-9076C
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OptionsList

The Options List allows you to customize certain characteristics of your phone.
Screen prompts take you step-by-step through procedures and keep you informed on
the status of the following settings: Language, Change feature key label, Screen
contrast, Volume adjustment, Ring type, Call log options, Live dial pad, Preferred
name match, Area code set-up, Call timer enable, Date/time format, Key click enable,
Headset type, Headset port on call, Headset port external aerter, and Display
diagnostics.

To change any option’s setting:

[ ] OFtions 1. Pressthe OptionsKey.
D 2. Usethe Navigation Keysto scroll up or
(l- D down through the options list.
Select 3. Pressthe Select Key when the desired

- option is highlighted.
4.

Change the option’s settings. Refer to
the following pages for details. The
display aso providesyou with
information to adjust your selection.

Daoke 5. Pressthe Done Key to save your
- changes.
6. Pressthe Quit Key or Options Key to
exit.
or
(] OFtions

Note: If you press the Quit Key or Options Key before you press the Done Key, you
exit the Options List without saving your changes.
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Select alanguage

The display is available in multiple languages. After you select Language. . . from
the Options List menu;

1. Usethe Navigation Keysto highlight
(l D the desired language (e.g., German).

Deutsch

Select 2. Pressthe Select Key.

Press the Done Key to save changes. Pressthe Quit Key or Options Key to exit.

Change a Feature Key label

From the Options List you can change the name on the Programmable Line
(DN)/Feature Keys (self-labeled). These keys are |ocated on both sides of the top
portion of the display area.

To change a Feature Key labd:

- 1. Pressthedown Navigation Key once to
Q- D highlight Change feature ke label.
Change feature ked label
Select 2. Pressthe Select Key.
- This action takes you to the Feature
Key menu and highlightsChanae
feature keg label.
Select 3. Pressthe Select Key again.
- The prompt asks you to select the

Feature Key you want to change.

AutoDial ) 4. Pressthe Programmable Line/Feature
Key whose label you want to change
(e.0., Autolial).

5. Pressthe Dial Pad Key that is printed
ggg with thefirst letter in your new label.
Press the key until the correct character

appears.
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Note: Usethe Case Key to change the case of the letter, as needed. Pressthe Up Nav-
igation Key to access special characters you may want to includein thelabel. Use the
Navigation Keysto locate the character you want to include. Press the Select Key to
choose the highlighted character. Press the Return Key to return to label entry with-
out selecting a special character.

D 6. Presstheright Navigation Key once to
(l ) . move the cursor (so you can enter the

next letter) when the desired |etter
appears.

7. Repeat steps 5 and 6 until you have
changed the entire label.

Press the Done Key to save changes. Pressthe Quit Key or Options Key to exit.
Note: For a detailed example of using the dial pad to enter text into your M3905 Call
Center telephone, see “Add a Personal Directory entry” on page 86.

To restore one key label to the
original:

1. From the Feature Key menu, usethe

)
down Navigation Key to highlight
Q-D g ey gniig

Restore one kew label.

Restore ohe kew label

Select 2. Pressthe Select Key.
Purchazing (D 3. Pressthe ProgrammableLine

(DN)/Feature Key (self-labeled) that
you want to restore to the original label
(e.0., Purchasing).

Press the Done Key to return to the Options List menu. Press the Quit Key or
Options Key to exit.

Note: You cannot change the label on the primary DN. You can press the Shift Key, if
the label you want to change is on the second layer of Programmable Line/Feature
Keys (self-label ed).
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Adjust Screen contrast

The Screen contrast option alows you to adjust the contrast of the display on your
telephone. After you select Screen contrast from the OptionsList menu;

Lotet Higher From the Contrast screen, press the
or L ower Key to decrease the display
- - contrast level, or pressthe Higher Key

to increase the display contrast level.
Press the Done Key to save changes. Pressthe Quit Key or Options Key to exit.

Adjust volume

Use the Volume adjustment option to select a comfortable sound level for the
various audio signals.

Note: After you select Uolume adiustment.. . . from the OptionsList menu, alist of
adjustable items for your telephone model appears. It isrecommended that you adjust
these parameters while you are on atelephone call so that you can judge the impact of
the changes your are making.

To adjust the Ringer volume:

Ringer 1. Select Ringer from the Volume menu.
Lotet Higher 2. Pressthe Lower Key to decrease the
or ringer volume, or press the Higher Key
- - to increase the ringer volume.

Press the Done Key to save changes. Pressthe Quit Key or Options Key to exit.
Use the procedure above to adjust the volume on the following items:

Buzzer Headset listen
Sreaker Headset. talk
Handset. listen Headset. sidetone

Note: Headset sidetone is the sound of your
own voice that you hear in the headset
speaker.
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Choose Ring type

The Ring type option allows you to choose from among the various ringing sounds
availablefor your telephone model. After you select Ring twFe. . . from the Options
List menu;

o 1. Usethe Navigation Keysto scroll
(l . D through the list of ring types.
Rin3 ture 3
Flad 2. Pressthe Play Key to samplearing
] o
Select 3. Pressthe Select Key to activate the

- desired ri ng type.

Press the Done Key to save changes. Pressthe Quit Key or Options Key to exit.
Select Call L og options

The Call L og options setting provides a choice of logging all incoming calls, logging
only the unanswered calls, or not logging any calls. The Call Log holds up to 100
different incoming entries. After you select Call 109 ort.ions from the OptionsList
menu;

o From the L og options menu, use the
(]- D Navigation Keys to highlight and select
either:
Log all calls Logall cals
or or

Log unanswered calls Log unanswered calls

Note: Mew call indication must be set to
On, if you want Call Log notification.

Press the Done Key to save the selection. Press the Quit Key or Options Key to exit.
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Livedial pad

TheLivedial pad option alows you to press any dial pad key to automatically access
adial tone. After you select Live dial Fad from the Options List menu;

(e of From the Live dialpad screen, pressthe
or On Key to turn on Live dial pad, or
- - press the Off Key to turn off Live dia
pad.

Press the Done Key to save changes. Pressthe Quit Key or Options Key to exit.

Preferred name match

The Preferred name match option displays the names of incoming and outgoing
callers as stored in your Personal Directory, if the telephone number matches the one
stored in your directory. This option alows you to personalize the displayed names
for incoming and outgoing calls. After you select Freferred name mat.ch from the
OptionsList menu;

Ok aff From the Name match screen, press the
or On Key to turn on Preferred name
- - match, or press the Off Key to turn off
Preferred name match.

Press the Done Key to save changes. Pressthe Quit Key or Options Key to exit.

Area code set up

Using the Area code set-up option causes the Callers List and Calling Line ID
(CLID) display to show the number/extension followed by the area code/prefix in
parenthesis. This makes it easier to identify local calls and internal calls. You can
define up to three codes. After you select Area code set—uF from the OptionsList
menu

1=t Code: 488 Use the Navigation keysto place your
Zhd Cocde: cursor in thefirst line and enter an
I Codes area/country code of your choice.

Note: You can enter up to three codes of your
choice.

Press the Done Key to save changes. Pressthe Quit Key or Options Key to exit.
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Call timer

The Call timer enable option measures how long you are on each call. After you
select Call t.imer enable from the Options List menu;

(e of From the Call timer screen, press the
or On Key to turn on the Call timer, or
- - press the Off Key to turn off the Call
timer.

Press the Done Key to save changes. Pressthe Quit Key or Options Key to exit.

Date/time for mat

There are eight Date/time formats. Four formats are based on the 12-hour clock and
four are based on the 24-hour clock. After you select at.etime format. . . from
the Options List menu;

i Use the Navigation Keysto scroll
(l — D through the eight formats. The sample
formats appear on the upper-right side

of the display area.

Format. 3

Press the Done Key to select the highlighted format. Press the Quit Key or Options
Key to exit.

Key click

The Key click option causes the handset or speaker to produce a clicking sound when
you press the telephone keys. After you select ke click enable from the Options
List menu;

(g aff From the Key click screen, presstheOn
or Key to turn on Key click, or press the
- - Off Key to turn off Key click.

Press the Done Key to save changes. Pressthe Quit Key or Options Key to exit.
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Headset type

The Headset type option allows you to select one of the three different headset types:
Type 1, Type 2, or Amplified. Select the setting that works best for the headset that
you are using. For more information, see” Call Center headset interface” on page 32).
After you select Headset. toFe from the Options List menu;

o From the Headset type menu, use the
(l- D Navigation Keysto highlight and select

either:

Ture 1 Type 1 headset

or or

Tare 2 Type 2 headset
or

AmFlified or
Amplified headset

Press the Done Key to save selection. Press the Quit Key or Options Key to exit.

Headset port on call

The Headset port on call option requires that a lamp-type accessory be connected to
the headset port. When the Headset port on call option is activated and the user ison a
call, the lamp lights providing an indication that a call isin progress. After you select
Head=et. Fort. on call from the Options List menu;

oK aff From the On call screen, press the On
or Key to turn on Headset port on call, or
- - press the Off Key to turn off Headset
port on call.

Press the Done Key to save changes. Pressthe Quit Key or Options Key to exit.

Note: Additional equipment is required to implement this option. For more informa-
tion please contact your Nortel Networks distributor.
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Headset port external alerter

When the Headset port external alerter option is activated, it supports avisual or
audible alerter and/or recorder device. This device plugs into the Headset port, which
is located on the bottom of the telephone. After you select Head=et, Fort. ext.
alerter from the Options List menu;

Ok aff From the External alerter screen, press
or the On Key to turn on Headset port
- - external aerter, or press the Off Key to
turn off Headset port externa alerter.

Press the Done Key to save changes. Pressthe Quit Key or Options Key to exit.

Note: Additional equipment is required to implement this option. For more informa-
tion please contact your Nortel Networks distributor.

Display diagnostics

The Display diagnostics option tests the functionality of your telephone's display
screen and indicator lights. This option also provides information on the firmware
currently in use on your M3905 Call Center telephone. After you select DisFlad
diagnostics from the OptionsList menu;

o Use the up or down Navigation Key to
(l ) D scroll through the list and view the

changing display screens.

Press the Done Key to return to the Options List menu. Pressthe Quit Key or
Options Key to exit.
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Call Center headset interface
The M 3905 is compatible with most headsets.

Freeing your handswhile on thejob

The Headset Key controls a headset that is connected to the headset jack. The
Headset Key is a Fixed Feature Key on the lower |eft of the phone. The headset jack
is on the back of the M 3905 telephone set. Both direct connect, or unamplified
headsets, and amplified headsets can be used with the M3905 headset jack.

Headset, Handset, and Supervisor Jacks. The headset and handset jacks
are located on the back of the M 3905 telephone set. The jack on the side of the

M 3905 telephone set is the Supervisor jack that is used in conjunction with the
Supervisor Observe Key.

Switching between the handset and the headset

If you use a headset, the M 3905 has a Headset Key to turn the headset on and off. The
Headset Key is used to switch between the headset and the handset mode of
operation. The LED lights steady to indicate that you are in headset mode.

If you have the handset option installed, press the Headset Key to enter handset
mode. The Headset Key LED goes off, and all calls are presented to the handset. Lift
the handset and pressa DN or In-Calls Key to receive cals. To make outgoing calls
with your handset, lift the handset and press an Individual DN key to receive dial
tone. If you wish to return to headset mode, press the Headset Key. The Headset Key
LED will go on, and all callswill be presented to the headset.

Headset Options Feature. There are three settings provided for the headset
connection. Use the Options feature to choose Type 1, Type 2, or Amplified to adjust
the gain that works best with the type of headset that you are using. For an amplified
headset, choose the Amplified Headset setting in the Options list.

Volume Control with Amplified Headset. To control the volume, use the
volume control bar on the telephone and the switch on the amplified headset. Adjust
the telephone volume before adjusting the headset volume. To provide the best
communication with the least amount of distortion, the amplifier should have ahigher
setting than the telephone volume control.

Volume Control with Direct Connect, or Unamplified Headset. To
control the volume, use the volume control bar on the telephone or adjust the volume
setting in the Options Menu.

Note: Refer to your distributor for the latest product bulletin from Nortel Networks
recommending headset types for use with the M3905 Call Center Telephone.
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Call Center agent/supervisor features

This section describes features and procedures for both the Call Center agent and the
supervisor.

Agent Login

i

| Make Busy :l / I: 2+

1. Pressthe Make Busy Key until theindi-
:I cator turns on.

\ 2. Presstheln-CallsKey.

I: It - Calls :I / Ilf )

.

automatically inthe Not Ready state and

ggg 3. Dial your four-digit agent ID. You are
in the current ACD queue.

r _ n 4. Pressthe Not Ready Key when you are
| Not Ready :I / ( ) ready to accept ACD calls. The LED for
the Not Ready Key goes off.

Note: You must pressthe Headset Key the
first timeyou log in, if using adirect connect
headset.

Agent L ogin Enhancement

Thisfeature provides two new options to ensure that only assigned agents are able to
log into an ACD group:
« Partitioning of agent login identification numbers between customer groups

« Agent login password option

Each time an agent enters an identification number, a check is made to determine if
the set being used is associated with the same customer group as the identification
number.

If this check is successful and the password option has been assigned, the agent
receives a special dial tone. The agent must enter afour-digit password (a number in
the range 0001 through 9999). When the password is accepted, the agent is logged
into the ACD group. If a checksis unsuccessful, areorder toneis given.
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If the password option is assigned:

After you enter your four-digit agent ID, you
receive aspecial dial tone. Enter you
four-digit password.

If your password is accepted, you are logged
in. If the system does not accept your
password, you will hear reorder (fast busy)
tone.

Agent L ogout

i

L Make Busy :I / I: K32

Press the M ake Busy Key and disconnect
the headset. The LED indicator lights
continuously.

L

*

Pressing the M ake Busy Key once causes
thelamp to light solid “on,” indicating that
Make Set Busy isactivefor all directory
number appearances on the set.

Pressing the M ake Busy Key a second time
causes thelamp to flash, indicating Make Set
Busy is active for the ACD In Calls Key, but
deactivated for the secondary directory
number(s) on the set.

Note: If you pressthe M ake Busy Key while
on an ACD call, you will be logged out auto-
matically when the call is finished.
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Agent features

This section explains the features that are available to ACD agent positions.

Activity Code Fixed Key to activate L ine-of-Business code

The Line-of-Business (LOB) code feature allows the ACD user to enter athree-digit
code to record the type of activity the agent is performing.

The code is sent to a customer-premises downstream processor through the MIS
interface. The ACD supervisor assigns the codes.

The Meridian SL-100 switch tracksitems such as the number of specific types of
calls, and the holding times for these calls. Use the Activity Code Fixed Key or the
LOB Code Programmabl e Feature Key to activate the LOB code.

1. Whileon an active ACD call, pressthe

| Activity | / | ReE | Activity Key.

or

LOBCode (DD

2. Dial the three-digit code which reflects
ggg the type of call you are handling. The
digits are shown on the display as you
enter them. If you make a mistake, press
the Activity Key again and re-enter the
correct digits.

Repest steps 1 and 2 if doing multiple
tasks. You can enter up to three activity
codes per call.

Answer Call Center Calls

The In-Calls Key isthe lower right-hand key on the ACD terminal set. The In-Calls
Key isthe main ACD extension (Primary DN). The In-Calls Key alows the ACD
agent to answer the next queued call on the primary DN. This key presents only ACD
calls. To disconnect from an ACD call, the agent presses the Goodbye Key or the
In-Calls Key asecond time.

To make outgoing calls and to accept non-ACD calls, the ACD user can have one or

more non-ACD DNs (Individual DNs).
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Note 1: If you have ACD call forcing turned on, you hear an audible tone and the call
isautomatically sent to your I n-Calls Key. Y ou do not pickup the call, itissent to your
line.

Note 2: If you have the handset option and you pickup the handset, you must also
press a DN key, otherwise the handset is not operable. Y ou can terminate acall by
replacing the handset in the cradle.

Your phoneringsand the In-Calls
indicator flashes:

\ To answer an ACD call, pressthe In-Calls
Key. The caller is connected and the
indicator lights continuously.

I: In - Calls :l/\f )

.

Toend an ACD call:

Press the Goodbye Key.

Goodbye / | )

or

Wait for the caller to terminate the call.

Call Forcing

The Call Forcing option automatically connectsincoming ACD calls. An agent does
not have to press the In-Calls Key. When Call Forcing is on, the agent has atime
interval between each incoming call that is defined by the system administrator. After
the timeinterval isup, the agent hears a tone through the headset and Call Forcing
automatically connects the incoming call to the agent.

\ You hear ashort tone. The | n-Callsindicator

f ( \
Ini - Calls \| / . =) lights continuously and the ACD call

automatically goes to the agent position.

M ultistage Queue Status Key/L amp

The ACD Multistage Queue Status (M SQS) Key/Lamp feature provides information

about the incoming call queue of any ACD group. Three thresholds, T1, T2, and T3,

are created by your supervisor. The thresholds represent wait time in queue of the next
call to be answered or number of callsin queue.

The MSQS Key/Lamp feature can be activated by any of the following actions:
e youlogin
« an ACD call is presented to your position
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* you activate the Not Ready feature

Once activated, the lamp status reflects the queue status as shown in Table 2.

Note: The M SQS feature can be assigned to afixed key with the optional cap
Dsplay Queue, or it can be assigned to a programmable line/feature key with
the label DisplayQue.

Table 2: MSQS lamp and queue status

Indicator Queue Status

Off Less than or equal to T1

On Greater than T1 and less than T2
Flash Greater than T2 and less than T3
Wink Greater than T3

Display Queue Threshold (M SQS enhancement for agents)

The Display Queue Threshold feature allows an agent or supervisor to view the
number of callswaiting in the queue, or how long the first call in the queue has been
waiting. The Display Queue Threshold feature can be assigned to afixed key with the
optional key cap Dsply Queue, or it can be assigned to a programmable line/feature
key with the label DispQTh.

To display the queue threshold for

your Meridian SL-100 ACD group:

o< ) 1. Pressthe Dsply Queue Key, or the
(Dsply Queue) / \ 8 5P ) DispQTh programmable line/feature
key.

or

Display Que (D
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Ti T2 T3 CALLL Number of
. 3 calls in

the queue

Forward Callers Redial

'.‘.

553-9094

2. Your display shows information similar
to the example above.

Thelabels T1, T2, and T3, represent the
threshold wait time for the call at the
front of the queue or the number of calls
in the queue. The number below
CALLQ indicates the number of callsin
the queue (in some systems CALLQ is
replaced by WAIT, which indicates the
actual waiting time in seconds, for the
first call in the queue).

S9351234 Number of
T2 CAHLLE B26 calls in
the queue

Forward Callers Redial

-.-.

553-9095

3. Insome systems, asummary of the
gueue threshold is shown on the display
each timeacall is presented to your
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position. The information includes the
threshold level, the threshold type
(CALLQ or WAIT), and the current
value of the threshold.

In some systems, thisinformationisalso
displayed when the Not Ready featureis
active. Theinformation is updated
regularly and is visible until the Not
Ready feature is turned off.

Emergency Key

When you have an emer gency
situation:

Press the Emergency Key. The indicator
flashes while your supervisor is called.
When your supervisor picks up the call, the
LED indicator lights continuously and you
have a three-way conference with your
supervisor, or you can automatically connect
atape recorder in the event of athreatening
or abusive call.

The Emergency lamp flashes on the Agent
set, and the Answer Emergency lamp flashes
on the Supervisor set.

R

A

i i s
L Emergency ] / LN

Note: The display shows information about
the call. Write down this information for
future reference, before you press the
Emergency Key.

Make Busy

The Make Busy feature logs an agent out when going for breaks, lunch, or end of day.
When the Make Busy featureisin use, the ACD agent must log back into the ACD
queue, if the agent has an agent log in.
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To make the set busy:

i
Make Busy

=

To make your phone available for
incoming secondary directory
number calls:

i
Make Busy

=

To put your phoneinto Not Ready
state (after making it busy):

I: In - Calls :l/\f )

3

| Not Ready :I / ( . }

M

Not Ready Key

Press the M ake Busy Key once. The
indicator lamp turns on steady and “ Set Busy
Activated” is displayed.

Press the M ake Busy Key again. The
indicator lamp is flashing and the display
goes away.

1. Pressthe Make Busy Key again.
2. PressthelnCallsKey.

3. Dial your Agent Id. You are
automatically in the Not Ready state and
in the current ACD queue.

4. Pressthe Not Ready Key when you are
ready to accept ACD calls.

Note: If you are using an agent 1D, you must
log in again to take ACD calls.

The agent uses the Not Ready Key, when performing post-call work.

When you need time to catch up on
post-call processing work:

I: Not Ready :I /( . }

1. Pressthe Not Ready Key. Thistakes
you out of the queue.

Note: The non-immediate cutoff option must
be enabled in the Meridian SL-100 system so
that an active call is not terminated when the
Not Ready Key is pressed.
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When you areready to take ACD

callsagain:
r 2. Pressthe Not Ready Key again.
| Not Ready :I /( . )

Answer or Make Non-ACD Calls

Theindividual DN allows the user (agent) to make outgoing calls and to receive
non-ACD incoming calls. If the agent does not have an active call when the Individual
line flashes, the agent can pressthe individual DN line and answer the call.

To make a non-ACD call:

2498 o 1. Pressan|Individual DN Key.

ggg 2. Dial the number you wish to call.

To answer anon-ACD call, when the
telephonerings:

2498 (] _Pre;ssthe DN Key next to the flashing
indicator. You are connected to your
non-ACD caller.

Contact your supervisor

To answer your supervisor when your
phone ringsand the Supervisor
indicator flashes:

e ea— Press the Supervisor Key.
| Stpervisor ) / ) )

If you areon acall and hear a buzz
and the Supervisor indicator flashes:

: 1. PresstheHold Key.
Hold
[ o=
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 aoc
| Supervisar ) / == )
To call your supervisor:

T oo )
| Supervisor ) / L oA )

Toreturntothe ACD call:

I: In - Calls :l / \f ) )

To Conference a call with your
Supervisor, during a call in progress:

L mergency :l /L N\ :l

2. Pressthe Supervisor Key.

Press the Supervisor Key. If you areon a
call, thisautomatically putsthe call in
progress on Hold.

Press the In-CallsKey.

1. Pressthe Emergency Key. The Emer-
gency indicator flashes while your
supervisor is called.

2. When your supervisor answers, the
Emergency indicator goes on. You now
have athree-way conversation with the
supervisor and the caller.

Walkaway and Return from Walkaway

Use this feature when you need to leave your desk during an ACD call, during a
non-ACD call, or while in the Not Ready state.

To Walkaway whilein Not Ready
mode (Not Ready LED or LCD
indicator ison, and Not Ready is
shown on the display):

Press the Not Ready Key.

Enter the three-digit unavailability code
provided by the system administrator.
The Not Ready indicator remainson
steady.

3. Disconnect the headset, if leaving the
Agent position.
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Note: The non-immediate cutoff option must
be enabled in the Meridian SL-100 system,
so that an active call is not terminated when
the Not Ready Key is pressed.

Toreturn from Walkaway:

1. Connect the headset.

i

2. Pressthe Not Ready Key next to the
| Not Ready :I /( . )

flashing indicator.

Note 1. If acaller disconnects before you
return from Walkaway, the Not Ready
indicator flashes. When you return from
Walkaway, you are in Not Ready mode.

Note 2: Onthe Meridian SL-100 system, a
call on hold prevents you from activating the
Not Ready Key.

Transfer to InCallsKey

Thisfeature enablesthe Call Center agent to transfer an incoming Call Center or ACD
call directly to another agent’s InCalls Key in the same customer group. When the
second agent isidle at the time the call is transferred, the call is presented to that
agent’s InCalls Key; otherwise, the call is queued in a Call Transfer Queue (CTQ).
Totransfer an incoming Call Center

or ACD call to another agent’s

InCallsKey:

y Fr— 1. Pressthe Transfer Key. The other party
‘ Transfer / | S is on hold, and you receive dial tone.
' ' The LCD indicator light flashes continu-
ously.

2. Dial the second agent’s InCalls Key
ggg directory number.

3. Pressthe GoodbyeKey.

Goodbye / “.
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Call Center supervisor features

You can assign any feature listed in the “Agent features’ section to the supervisor’s
telephone (except Supervisor key), as well asthe features described in this section.

Agent Keys

The Call Agent Keys feature allows you to connect to each agent position. Each
Agent Key islinked to a particular agent position. Pressthe Call Agent Key then the
Agent Key for the particular ACD agent, or dial the secondary or individual agent
number, to be connected to a particular agent position.

Agent Keys also function as an Agent-Status Lamp for each agent and allow you to
track the status of each position in the group. The following shows the meaning of the
LCD indicator associated with an Agent Key:

Indicator Agent Status

OFF Agent position unmanned (Make Set Busy Activated)
ON Agent handling an ACD call

FLASH Agent waiting on an ACD call

WINK Agent busy on post-call work (Not Ready Activated)

Answer Agent

When your phoneringsand the
Answer Agent indicator flashes:

) 1. Pressthe Answer Agent Key.

i "\ i
| Alfls ;J__{J,'._r;.','," Jl /l %* Jl

To disconnect an agent call:

2. Pressthe Goodbye Key.

Goodbye
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Answer Emer gency

When your phonerings steadily for
30 seconds and the Answer
Emergency indicator flashes:

Hold / T

[ Ans Emerg :I / [ "? L :I

To disconnect from the emergency

call:
Goodbye / L)
Call Agent

1. PresstheHold Key if you intend to
return to the call in progress.

2. Pressthe Answer Emergency Key.

Pressthe Goodbye Key.

To call an agent:

(Cal/Agent) / ==

Agentl am

or

3

To leave Call Agent state:

Goodbye / 'i-.

1. PressCall Agent Key.

2. Pressthe Agent Key assigned to the
agent or dia the agent’s position ID.

Press the Goodbye Key.

Use Supervisor Observe and the Supervisor Headset Jack

The Supervisor Observe Key islocated in the upper left corner of the M3905 ACD

telephone. It has an associated LED.

A supervisor can listen in on an active call at an ACD termina by connecting the
headset into the jack near the Supervisor Observe Key on an agent’s telephone. The
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LED remains dark to denote that the supervisor can hear the conversation while the
microphone for the supervisor’s headset is muted.

To use the Supervisor Observe feature, the supervisor plugs the headset into the agent
telephone.

To usethe Supervisor Observe
feature for a two way conver sation:

° While the headset is plugged in, press the
‘ Supervisor Observe Key. The LED lights
continuously and the supervisor can
participate in the conversation.

To mute the Supervisor headset:

° Press the Supervisor Observe Key a second
‘ time and then put the supervisor headset on
mute. The LED turns off.

Controlled Interflow

When the call backlog or the waiting timein the queue exceeds a set threshold,
Controlled Interflow forwards callsto a predefined target queue.

The supervisor activates Controlled Interflow when the waiting time for the queue
exceedsits threshold.

To activate Controlled I nterflow:

Press the Controlled Interflow Key. The
ConlntrFiw . indicator flashes and excess calls are routed
to the destination.

To stop Controlled Interflow:

ConlntrElw a Press the Controlled Interflow Key again.
Night Service
To enter Night Service:
NightSvc D Press the Night Service Key.

Theindicator lights continuously. All callsin
the queue and new calls receive Night
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Exit Night Service:

Service, or are handled in away designed for
your system.

NightSvc o Press the Night Service Key a second time.
Theindicator goes off. New calls enter the
queue.

Observe Agent
To observe an agent:
1. Pressthe Observe Agent Key. The

[ Obv Agent :I/ [ &H :I

o o 399

Totalk to an agent you are observing,
and participate in the conver sation:

(caingent) |(_a%B )

To leave the Observe state:

Goodbye / L)

=

2.

Observe Agent indicator goes on.

Pressthe Agent Key or dial the agent’s
position InCalls number. You can listen
to the agent and caller’s conversation.

Repeat this step to observe another
agent.

While observing an agent. Press the
Call Agent Key. You now have a
conference with the agent and the caller.

Pressthe Goodbye Key.

Note: You cannot observe an agent if the
agent’s call ison hold or if no callsarein
progress.
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Display Agent Status

The Display Agent feature gives you a summary of the current status of all agent
positions for which you have Agent Keysinformation displayed.

DisnlavAgt 1. PresstheDisplay Agent Key. Thedis-
PRI - play shows a summary of the current
status of all agent positionsin the ACD
group. If you supervise other ACD
groups, you need a Display Agent Key
for each group.

2. Pressthe GoodbyeKey to clear the
Goodbye / 't‘ display.
Agent ‘
pOSItIOhS not
logged in

Agent positions
MM  IDL MR SDM  ACD | JpactveAcP
1 | a 8

Agent
pos_iltici)rrs Agent positions
available to ] logged in but
receive calls Forward Callers Redial cugrgr]ently on

Agent postions
logged in but

. - temporarily unable
- - . to receive calls

553-9096B

3. Your display shows information similar
to the example above.

Note: Theinformation isdisplayed for 12
seconds, until you press another feature key,
or until acall ispresented on your In-Calls

Key.
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Display Queue Status

The Display Queue Status feature allows you to access the status of callsin an ACD
Queue. Information displayed includes: number of calls waiting in the queue, number
of agents’ positions occupied for that queue, and the call waiting time (seconds) for
the oldest call in the queue. To display information on your ACD queues:

@ DspQe or 1. Pressthe Dsply Queue Key or Waiting
CallsKey for the ACD group you wish

W}/f & | to display.

Number of ‘
calls waiting
in the ACD
call queue

IMC  LOG  AGT WAIT
Number of 1 @ & 14
calls logically How long (in seconds)

queued for [Fapagrd Callers Fedial the first call in the highest

this group priority queue has been
The number of agent
- positions available to
1-.

553-9096C

2. Your display shows information similar
to the example above.

Note1l: The Dsply Queue Key can be
configured on your M3905 ACD telephone
as afixed key (using the Display Que key
cap) or asaProgrammable Line/Feature Key
(self-labeled) that displays DisplayQue.

Note2: Theinformation isdisplayed for 12
seconds, until you press another feature key,
or until acall ispresented on your In-Calls

Key.
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Your telephone non-ACD call features

This section describes some non-ACD features commonly used for call
processing. Your telephone system administrator assigns features to your
programmable feature keys. Whenever this guide describes a procedure that
requires special codes, ask your telephone system administrator to provide
these to you.

To access afeature, press a Feature Key or enter a Feature Access Code (FAC).
The system administrator supplies you with Feature Access Codes.

Note: In order to use afeature described in this section, your system software
must support the feature and the feature must be assigned to your telephone.
Check with your system administrator for more details.

Makea Call

This section describes features you can use when making a call. There are
several ways to make a call from your M3905 Call Center Digital Telephone.

Note: If your M3905 ACD telephone is equipped with a handset, you must lift
the handset and pressa DN or ACD DN to get aresponse in the handset.

Tomakeacall:
2498 - 1. Pressthelndividual DN Key
(non-ACD Key).
2. Dial the number.
355 Note: If you are not in Not Ready or Make

Busy mode while you are on a call on your
Individua DN line, the cal is put on hold
enabling you to answer the ACD In-Calls
line. However, if you are on an ACD call and
acall comesinon your Individual DN line,
you cannot put your ACD call on hold to
answer your Individual DN line call.
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Predial feature

The Predial feature allows you to enter and preview a number of up to 31 digits and
make corrections before you dial the number.

To use Predial:

3

Auto Dial

1

Dial the number.

Notel: If youarecalling an external or long
distance number, be sure that the appropriate
access codes are included.

Note 2: Pressthe Pause Key to insert a
1.5-second pause in the dialing string.

2.

Pressan Individual Line (DN) Key to
receive dial tone.

The displayed predialed number is
automatically dialed.

Note: You cannot use the Predial featureif
the Live dial pad featureis active.

Auto Dial allows you to dedicate a feature key to a specific telephone number.
When the Auto Dial Key is pressed, the number is dialed automatically.

To program Auto Dial:

2498 o
Purchasing [

To usethe Auto Dial number:

AutoDial

To display an Auto Dial number:

AutoDial ]

3

Select an Individual DN Line.

Press the associated Auto Dial Key.
This automatically dials the number.

Press the configured Auto Dial Key.
The number appears on the display.

Press the appropriate Auto Dial Key.

Dial the telephone number (including
access code) you want to store on the
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Auto Dial Key.

AutoDial o 3. Pressthe Auto Dial Key a second
time. The number is stored on the key
you selected.

Note: Use the Change feature key label
option (Option Key) to personalize the
Auto Dial label.

Redial Last Number Called

Last Number Redial allows you to automatically redial the last number you dialed.
Last Number Redial:

2498 o 1. Pressalinekey.
2. Pressthe Octothorpe (#) Key two
ggg times. The last number dialed is

automatically redialed.

Note: Your system administrator must
configure this feature for your telephone.

Activate Ring Again

The Ring Again feature allows you to automatically redial a number that is busy. If
you receive abusy tone when you try to reach someone in your private network, press
Ring Again. The activated Ring Again features provides you with an audible tone
notification when that person is available or has used the telephone.

To use Ring Again:

1. Dial anindividual DN and receive a
ggg busy tone.
RingAgn D 2. PresstheRing Again Key.
The screen displays RING AGAIN IS
ACTIVE.
To call aRing Again party when you When the number you want to reach is
receive notification: available you hear the Ring Again tone.
2498 D 1. Pressthelndividual DN Key, you

receive dial tone.
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RngCall o 2. Pressthe Ring Call Key.
To cancel Ring Again before
notification
CanclRA O Press the Cancel Ring Again Key.
The screen displays RING AGAIN IS
CANCELLED.
Speed Call

Speed Call allows you to automatically dia frequently called telephone numbers by
entering aone- or two-digit code. Contact your system administrator to determine the
capacity of your Speed Call list. A telephone designated as a Speed Call Controller
can program or edit the Speed Call list. This feature must be enabled by your system
administrator.

To store or change a Speed Call

number:

SpcCitrl 1. Pressthe Speed Call Controller
_ Key. The screen displaysENTER
CODE, THEN NUMBER.

Usethe DeleteKey if you makea
mistake. Use the Cancel Key to
leave the screen without storing a
speed call number.

Note: A dash isautomatically inserted after
the reguired number of digits have been

ggg 2. Dial aone- or two-digit code.

entered.
3. Dial the associated telephone
ggg number. Usethe Delete Key or

Cancel Key if you make a
mistake. Use the Done Key to
leave the screen without storing a
speed call number.
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Note 1: Dial the access code (if required)
followed by the internal, external, or
long-distance telephone number.

Note 2: Pressthe Pause key to insert a
1.5-second pause in the dialing string.

Done 4. Pressthe DoneKey to save the
) code and number.
To make a Speed Call:
1. Lift the handset.
SpcCitrl SpcUsr 2. Pressthe Speed Call Controller
- " e The oo deplays ENTER
CODE.
3. Dial the Speed Call code
355 assigned to the telephone

number. The number is
automatically dialed.

System Speed Call (Network Speed Call)

System Speed Call (Network Speed Call) allows you to dial Speed Call codes and
override al restrictions while on the call. The System Speed Call feature is set up
by your system administrator on the system. It is a speed dial number that is
common to many users, therefore it is set up on the system, not your desktop
telephone.

To make a System Speed Call:

2498 o 1. Pressthelndividual DN Key.
SSCuser SScCtlr 2. Pressthe System Speed Call User
or Key or System Speed Controller
o o Key.
3. Dial the Speed Call code assigned to
ggg the number you want to dial.

The number is automatically dialed.
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Intercom Call

The Group Intercom feature connects a group of people through a Gpintercom
Key. You can use the Group Intercom feature to call amember of your intercom
group by pressing a one-, two-, three-, or four-digit code (depending on the size of
your group). Your telephone can be a member of several different Group Intercom
groups. Each group must have a different Gpintercom Key. Your system
administrator must set up the intercom group(s).

To make an Intercom call:

Gpintercom 1. Pressthe Gpintercom Key.
o
555 2. Dial the intercom code digit(s).

To answer a Group I ntercom call
whileon aline other than your
Gpintercom line:

— 1. PresstheHold Key to put the
Hold / T current call on hold.

or

or
o P s | Press the Goodbye Key to end
Goodbye / i the call.
Gpintercom 2. Pressthe Gpintercom Key and
begin to speak.

Group Intercom All Call

The Group Intercom All Call feature connects members of a Group Intercom
group with a conference. You can simultaneously page up to 29 predefined
members of the same Group Intercom group. Group members hear the page
over their telephone set speaker and can respond to the originator, if required.
Your system administrator must set up this feature.
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To make a Group Intercom
All Call conference:

Gpintercom 1. Pressthe Gpintercom Key.

(] 2. Pressthe Octothorpe (#) Key to
activate the Group Intercom All
Call feature. You hear ringing.

Note: Members can enter or leave the
conference, or you can page the mem-

bers.
Gpintercom 3. To page members who have not
answered, press the Gpintercom
& Key again to establish the

one-way paging link.

4. Make the page announcement,
which is heard by members over
their built-in speaker.

Gpintercom 5. Pressthe Gpintercom Key again to
close or lock the conference.
—

Note: You can only page once. Members can
enter or leave the conference beforeit is
locked. When it is locked or closed, any
additional Gpintercom presses are ignored.

Intercom Call on a Predesignated Set

The Intercom feature alows you to directly, automatically terminate on a
Predesignated telephone set. Your system administrator must set up this feature.

To make an Intercom call toa
Predesignated Set:

Intercom 1. PresstheIntercom Key. You hear ring-

ing.
o

2. The other party hearsringing and their
Intercom Key lamp flashes.

3. The other party can answer the call by
pressing the I ntercom Key.

or
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After atwo-second delay, an automatic
connection is made, and the other party can
hear the message over the speaker.

Individual Page from Group Intercom

The Individual Page from Group Intercom feature allows a Group Intercom member
to page another group member using the Handsfree speaker.

To make an Individual Page from
Group Intercom:

Gpintercom 1. Pressthe Gpintercom Key.
o
2. Dial the appropriate Group Intercom
code digits.

3. After thefirst ring, press the
Gpintercom Key again. A
one-way connection is
established, and you can talk over
the speaker.

Answer a Call

When you receive an incoming call on your Individual DN Key, your
telephone rings and the LCD indicator flashes.

To answer acall:

2498 D Press the Individual DN Key to
answer anon-ACD call. Theicon
beside the Individual DN Key
flashes.

Note: If you have the handset option and you pickup the handset, you must
aso pressa DN key, otherwise the handset is not operable. However, you can
terminate a call by replacing the handset in the cradle.
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While you are away from your desk
Call Forward

On an ACD set, Call Forward can only be used on your Individual DN. It
cannot be used in conjunction with your ACD DN. Call Forward allows you to
transfer your Individual DN calls to ring at another DN. If the telephoneisin
the process of ringing, you cannot forward that call.

To forward your personal

directory number callsor

change the forward number:

Forward 1. Pressthe Forward Key.

[ The previously stored forward
number appears, if one exists,
and the screen displays ENTER
FORWARD NUMBER.

The existing number is
automatically deleted. If you
make a mistake, use the Delete
Key to delete the previous
digit(s). Press Cancel to leave
this screen without forwarding

355 2. |If desired, enter anew number.

your telephone.
Done 3. Pressthe DoneKey to activate Call
- Forward.
To view the number that your calls
are being forwarded to:
CheckFw 1. Pressthe Check Forward Key.
o
Done 2. Pressthe Done Key to return to the
) previous screen.

This action leaves Call Forward active.
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To cancel Call Forward:

CheckFw 1. Pressthe Check Forward Key.
o

CanclFw 2. Pressthe Cancel Forward Key.
o

Forward an Internal Call (Call Forward Busy/Don’t Answer
Split)

The Cal Forward Busy/Don’t Answer Split feature allows you to:

* Forward an incoming call that originated internally from aDN in the same
customer group as you, to another DN in your customer group.

 Forward an incoming call that originated from aDN outside of your customer
group, to another DN outside of your customer group.

By activating the Call Forward Busy feature your calls are automatically
redirected to another telephone if your DN isbusy. By activating the Call
Forward Don’t Answer feature, your calls are automatically redirected to
another station if you cannot answer the calls within a predefined number of
rings. Contact your system administrator to set up thisfeature, and for the
feature access code (FAC).

To forward an internal call to Dial the appropriate FAC. You receive
apredefined DN when your aconfirmation toneif the Call
individual DN isbusy or when Forward Busy or Call Forward Don’t
you do not answer within a Answer activation is successful.

predefined number of rings:

To forward an internal call to 1. Dial the appropriate FAC. You
a DN that has not been receive a confirmation tone if the
predefined by your system Call Forward Busy or Call For-
administrator: ward Don’t Answer activation is
successful.
2. Dial the DN where you want to
355 forward your calls.




While you are away from your desk

To cancel Call Forward
Busy/Don’t Answer Split:

Dial the appropriate FAC again. You
receive a confirmation tone.

Call Forward — Remote Activation

On an ACD set, the Remote Call Forward feature works only with your
Individual DN. Remote Call Forward allows you (from any telephone other
than your own) to activate, deactivate, or change call forwarding to a new
destination.

To activate Remote Call
Forward:

1. From atelephone outside the sys-
tem, dial your remote access

directory number and wait for the
prompt.

2. Enter your individual system DN
ggg plus PIN number followed by the

number sign.

3. Enter the Call Forwarding
gss authorization code followed by

the number sign.

4. Follow the prompts to activate,
deactivate, or change Call
Forwarding to a new destination.
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While on an active call

Place a call on Hold

Use the Hold feature when you are on the line with one party on your
secondary or Individual DN, and a second call comesin on a second line. You
can answer the second call and retain the original non-ACD call by putting it
on Hold.

To placeacall on Hold:

— T Pressthe Hold Key. The LCD
[I / . indicator flashes beside the line
on hold.

Note 1. If Automatic Hold is
enabled, the activecall is
automatically put on Hold when you
answer the second call.

Note 2: Onthe Meridian SL-100
system, Automatic Hold isthe default
feature.

Note 3: The caller hearsmusic, if
music is configured on your system.

Toretrieve acall on hold:

2498 Pressthe DN Key beside the
- flashing LCD indicator.

Transfer a Call

Use the Transfer feature to redirect acall on your Individual DN (non-ACD) to
athird party.

Tousethe Transfer featureto
direct acall toathird party:

Trans 1. Pressthe Transfer Key. The
other party is on hold and you
am receive dial tone. The screen dis-

plays CALL ON HOLD, DIAL
NUMBER.
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2. Dial the DN number where you
355 are transferring the call.
Swap 3. Pressthe Swap Key to move
— e
or or
Connect Press the Connect Key to

complete the transfer.

The two callers are connected
and your telephoneis ready to
make or receive new calls.

To go back totheoriginal call,
if thetransfer isincomplete or
the person you attempt to
transfer toisunavailable:

1. Pressthe Goodbye Key.
Goodbye fgu ye Key.
)y / 9 B _

2. Pressthelndividual Line (DN)

Key next to the flashing LCD
2498 [ indicator or icon to reconnect to
the original call.

Blind Transfer Recall

Blind Transfer Recall gives you areminder tone when a call you transferred is not
answered within a specific amount of time.

To use Blind Transfer Recall:

Trans 1. Pressthe Transfer Key. It putsthe
call on hold and you hear dia tone.
o

2. Dial the number to which you want to
ggg transfer the call.
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If thetransferred call isnot
answered, your telephonerings:

2498 o 1. PressaDN Key. You connect back to
the original caler.
Trans 2. Pressthe Transfer Key and repeat the
transfer (to adifferent DN), if desired.
- ( )
Note: Check with your system administra-
tor about the length of your recall timer.
Call Park

Call Park alows acdl to be held temporarily, then retrieved from any other DN.
You can park an incoming call, then page the called party. When you use Call Park
you do not tie up aline. Your office may have a System Park DN where most calls
get automatically parked.

To Park acall on your own DN:

Park 1. Whileon an active call, press the

Park Key.
) &

The screen displays PARK onthefirst line.
On the next or bottom line, the screen
displays CALL PARKED.

Thiscal isautomatically parked into the
Goodbye / 'i-. system.
To Park acall on aDN other than
your own DN:
DirectPark 1 II_Drzs?etgte Di Ir(ectPark programmable
in ure Key.
— ¥
2. Dial the DN where you want the call
parked, or press the Octothorpe (#)

Key twice to park the call on the
System Park extension.
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To Park acall using the FAC:

Trans 1. Pressthe Transfer Key.
o
ggg 2. Dial the Call Park FAC
If you do not want the call parked on
your own DN, dial a DN where you
want to park the call.

Toretrieve a parked call

2498 (] 1. PressaDN Key.
DirectPark 2. Dial the Call Park FAC or press
the DirectPark Key.
i, - ”
or
3. Dial the DN where you parked
gss the call.

Note: If aparked cal is not retrieved
within a specified period of time, it
rings back to your telephone or to the
attendant. Check with your system
administrator to determine your speci-
fied period of time.
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Chargea Call or Chargea Forced Call

Charge aCall or Charge aForced Call allows you to enter a billing number for
charge-back purposes. The account code can be from 2 to 14 digits. You may
be prompted to enter an account code, or you may voluntarily enter an account
code when an incoming call is answered. Check with your system
administrator or supervisor for account codes and the feature access code
(FAC).

To enter an account code

when prompted by the

Meridian SL-100 system:

1. Dia thetelephone number you
ggg arecalling.
2. When prompted by the telephone
355 system with atone, dial the account
code digits.
To enter an account code voluntarily
when an incoming call is answered:
ﬁ 1. Answer theincoming call and ask the
2t calling party to hold.

2. Flash the hookswitch.

gsg 3. Dial the FAC.

4. When you receive did tone, dial the
gaa account code digits.

5. Hash the hookswitch again to return to
the cdll.

Inspect Key

The Inspect Key alows you to be on an active call and display a second
caller's name without interfering with the current call in progress.

Note: If Auto Display isenabled, the Calling Line I dentification for the second
call automatically displays.
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To view the name of a second
caller whileon acall in
progress.

Inspect —
2498 —

Trace a Malicious Call

While on acall, you hear the cal
waiting tone.

1. Pressthelnspect Key.

2. Presstheflashing DN Key. The
call waiting information appears
on the display.

Note 1: The display information on the
incoming call does not interfere with the
current call in progress.

Note 2: You can usethe Inspect Key with
other feature keys to display information
associated with the feature keys.

Malicious Call Hold provides away for you to trace nuisance calls.

Note: If available on your system, Customer Originated Trace is another fea-
ture that provides away for you to trace nuisance calls.

Totraceacall:

MALCSHold (D

2498 3

If you do not havea
MALCSHold key:

Trans

3

1. PresstheMaliciousCall Hold
Key.

2. If youwish to return to the call,
press the DN beside the flashing
LED indicator of the call.

1. PresstheTransfer or 3-way Call
key.

2. Thecalling party is placed on hold and
you receive a specia dial tone.

Dial the MALCShold FAC.

4. You are automatically
reconnected to the calling party.
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Incoming calls
Answer Call Pickup

Call Pickup allows you to pick up acal from any telephone in the same Pickup
Group or another Pickup Group.

To answer acall in your own Call
Pickup Group:

Pickup 1. Pressthe DN key.
[ 2. Pressthe Pickup Key.
To answer acall at a specific 1. Pressthe DN key.
extension within your Pickup
Group:
DNPickup 2. Pressthe Pickup Key or dial the
- . Directed Pickup FAC.
gaa You will hear a specid dial tone.

3. Dial the extension number of the
ggg ringing telephone.
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Call Waiting

Call Waiting lets you put your current call on Hold, while you answer the next call.
For example: The attendant routes an outside call to you when you are aready on a
call. Call Waiting allows you to recognize an incoming call and respond to it.

To answer an incoming call while on

another call:
— 1. PresstheHold Key when you
Hold / T hear atone and the call waiting
status icon appears.
Note: The Hold Key is optional. You
can just pressthe Call Wait Key asin
Step 2.
call Wait o 2. Pressthe Call Wait Key to
answer the call.
Toreturn to your first
telephone call:
— 1. PresstheHold Key if you want
Hold / T to put the second call on hold.
or or
Press the Goodbye Key to end
Goodbye / Rt the second call.
2498 o 2. Pressthe DN key associated with

the first call to continue that
conversation.
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Talk with more than one person

Set up a conference call

You can set up a conference call for up to six people (this includes yourself).
Contact your system administrator to find out the maximum number of people you
can join in aconference on your system. On the M3905 Call Center Telephone, this
featureis available on your Individual DN Key.

To set up a conference call:

Conf 1. Whileonacall, pressthe Conference
Key. The other party ison hold and

&= you receive dial tone. The screen dis-
plays CALL ON HOLD, DIAL
NUMBER.

you want to add to the conference

ggg 2. Dial the number of the person
call.

Swap Connect 3. Pressthe Swap Key to move

o or between talking with the original
. caller and the new caller.

or

4. Pressthe Connect Key to
compl ete the conference.

If the person you added to the
conferenceis unavailable:

1. Pressthe Goodbye Key.
Goodbye / 'i-.
2498 o 2. PresstheLine(DN) Key with the

flashing icon to return to your
original call.
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Call Join

To connect acall on Hold (on
adifferent line) to your

current call:
Cont o 1. Pressthe ConferenceKey.
that you want to connect to your
current call.
Connect 3. Pressthe Connect Key.
- The person on Hold joins your
conversation.

Preset Conference

The Preset Conference feature allows you to establish a preset conference with
up to 25 conferees by dialing a specific directory number (DN). When the DN
is dialed, the Preset Conference feature simultaneously rings all of the
preselected conferees. Contact your system administrator to set up the
predefined conferees and obtain the Preset Conference DN.

To activate Preset Conference after

your system administrator setsup the
predefined conferees:

gga 1. Didl the Preset Conference DN digits.

2. When thefirst conferee answers, the
conference begins. Other conferees
are added to the conference as they
answer.

3. When al conferees disconnect, the
conference is terminated.

Note: At least one member of the
conference must be a telephone on the
Meridian SL-100 system. When all
members of the conference on the
Meridian SL-100 system disconnect, the
conference is terminated.
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Call features

Call features are accessible on Fixed Keys, Programmable Line/Feature Keys

and Programmable Feature Keys.

Use Privacy Release

Privacy Release allows one or more people who share your non-ACD DN to join your

call.

Touse Privacy Releasein an
established state:

PrivRIs

To cancel Privacy Releaseif
another party did not join thecall:

2498

-

Pressthe Private Release Key while
you are on anon-ACD call. One per-
son can now jointhe call, if they press
the same non-ACD DN key on their
telephone.

Repeat Step 1 above to join additional
appearances of the DN.

Press the non-ACD DN key for which the

Privacy Release featureis active. If
another party did not join the call, the
Privacy Release feature will become
inactive.

Paging

If your system is equipped with a paging system, you can page a person. Check with
your system administrator to find out whether your system has this capability and to

get the Feature Access Code.
To use Paging:
2498 — L

2.

Press your non-ACD DN key.

Dial the Paging Feature Access Code
(FAC). A network connection is
established with the paging accesstrunk.
This provides access to | oudspeaker

paging equipment.
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Busy Override

The Busy Override feature allows you to gain access to a busy station by

pressing the ExeBusyOvd Key.

To activate Busy Override

after receiving a busy tone:

ExeBusyOvd

ExeBusyOvd

am

Goodbye / 'i-.

1. Pressthe ExeBusyOvd Key.

Note 1. If Busy Overrideisvalid for
the station being called, you hear
silence.

Note2: If Busy Overrideisnot valid
for the station being called, you hear a
reorder tone.

2. The connected parties hear a
Busy Override warning tone.
After this tone, athree-way call
connection is established.

3. You can disconnect the third
party from the called party by
pressing the ExeBusyOvd Key
again.
or

You can give a message to the
called party and then pressthe
Goodbye Key to release from the
call.

Note: If the called party has Busy
Override with Call Waiting options,
your call is call waited when active
with Busy Override.

Make an Announcement over the Call Page

Call Page allows you to make an announcement over the page system. To make

apage call, dial the page access code.

Note: When attendant consoles use the Page Key, it overrides the telephones.
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The telephones disconnect and must re-access the page access code.
Connect to Call Page feature:

2498 - 1. PressanIndividual DN key.
333 2. Dial the page access code.
The connection to the page systemiis
complete.

Disconnect the Call Page feature:

Pressthe Goodbye Key.
Goodbye / L) yere

Use Station Camp-on

Thisfeature allows you to extend an incoming call to abusy station. When the busy
station becomesidle, it automatically rings and is connected to the waiting call. If
thisfeatureis activated for the telephone, when a cal istransferred to a busy line;

* You receive avisual indication that thelineis busy.

» The calling party that is transferred hears ringing (or, if provided, music or an
announcement).

* The busy party hears a call-waiting tone.
If the camped-on call is not accepted, it returnsto you after a specified amount of

time. Contact your system administrator for the specified amount of time.

To activate Station Camp-on after
answering an incoming telephone
call:

) o e 1. PressTransfer Key. The other party
‘ Transfer / | S is placed on hold, and you receive dial
' ' tone. The screen displays CALL ON
HOLD, DIAL NUMBER.

gss 2. Dial the destination DN digits.

Connect 3. Pressthe Connect Key to
o complete the transfer.
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Classfeatureson VD sets
Anonymous Caller Rgection (ACRJ)

Thisfeature allows you to reject incoming calls on your individual DN for
which calling name/number information has been intentionally blocked. Only
callsin which the information is blocked are rejected. This feature is activated
using afeature access code (FAC).

Note: Availability of this feature depends upon your Meridian SL-100 system
software and network connections. Check with your system administrator for
availability of the feature and the FAC.

To activate or turn ON Anonymous

Caller Rejection:
2698 o 1. Pressyour Individual DN Key.
2. Dial the FAC digitsfor feature
ass activation.

3. A recording or confirmation tone
tells you that Anonymous Caller
Rejection is activated.

To deactivate or cancel
Anonymous Caller Reection:

2698 o 1. Pressyour Individual DN Key.
2. Dial the FAC digitsfor feature
gsg deactivation.

3. A recording or confirmation tone
tells you that Anonymous Caller
Rejection is cancelled.

Automatic Callback (ACB)

Thisfeature allows you to enter aFAC that automatically setsup acall to the last
DN you dialed on your Individual DN, regardless if the call was answered,
unanswered, or busy.

Note: Availability of this feature depends upon your Meridian SL-100 system
software and network connections. Check with your system administrator for
availability of the feature and the FAC.
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To activate or turn ON Automatic
Callback after you have dialed a

telephone number:
1. Pressthe Goodbye Key to disconnect
Goodbye / L) the call.
2698 o 2. Pressyour Individual DN Key.
3. Dial the FAC digitsfor feature
ggg activation.
4. Follow the instructions provided by
the announcement.
: 5. Pressthe Goodbye Key again, or
Goodbye / yr replace the handset to disconnect.

6. Whenyour lineisidle, and the called
party lineisidle, your telephone rings.

7. Answer the call, and you hear normal

ringing.
To deactivate or cancel Automatic
Callback:
2698 o 1. Pressyour Individual DN Key.
2. Dial the FAC digitsfor feature
ggg deactivation.

Automatic Recall (AR)

Thisfeature allows you to enter aFAC that automatically setsup acall to the
DN of thelast incoming call on your individua DN.

Note: Availability of this feature depends upon your Meridian SL-100 system
software and network connections. Check with your system administrator for
availability of the feature and the FAC.
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To activate or turn ON Automatic

Recall:
2698 o 1. Pressyour Individual DN Key.
2. Dial the FAC digitsfor feature
gss activation.

3. Anannouncement may provide
additional instructions or
announce the number of the last
incoming call, and provide you
with a choice of whether to
continue the recall or abort it.

4. If you continue the recal, the
Automatic Recall feature calls
the last number that called you;
or, if the number isbusy, it
continues trying until thelineis
idle.

5. When both linesareidle,
Automatic Recall rings your
telephone. Answer the telephone,
and you hear normal ringing.

To deactivate or cancel
Automatic Recall:

2698 o 1. Pressyour Individual DN Key.
2. Dial the FAC digitsfor feature
355 deactivation.

Customer Originated Trace (COT)

Thisfeature allows you to activate an immediate trace of the last incoming call,
without requiring prior approval and manual intervention by your system
administrator. Customer Originated Trace can be activated on a per-call basis. This
feature can be activated using a feature key or by entering a FAC. This feature can
be used to initiate atrace of an ACD call terminating on your I nCalls Key.

Note: Availability of thisfeature depends upon your Meridian SL-100 system soft-
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ware and network connections. Check with your system administrator for availabil-
ity of the feature and the FAC.
To activate or turn ON Customer

Originated Trace after receiving a
harassing or prank telephone call:

1. Pressthe Goodbye Key to disconnect
Goodbye / L) the call.
2698 o 2. Pressyour Individual DN Key.
CustOrigTr 3. Pressyour CustOrigTr Key or did
— gg 5 the FAC digits for feature activation.
or 4. Anannouncement tellsyou if the call

was successfully traced or not.

: P 5. Pressthe Goodbye Key again to
Goodbye / - disconnect. The feature deactivates.
6. Contact your system administrator for
follow-up actions.

Calling Name/Number Delivery Blocking (CNNB)

Thisfeature allows you to control the display of your individual DN or your name
and DN for aterminating call on a per-call basis. Instead of your name and/or
telephone number being displayed, the word PRIVATE is displayed on the called
party’s telephone display. Calling Name/Number Delivery Blocking is activated by
dialing aFAC.

Note: Availability of this feature depends upon your Meridian SL-100 system soft-
ware and network connections. Check with your system administrator for availabil-
ity of the feature and the FAC.

To block your name and telephone
number from the display on a
terminating call you want to make:

2698 D 1. Pressyour Individual DN Key.
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2. Dial the FAC digitsfor feature
ggg activation.

3. Listen for the confirmation tone
or announcement, followed by
dial tone.

4. Place the telephone call.

Selective Call Forward (SCF)

Thisfeature allows you to selectively program alist of up to 31 DNs from
which callson your Individual DN are to be rejected or blocked. The incoming
callsthat are on the list are routed to an announcement or other call treatment.
Thisfeature is accessed by dialing a FAC.

Note: Availability of this feature depends upon your Meridian SL-100 system
software and network connections. Check with your system administrator for
availability of the feature and the FAC.

To activate or turn ON Selective Call

Forward:
2698 o 1. Pressyour Individual DN Key.
2. Dial the FAC digitsfor feature
gsa activation.

Listen to the announcement for instructions
on how to activate, deactivate, change, or
review your Selective Call Forward list of
telephone numbers.
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Directory display and navigation

With the M3905's display, you can view two lines of information. The figure below
shows the status once you log into the directory.

l
Al Directories

Personal Directora
Call Log <Callers Lists

A 4

Select

-'..

553-9092

Accessyour CallersList, Redial List, or Personal Directory

To access the M 3905 Dir/L og:

(] Lir-Log 1. Pressthe Directory/L og Key.

Note: When you press the Directory/L og
Key, your Personal Directory is automati-
cally selected. At this point, you can begin
searching the directory using the telephone’s
dial pad. See “ Search for an entry” on

page 92.
o 2. Usethe Navigation Keysto highlight
Q-D the Personal Directory or the Call Log
that you want to view.
Personal Directory
Call Lo3 dCallers List
Call Lo3 (Redial List

Select 3. Pressthe Select Key.




Directory display and navigation

To accessthe M 3905 CallersList or
Redial List using a Context Sensitive
Soft Key or a Programmable Feature
Key:

Callers RFedial
.
To exit the Dir/L og:

or

- Dir-Log

Directory password protection

Press the Callers Key to access the
CdllersList, or pressthe Redial Key to
access the Redial List.

Press the Quit Key or the
Directory/Log Key to exit.

You can password protect your Personal Directory, CallersList, and Redial list on the
M3905. If password protection is activated, you will be asked to enter your password

each time you press the Dir/Log Key.
To enable password protection:

- Dir-Log
i
D

Fassword Administration

Select

Select

o
]

3

Press the Directory/L og Key.

From the Directories menu, use the
Navigation Keys to highlight Paz=ward
Administration.

Press the Select Key. The Password
Administration menu appears with
Pazsword enabled: OFF highlighted.

Press the Select Key again to select
FPaszword enabled: OFF.

Press the On Key to enable password
protection.

Dial the password.



Directory display and navigation

Ert.er

3

Ert.er

Dot

or
Dir<Log

To disable Personal Directory
password:

Dir<Log

3

Ert.er

i
—
Fassword Administration

Select

10.

11.

Pressthe Enter Key.

Dial the password again to confirm your
password.

Pressthe Enter Key.
Pressthe Done Key to save changes.
Pressthe Quit Key or the

Directory/Log Key to exit.

Pressthe Directory/L og Key.

Dial the password.

Pressthe Enter Key.

Use the Navigation Keys to highlight
Paszsword Administration.

Pressthe Select Key. The Password
Administration menu appears with
Pazsword enabled: OH highlighted.

Iiil




Directory display and navigation

Select 6. Pressthe Select Key again to select
- Fazsword enabled: OH.

off 7. Pressthe Off Key to disable password
- protection.

Dote 8. Pressthe Done Key to save changes.
9. Pressthe Quit Key or the

Directory/Log Key to exit.
or

G il




Call Log

The Call Log records the name and number of incoming and outgoing calls and can
be password protected. You can activate Call Log to record all calls, record only the
unanswered calls, or record no incoming calls.

The Callers List storesincoming calls, and the Redial List stores outgoing callsin
order of date and time received/made. The oldest call is stored at the top of the list.
The newest call is stored at the bottom of the list.

The M3905 Call Log list holds up to 100 entries for incoming and 20 entries for
outgoing calls. The M3905 can copy a number from the Callers List or Redial List
and store it in the Personal Directory.

Access and usethe CallersList

To accessthe CallersList using the
Dir/Log Key:

] Lir-Log 1. Pressthe Directory/L og Key.

2. Usethe Navigation Keys to highlight

Q-D Call Log {Callers List »,

Call Log (Callers List. 2

Select 3. Pressthe Select Key.
Hetw 01d 4. Pressthe New Key to goto thetop of the
or new callslist, or pressthe Old Key to go
- - to the top of the old callslist.

To accessthe CallersList using a
Context Sensitive Soft Key or a
Programmable Feature Key:

Callers Pressthe Caller sKey. You are presented
- with thefirst cal in the new calslist.




Call Log

Tomakea call from the CallersList:

1. Usethe Navigation Keysto highlight

(l- D the number you want to call.

Notel: Ifyouarecallinganexterna orlong
distance number, you will need to edit the
number to add the access codes required by
your system to make an external or long
distance call.

2498

Note 2: Pressthe Pause Key to insert a
1.5-second pause in the dialing string.

Dial 2. Pressthe Dial Key to call the number
selected and press your non-ACD line
- key. You leavethe Callers List when you

make the call.

Toexit the CallersList without

making a call:

Press the Quit Key or the
or Directory/Log Key to exit.
] Dir~Log

Access and usethe Redial List

The Redial List records your last 20 outgoing calls and can be password protected. On
the M 3905, you can copy these numbers to your Persona Directory.

To accessthe Redial List using the

Dir/Log Key:

[ ] DirsLod 1. Pressthe Directory/L og Key.

2. Usethe Navigation Keys to highlight

(]-D Call Log (Redial List. 2,

Call Log (Redial List>

Select 3. Press Select.




To accessthe Redial List using a
Context Sensitive Soft Key or a
Programmable Feature Key:

Redial

To make a call from the Redial List:

<«— B

2637

Lial

Pressthe Redial Key. You are presented
with the most recently dialed number.

1. Usethe Navigation Keysto highlight
the number you want to call.

Note: If you are calling an external or long
distance number, be sure that the appropriate
access codes are included.

2. Pressthe Dial Key and pressyour
non-ACD linekey. Your call is
automatically dialed and you exit the
Redial List.
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Usethe Personal Directory

The Personal Directory provides a personalized directory of names and telephone
numbers. The Personal Directory allows you to add, delete, search, and edit entries
and can be password protected. The Personal Directory holds up to 100 entries (an
entry is one name and one tel ephone number). You can add a directory entry by
copying the entry from your Callers List or Redial List. You can also add entries with
the “AddNew” Key or by using the Personal Directory PC Utility application. The
Personal Directory PC Utility uses an accessory cartridge to connect your PC and
your M 3905 telephone. You can create a directory on your Personal Computer and
transfer it to your M3905 Call Center telephone.

Access the Per sonal Directory

- DiF-Log 1. Pressthe Directory/L og Key.
Salect 2. Pressthe Select Key in the Directories
menu to select Perzonal Directord,
- Note: When you press the Directory/L og

Key, your Personal Directory is automati-
cally selected. At this point, you may begin
searching the directory using the telephone’s
dial pad. See “ Search for an entry” on

page 92.
Add a Personal Directory entry

After accessing your Personal
Directory:

Addew 1. Pressthe AddNew Key.

gaa 2. Dial the new name.




Use the Personal Directory

Example:

To enter the name and telephone

number for Chris:

3

NS
M
=

~

el
el
el

ayayaya

MHext.

3

Core

1. Dial the name using the key pad.

Note: Pressthe Up Navigation Key to
access special characters you may want to
include in the name. Use the Navigation
Keysto locate the character you want to
include. Press the Select Key to choose the
highlighted character. Pressthe Return Key
to return to name entry without selecting a
special character.

2. Pressthedial pad Key with the desired
letter repeatedly until that |etter appears
on the display.

3. Presstheright arrow Key to go to the
next letter.

Note: The cursor automatically advances to
the next position, if a different-from-last key
is pressed, or after a short pause.

4. Pressthe Next Key.

5. Usethedial pad to enter the telephone
number associated with the name
entered above.

Notel: Ifyouareadding anexterna orlong
distance number, be suretoinclude the access
codes required by your system to make an
externa or long distance call.

Note 2: Pressthe Pause Key to insert a
1.5-second pause in the dialing string.

6.  When you have finished entering all of
the digits, press the Done Key to save
the changes.

Iiil



Usethe Personal Directory

7. Pressthe Quit Key or the
Directory/L og Key to exit.
or
(] Dir-Lod

Add an incoming call

( Cony )/( = ) 1. Pressthe Copy Key.
The displays shows the message
Cord Lo,
Dir-Log 2. Pressthe Directory/L og Key.
Met, 3. PressNext to copy the incoming call

without editing the name. Edit the
number, if required (see note for step 4)
and go to step 5.

or or

Clear

Press Delete to make changes to the
name before saving. Edit the name using
the dial pad, Delete, and Case Keys as
needed.

Mext, 4. PresstheNext Key. Make changestothe
telephone number if required

Note 1. If you are copying an external or
long distance number, be sure to add the
access codes required by your system to
make an external or long distance call.

Note 2: Pressthe Pause Key to insert a
1.5-second pause in the dialing string.

Done 5. Pressthe DoneKey to savetheentry in
your directory.




Use the Personal Directory

or

Lir-Log

Add an outgoing call

6. Pressthe Quit Key or the

Directory/Log Key to exit.

Note: You can edit the name or number
before or after you save to the directory.

(COW)/\E%)

Lir-Log

MHext.

Diore

or

- Dir«~Log

After the person you called answers,
press the Copy Key.

The displays showsCaorFd ta.

Pressthe Directory/L og Key.

Add the name, using the dial pad,
Delete, and Case Keys as needed.

Pressthe Next Key.

Press the Done Key to save the changes.

Pressthe Quit Key or the
Directory/Log Key to exit.

Note: You can edit the name or number
before or after you save to the Directory.

Delete or edit a Personal Directory entry

To delete a Personal Directory entry:

Use the Navigation Keysto highlight
the entry you want to edit or delete.

Pressthe Delete Key to delete the
currently highlighted entry in your
Personal Directory.




Usethe Personal Directory

YVes

To edit a Personal Directory entry:

Edit.

e
«p

3

MHext.

Diore

Quit
or

Lir-Log

)
Delete your Personal Directory

Press the YesKey to confirm the
deletion.

Press the Edit Key to change the
telephone number or name.

Use the Navigation Keysto highlight
the character you want to change.

Use the dia pad to enter the desired
changes. Refer to“Add a Personal
Directory entry” on page 86 for an
example of how to use the dial pad to
enter names.

Press the Next Key. Edit the number if
necessary.

Press the Done Key to save the changes.

Press the Quit Key or the
Directory/Log Key to exit.

To delete your Personal Directory:

Dellist

Yes Mo

"

Pressthe Delete List Key.

The display showsDelete all
entries?.

Pressthe YesKey if you want to delete
all the entries in your Personal
Directory, or pressthe No Key if you
want to return to the top of the Personal



Use the Personal Directory

Directory with no changes made.

3. Pressthe Quit Key or the

Directory/Log Key to exit.
or
[ ] Dir-Log

Use the Personal Directory to make a call

To use the Per sonal Directory to

make a call:
- 1. Usethe Navigation Keysto highlight
(l _— D the desired name or number.
Purchasing Note: If you are dialing an externa or long
HrEnasin distance number, be sure that your directory
entry includes the access codes required by
your system to make an external or long dis-
tance call.
Dial 2. Pressthe Dial Key and press your
- non-ACD line key.
Use Card View

The Card View feature provides additional information about the Personal Directory
entry.

Tolook at the Card View:

a 1. Usethe Navigation Keysto highlight
—t{pp) the desired name.
L
Purchasing
QQ. Presstheright Navigation Key.
-,

Todial from the Card View:

Q-D 1. Usethe Navigation Keysto show the
L

name and number of the currently
selected entry in the Card View.




Usethe Personal Directory

Note: If you are dialing an externa or long
distance number, be sure that your directory
entry includes the access codes required by
your system to make an external or long dis-

tance call.
Dial 2. Pressthe Dial Key and pressyour
- non-ACD line key to place the call.
To exit the Card View:
Y Press theleft Navigation Key to leave
‘ - D the Card View and return to the selected

name.

Search for an entry

You can search for a particular entry in your Personal Directory.
To search for an entry:

1. Usethe Navigation Keysto highlight

(l - D Pet=sonal Directora,

Personal Directora

Select 2. Pressthe Select Key or proceed directly
] o
3. Usethedia pad to enter thefirst letter
of the name your are seeking. For

example, pressthe 2 | key twicetogoto
the first entry that begins with the letter
“B”.
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Copy a number from the Redial List

You can copy a number from the Redia List to the Personal Directory.
To copy a number from the Redial

List:
D 1. Usethe Navigation Keysto highlight
(l- D the name or number in your Redial List
that you want to copy to your Personal
2498 Directory.
(cony )/( = ) 2. Pressthe Copy Key.
The displays showsCaorFd ta.
Lir<Log 3. Pressthe Directory/L og Key.
Mest, 4. Press Next to copy the incoming call

without editing the name. Edit the
number, if required (see note for step 5),
and go to step 6.

or or
Cleatr

Press Clear to make changesto the
name before saving. Edit the name using
the dial pad, Delete, and Case Keys as
needed.

Mext, 5. Pressthe Next Key. Make changesto the
telephone number, if required.

Note: If you are copying an external or long
distance number, be sure that your directory
entry includes the access codes required by
your system to make an external or long dis-
tance call.

Dake 6. Pressthe DoneKey. Theentry is saved
to your Personal Directory and you are
returned to the Redial List.
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Corporate Directory

The Corporate Directory application allows you to search by entering the characters
in the name of the person you are caling, beginning with the last name. Once you
have located the name and number of the person, you may use the dial soft key to call
the number. You may copy an entry from the Corporate Directory and pasteit into
your telephone’s Personal Directory for quick access.

To usethe Corporate Directory

application:
- AFF=. 1. Pressthe Applications Key.
Note: If, when you press the Applications
Key, Corporate Directory is highlighted, pro-
ceed to step 4.
o 2. From the Applications menu, use the
(l- D Navigation Keysto highlight

Corrorate Directora,

Corrorate Directory
Select 3. Pressthe Select Key or proceed to step
- 4.
The Corporate Directory Find screen
appears.

4, Usethedia pad to enter the name of the
ggg person you want to call. Enter the last
name first. Separate the last name and
first name with a comma.

Note 1: The commaisthefirst character on
the i ] Key on your dial pad.

Note 2: Y ou do not need to enter the entire
name. When the Done Key is pressed, the
application will highlight the first directory
entry that matches the text that you entered.

Dore 5. Pressthe Done Key.

- The application highlightsthe first entry
that matches the text you entered in

step 4. If there is no match, the screen
displaysHao mat.ches found for . ..
(the text that you entered).




Corporate Directory

Lial

Tofind another directory listing or to
refineyour current directory search:

HewFind Resume

"

To exit the Corpor ate Directory
application:

6. Usethe Navigation Keysto scroll
through the directory.

Note: The entire directory isavailable. The
“find” process determines which directory
entry to select as your starting point.

7. If desired, use the Right Navigation
Key to move from “list” view to “card”
view. In card view, the telephone and
department numbersfor the entry are
viewable. Use the L eft Navigation Key
to return to list view.

Note: While you are in card view, you can
use the Up or Down Navigation Key to
scroll through directory entries.

8. Pressthe Dial Key and pressyour
non-ACD linekey to call the person
whose name is highlighted.

Note: The Dial Key will attempt to dial out
on your primary directory number. Since
your primary DN Key isyour InCalls Key,
you cannot dia out on it. On the Meridian
SL-100, after you pressthe Dial Key, pressa
secondary non-ACD line Key to dial the
number.

Press the NewFind Key to begin anew
search, or press the Resume Key to
enter additional characters so that you
may narrow your search.

Pressthe Quit Key or the Applications
Key.




Corporate Directory

To copy an entry from the Corporate
Directory to your telephone’s
Per sonal Directory:

(Copy)/(E%)

Dirctra

With the entry selected in the Corporate
Directory, pressthe Copy Key.

In the Copy to screen, pressthe Dirctry
(Directory) Key to copy the name and
telephone number to your Personal
Directory.

After you complete editing and entering
the name and tel ephone number, you are
returned to the Corporate Directory.

Pressthe Next Key. Make changesto the
directory if needed.

Press the Done Key. The entry is copied
to your Personal Directory.
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Accessories for the M 3905

Optional items are available for use with your M3905 Meridian Digital telephone.
Please contact your system administrator for further details.

Additional key caps

ThereisaKey Cap Kit you can order that has additional 1abeled key caps. You can
configure four of the bottom six keys to fit your specialized business needs. These
keysinclude: Agent, Activity Key, Answer Emergency, Observe Agent, and Dsply
Queue.

Accessory Connection Module (ACM)

The Accessory Connection Module provides the interface for adding the Analog
Terminal Adapter, External Alerter and Recorder Interface, and Personnel Directory
PC Utility.

Per sonal Directory PC Utility

The Persona Directory PC Utility provides afaster, easier way to create or modify the
Personal Directory on the M3905. You can enter names and numbersinto a directory
file on your PC, and download the file directly from the PC to the M 3905 through a
seria port connection. You can also upload the Personal Directory from the M3905 to
your PC so that you can modify the directory. The PC and the M 3905 are connected
using the Personal Directory PC Utility Cartridge.

Headset

The amplified or unamplified headsets are compatible with the M3905 Call Center
Telephone. The amplified headset is an option for noisy environments.

Headsets vary in electrical, physical and audio characteristics. Performance
perception is subjective so it is recommended that the headset user try using their
headset with each of the three settings. Test the headset settings on both internal and
external callsto determine which works best for you.

To adjust the headset volume, go to the Options menu, Headset types, and select one
of the headset types from the sub-menu item: Headset 1, Headset 2, or Amplified.
Refer to your distributor for the latest product bulletin from Nortel Networks
recommending headset types for use with the M3905 Call Center Telephone.

Handset

The Handset does not accompany the M3905 Call Center Telephone. The Handset kit
is ahardware option for the M3905 Call Center Telephone.
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Analog Terminal Adapter (ATA)

The ATA allows you to connect an anal og device such asamodem or FAX machineto
your telephone.

External Alerter and Recorder Interface

The External Alerter Interface lets you connect athird-party device (remote ringer,
indicator light, or recording device) to your telephone. The M3905 Call Center
Telephone uses the External Alerter and Recorder Interface accessory cartridge.

Key-based Access Expansion Module (KBA)

The Key-based Expansion Module provides additional DN or feature keys for the
M3905. You can add up to two 22-button Key-based Expansion Modules to your
M 3905 telephone.

Display-based Access Expansion Module (DBA)

The Display-based Access Expansion Module provides additional line (DN) or
feature keys for the M3905 telephone. The DBA has eight keys on three layersfor a
total of 24 additional DN or feature keys. The three layers are accessed through the
use of a Page key. The M 3905 supports one DBA module.
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Feature Key chart

The following chart indicates which type of feature key can be used for features, or
whether features can be accessed with a Feature Access Code (FAC).

Feature Name Context Programmable | Feature | Fixed
Sensitive Key Access | Key
Soft Key Code
Activity Code (LOB) NO YES NO YES
Agent (Assigned to NO YES YES NO
Agent)
Agent (Call) NO YES NO YES
Anonymous Caller NO NO YES NO
Rejection (ACRJ)
Answer Agent NO YES NO YES
Answer Emergency NO YES NO YES
Applications NO YES NO NO
Auto Dia NO YES NO NO
Automatic Callback NO NO YES NO
(ACB)
Automatic Recall (AR) NO NO YES NO
Blind Transfer Recal YES NO NO NO
Busy Override NO YES YES NO
Call Forcing NO NO NO NO
Call Forward YES NO NO NO
Call Forward —Remote | NO NO NO NO
Activated
Call Join YES NO NO NO




FeatureKey chart

Feature Name Context Programmable | Feature | Fixed
Sensitive Key Access | Key
Soft Key Code
Call Page NO NO YES NO
Call Park YES NO NO NO
Call Pickup YES NO NO NO
Call Pickup, Directed NO NO YES NO
Call Transfer YES NO NO NO
Call Waiting NO YES NO NO
Cadllers YES YES NO NO
Calling Name/Number NO NO YES NO
Delivery Blocking
(CNNB)
Charge a Call (Account NO NO YES NO
Code)
Conference 6-party YES NO NO NO
Controlled Interflow NO YES NO NO
Customer Originated NO YES YES NO
Trace (COT)
Direct Call Park NO YES YES NO
Display Agent NO YES NO NO
Display Queue NO YES NO YES
Emergency NO YES NO YES
Forced Agent NO YES NO NO
Forward an Internal Call | NO NO YES NO
Group Intercom Call NO YES NO NO
Incals NO NO NO YES




Feature Key chart

Feature Name Context Programmable | Feature | Fixed
Sensitive Key Access | Key
Soft Key Code
Inspect NO YES NO NO
Last Number Redial NO NO YES NO
Make Set Busy NO YES NO YES
Malicious Call Hold NO YES YES NO
M essage Waiting YES YES NO NO
Message Waiting Light | NO YES NO YES
Multistage Queue Status | NO YES NO YES
Key/Lamp (MSQS)
Night Service NO YES NO NO
Not Ready NO YES NO YES
Observe Agent NO YES NO YES
Options Feature List NO YES NO NO
Personal Directory NO YES NO NO
Preset Conference NO NO NO NO
Privacy Release YES NO NO NO
Redial YES YES NO NO
Ring Again YES NO NO NO
Selective Call Forward NO NO YES NO
(SCF)
Speed Call Controller YES YES YES NO
Speed Call User YES YES YES NO
Station Camp-On NO NO NO NO
Supervisor NO YES NO YES




FeatureKey chart

Feature Name Context Programmable | Feature | Fixed
Sensitive Key Access | Key
Soft Key Code

Supervisor Observe NO NO NO YES

System Speed Call YES YES YES NO

Controller

System Speed Call User | YES YES YES NO

Walkaway NO NO NO NO
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Meridian SL-100 Feature Access Codes (FAC)

Note: Contact your system administrator to obtain the FAC codes for each feature that
is available on your system.

Anonymous Caller Regjection Direct Call Park (DCPK)
(ACRJ)

Automatic Call Back (ACB) Directed Call Pick-up (DCPU)
Automatic Recall (AR) Last Number Redial

Busy Override Malicious Cal Hold (MCH)
Call Forward Busy/Don’t Paging Access Code

Answer — Internal/External

Call Page Selective Call Forward (SCF)
Calling Name/Number Deliver Speed Call Controller
Blocking (CNNB)

Charge aCall Speed Call User

Customer Originated Trace Station Specific AuthCode (SSAC)

(COoT)




A

Access the Personal Directory 86
Accessories 97
Accessory Connection Module 97
ACD Features 11
Activity Code Key 19, 35
Agent Key 18, 44
Agent Login 33
Agent Login Enhancement 33
Agent Logout 34
Agent Return 42
Agent Walkaway 42
Agent/Supervisor Features 11
Analog Terminal Adapter 98
Announcement over Call Page 72
Anonymous Caller Rejection 74
Answer aCall 57
Answer Agent Key 19, 44
Answer Call Center Cals 35
Answer Emergency 19, 45
Answer Supervisor 41
Application Keys 16, 20
Applications

Corporate Directory 94
Auto Dial 51
Auto Dial Key 15
Automatic Callback 74
Automatic Recall 75

B

Blind Transfer Recall 62
Busy Override 72

C
Call Agent 45

Call Center Features 10
Call Forcing 36
Call Forward 58
Call Forward, Internal 59
Call Forward, Remote Activation 60
Call Join 70
Call Log 83
access 79
Call Log options 27
Call Park 63
Call Party Information 13
Call Pickup 67
Call Processing Keys 16
Call Supervisor 42
Call Waiting 68
CallersList 83
Calling Name/Number Delivery Blocking
77
Card View 91
Chargeacall 61
Charge acall or Charge a Forced call 61
Charge a Forced Call 65
Conference call 69
Conference with Supervisor 42
Contact your Supervisor 41
Context Sensitive Soft Keys 10, 16
Controlled Interflow 46
Copy from Redial List 93
Corporate Directory 94
Customer Originated Trace 76

D
Date/Time Format 13
DBA Expansion Module 98
Dialing
Predial 51



Directory

Password protection 80
Directory Number 13
Directory/Log Key 80, 86
Display Agent Status 48
display diagnostics 31
Display Feature 13
Display Queue 37, 44
Display Queue Status 49
Display Queue Threshold 37
Display Queue Threshold feature 37
Display-Telephone 22
DN 13
Don’'t Answer Split 59
Done Key 23

E
Emergency
Supervisor 45
Emergency Key - Agent 19, 39
Enable Live Dial Pad 28
End ACD Call 36
External Alerter and Recorder Interface

E
Feature Access Codes (FAC) 13, 103
Feature Display 13
Feature Key
Change label 24
Feature Key Chart 99
Fixed Key Caps 10
Fixed Keys 13, 17

G
Goodbye Key 16, 36

Group Intercom Call 55

H

Handset 97

Headset 32, 97

Headset Key 18, 32

Headset port externa alerter 31
Headset port on call 30
Headset type, setting 30

Hold Call 61

Hold Key 16, 68

I

In-CallsKey 17, 35

Indicator Status 13

Individual Directory Number 21
Individual Page from Group Intercom 57
Information Display 13
Information Line 13

Inspect Key 15, 65

Intercom Call 55, 56

Interflow 46

Internal Call Forward 59

K

KBA Expansion Module 98
Key Caps 10, 97
Key click 29
K ey-based Expansion Module 98
Keys
Directory/Log Key 80, 86
DoneKey 23
Feature Key 24
Navigation Keys 23
Options Key 23




Programmable Line (DN)/
Feature Key 24

Quit Key 23

Select Key 23

L

Language selection 24
Last Number Redial 52
LCD Indicator 15
Line (DN) Key 15
Live dial pad 28

Login 33

Logout 34

M

M3905 Call Center Features 10
Make acall 50

Make Busy Key 19, 39
Malicious Call Trace 66
Message Key 21

Message Waiting Lamp 17
Meridian SL-100 FAC 103
Multistage Queue 36

Mute Key 17

N

Navigation Keys 23
Network Speed Call 54
Night Service 46
Non-ACD Calls 41
Not Ready Key 19, 43

O

Observe Agent Key 20, 47
Off-hook 13

Optional Key Caps 10

OptionsKey 15, 23
Options List 23

P
Paging 71
Paging Tone 14
Password
Directory 80
Personal Directory 80, 86, 93
Add an entry 86
Card View 91
Delete directory 90
Delete entries 89
Edit entries 89
Make calls from directory 91
Search 92
Personal Directory PC Utility 97
Predesignated Set 56
Predial 51
Preferred name match 28
Preset Conference 71
Primary DN 14, 21
Privacy Release 71
Program Key 15
Programmable Line (DN)/Feature
Key 24, 25
Programmable Line/Feature Keys 15
Programmable Line/Feature
Keys (self-labeled) 15

Q
Quit Key 20, 23

R

Redial Last Number Called 52
Redial List 83, 84, 93



Access 79
Return from Walkaway 43
Ring Again 52
Ring type 27
Ringback/ring tone 14

S

Screen contrast 26

Select Key 23

Selective Call Forward 78
Shared Directory Numbers 14
Special characters, entering 25, 87
Special Dial Tone 14

Speed Call, System 54

Station Camp-on 73

Supervisor Headset Jack 45
Supervisor Key 18, 41
Supervisor Observe Key 20, 45
System Speed Call 54

T

Transfer acall 52
Transfer to InCalls Key 43

U
Use Blind Transfer Recall 62

Vv

Volume Control Bar 17
Volume, adjust 26

W
Waiting CallsKey 20
Walkaway 42
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