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General features (for all user plans)

Phone features*

Speed dial To dial a particular phone number with shortcut keys.

Call log To check the most recent incoming / outgoing call records.

Busy call back To initiate an automatic call back when the contact is available again.

Direct call pickup To pick up a call ringing at another telephone. (even not in the same group)
Group call pickup To answer a call ringing at any telephone belonging to the same group.

Call deflect To deflect an incoming call to another phone number without answering the call.
Hold call To put a call on hold.

Transfer call To transfer a call to another party.

Conference call To initiate a 3-way conversation.

Call forward (all) To direct calls to another phone number.

Do not disturb To block incoming calls when you are not available.

Broadcast To broadcast a message via phone set.

Boss / Secretary Allows secretary to filter all incoming calls to boss.

Night mode To direct incoming calls to voicemail during non-business hours.

Send DTMF digits Allows sending dial-tone signals to automated voice systems.

* Feature availability depends on corresponding service plan

Short cut keys
Operator Press 0 Call forward (all) Press * 05
Prefix for external call Press 9 Cancel call forwarding Press # 05
Busy call back Press 63 Do not disturb Press * 01
Cancel busy call back Press # 5 Broadcast Press *31
Direct call pickup Press * 21 Access to voicemail system Press * 90
Group call pickup Press * 22 Unlock door Press 40
Voice messages Listen to new messages Send a message
Step 1: Dial * 90 (with your phone set) or Step 1: Dial * 90 (with your phone set) or a number defined
a number defined during system during system configuration (remote access with other
configuration (remote access with phone sets)
other phone sets) Step 2:  Enter your extension number, following with your password
Step 2:  Enter your extension number, Step 3:  Press 3 to send a message
following vyith your password Start recording a message
Step3:  Press 1 tolisten toyour new Enter destination mailbox number, press # to confirm,
message then press 2
S_klmgg Stop recording a message
While listening to a message, While recording a message, press #
press # .
Listen to the recorded message
W After finished recording, press 1
After a message is played, press 1 .
Record the message again
Erase a message After finished recording, press *
After a message is played, press 2 Send the message
Call the sender After finished recording, press # and the message will be
After a message is played, press 3 sent immediately.
Mailbox setting Change mailbox setting
Step 1:  Dial * 9 0 (with your phone set) or a number defined during system configuration (remote access with other
phone sets)
Step 2:  Enter your extension number, following with your password
Step3:  Press 9 to change mailbox setting
Record your own personal greeting message
Press 1; then
Record greeting message, press 1 then press # to confirm;
or Listen to greeting message, press 2;
or Restore default greeting message, press 3 then press # to confirm;
or Record your name (default greeting message), press 4 then press # to confirm
Personal Assistant
Press 2; then
Enable / disable Personal Assistant, Press 1
or Modify setting, press 2; then
Enable / disable / add / modify colleague number, press 1;
or Enable / disable / add / modify external number, press 2;
or Enable / disable / add / modify mobile Number, press 3;
or Enable / disable forwarding calls to operator, press 4
Modify your password
Press 3, enter a 4 digit numerical password, then press # to confirm
Notes:

1) Voicemail shares the same language with the phone set language. For phone set language selection, please refer to "Features for user plan”.

2) The maximum duration of a voicemail is 2 minutes.

3) For customers with less than (or equal to) 20 subscribed users, a maximum of 4 hours of voicemail (shared among all users) can be stored in the system. For customers with more than 20 subscribed
users, a maximum of 200 hours of voicemail (shared among all users) can be stored in the system.

4) Each voicemail will be kept in the system for 30 days and will be deleted automatically after the storage time exceeds 30 days.
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Features for Boss / Secretary / Executive plan

Features
Speed dial

~ To add contact

~ To call contact

fﬂ(] / %" Handsfree / Hang up

A  Redial

@ Mute

Lt Information

RP  Phone book

e OK / Confirmation

P S
LM EOODODO@E f \ . ..
RO E OO o / Up-down / Left-right navigation
DM C O @M <

- Increase / Decrease

(— Programmable button

‘ Instructions

Step 1: Press ' i
-
Step 2: Select an empty (C_)~ on either side of the screen. ( @ can be used to search for more programmable
<
buttons.)
Step 3: Enter the name and number of your contact with the keypad
Step 4: Press @ to confirm

Note: 32 - 36 contacts can be stored in each phone set.

Press the preset ()~ next to the contact name to initiate a call.

Call log

~ To view call log

~ To call contact

Long press - &4  to view call log on the phone screen

Note: A maximum of 10 call logs can be stored at the same time in each phone set.

-
Step 1: Use @ to select a contact from the call log.
<>

Step 2: Press @ to initiate a call.

Select language

Use (@) to select "Menu" on the screen. Then select "Settings" > "Option" > "Language" > by pressing

o
()— on either side of the screen. Use @ to select the desired language and press @ to confirm.
<

Volume adjustment

~ Speaker

~ Ringtone

~ Mute (on/off)

+
During a call, press to adjust call volume

Step 1: Use (@) to select "Menu" on the screen. Then select "Settings" > "Phone" > "Ringing" > "Volume"
-
by pressing (C_)— on either side of the screen (use @ if necessary)
<
0
Step 2: Press ~_ to adjust ringtone volume

Step 3: Press @ to confirm

During a call, press @ to turn on/off mute feature.

Busy call back

(for internal numbers only)

When you reach a busy internal number, select "Callback" by pressing (C_)—— on the side of the screen.
The "Busy Call Back" feature will be initiated. When the called number is available again, your phone will ring.

After you picked up the phone, a callback will be initiated.

P.6




Features
Hold call

~ To hold call

~ To retrieve call

‘ Instructions

During a call, select "Hold" by pressing (C_)— on the side of the screen. (use the @ if necessary)
<

Select " s " by pressing (C_)— on the side of the screen to retrieve the call on hold.

Transfer call

Step 1: During a call with the 1st party, select "New Call" by pressing (C_) on the side of the screen
Step 2: Enter the extension number of the 2nd party
Step 3: Select "Transfer" by pressing ()~ on the side of the screen

Step 4: Hang up and the call will be transferred.

Conference call

Step 1: During a call with the 1st party, select "New Call" by pressing (C—_)— on the side of the screen
Step 2: Enter the phone number of the 3rd party
Step 3: After the 3rd party answered the call, select "Conference / Confer" by pressing (__)— on the side of

the screen and a 3-way conference call will be set up.

Call forwarding

Forwarding calls to another number:

Step 1: Use (@) to select “Menu" on the screen. Then select "Forward" > "Immediate / Immediat" by
-
pressing (C__ )~ on either side of the screen. (use @ if necessary)
<
Step 2: Enter the number for the incoming calls to be forwarded to.

Step 3: Press @ to confirm and all incoming calls will be diverted to the phone number you entered.

Forwarding calls to voicemail:

Use (@) to select "Menu" on the screen. Then select "Forward" > "Immediate-->VM / Immed-->VM" by
o

pressing (C_)— on either side of the screen (use @ if necessary). Then, all incoming calls will be all forwarded
<

to your voicemail system.

Cancel all call forwarding

Use (@) to select "Menu" on the screen. Then select "Forward" > "Cancel Fwd / Canc Fwd" by pressing

>
()— on either side of the screen (use @ if necessary). Then, all call forwarding settings will be cancelled.
<

Do not disturb

~ To activate

~ To cancel

Use (@) to select "Menu" on the screen. Then select "Forward" > "Do Not Disturb / DND" by pressing
-

()— on either side of the screen (use @ if necessary). The calling parties will hear busy tone when they
<

call your number.

Please refer to "Cancel All Call Forwarding" section.

Boss / Secretary feature

~ To activate Select "Filter" by pressing ()~ on the side of the screen. When the feature is activated, a v will appear
beside "Filter" on the screen. If there is an incoming call to the boss, the secretary's phone will ring, the boss'
phone will not ring. Secretary can forward the call to the boss by using "Transfer Call" feature (please see
"Transfer Call" section for details). This feature can be activated by either the boss or secretary.

~ To cancel Select "Filter" on the screen by pressing the (C”_)— again.

Broadcast Select "Broadcast" by pressing () on the side of the screen, and you can broadcast your message via the

phone set speaker.
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Features for
Staff & Operator plan

Staff plan
e Speed dial
e Calllog

e Select language

e Volume adjustment
e Busy call back

e Hold call

e Transfer call

e Conference call

e (Call forwarding

e Do not disturb
Operator plan

° Night mode Staff plan phone set Operator plan phone set




Features for Staff plan

Features
Speed dial

~ To add contact

~ To call contact

— —_—
— - || - - 'l](] /%" Handsfree / Hang up
| w— — —_— —_ <7
— — fr— —
= - | | - - .
= = =5 a A Redial
— —; — —
p— - | | - pe=
-_ - | - — @ Mute
icelcsicplicaicElmicalmicaic] 1‘- - - - —
DO C OE M mm I
t  Information
R#  Phone book
- () @ @ OK / Confirmation
®@
; A
0O G @ @ or /(@) Up-down / Left-right navigation
D) P
DICRICE) " i
2 G (o) () or g Increase / Decrease

(— Programmable button

‘ Instructions

Step 1: Press  A#
Step 2: Press : button to select an empty entry (0-9) on the screen.

Step 3: Press | i

Step 4: Press @

Step 5: Enter the name and number of your contact with the number pad.
Step 6: Press @ again to confirm

Note: A maximum of 10 contacts can be stored in each phone set.

Step 1: Press W@
Step 2: Press : to select contact on the screen.

Step 3: Press @ to initiate a call

Call log

~ To view call log

~ To call contact

Step 1: Long press | &
A
Step 2: Press  toview call log

Note: A maximum of 10 call logs can be stored at the same time in each phone set.

Step 1: Use to select a contact from the call log.

A
v
Step 2: Press @ to initiate a call.

Select language

Step 1: Press

Step 2: Press "6" to select "Settings", > "4" to select "Options" > "2" to select "Language".
A

Step 3: Press  to select your desired language.

Step 4: Press @ to confirm.
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Features

Volume adjustment

~ Speaker

~ Ringtone

~ Mute (on/off)

‘ Instructions

. A .
During a call, press y fo adjust call volume

Step 1: Press o

Step 2: Press "6" to select "Settings”, > "3" to select "Phone", > "1" to select "Ringing", > "2" to select "Volume"
on the phone screen.

Step 3: Press : to adjust the ringtone volume.

Step 4: Press e to confirm

During a call, press @ to turn on/off mute feature.

Busy Call Back

When you reach a busy internal number,
Step 1: Press .
Step 2: Press "1" to select "Callback" on the screen. The "Busy Call Back" feature will be initiated. When the

called number is available again, your phone will ring. After you picked up the phone, a callback will

be initiated.

Hold call
~ To hold call

~ To retrieve call

During a call, press the preset "Hold Button" (C_)—

Press the preset "Line Button" (the one occupied by the call being held) () to retrieve the call on hold.

Transfer call

Step 1: During a call with the 1st party, press the preset "Line Button" (whichever is available) C_— .
Step 2: Enter the extension number of the 2nd party

Step 3: Press the preset "Transfer" button C_)— .

Step 4: Hang up and the call will be transferred.

Conference call

Step 1: During a call with the 1st party, press the preset "Line Button" (whichever is available) C_— .
Step 2: Enter the phone number of the 3rd party
Step 3: After the 3rd party answers the call, press the preset "Conference Button" (C_)— and a 3-way

conference call will be set up.

Call forwarding

Forwarding calls to another number:

Step 1: Press

Step 2: Press "5" to select "Forward", > "1" to select "Immediate" on the screen.

Step 3: Enter the number that incoming calls should be forwarded to.

Step 4: Press @ to confirm and all incoming calls will be forwarded to the phone number you entered.

Forwarding calls to voicemail:

Step 1: Press
Step 2: Press "5" to select "Forward", > 2" to select "Immediate -->VM" on the screen, then, all incoming calls
will be forwarded to your voicemail system.

Cancel all call forwarding:
A

Step 1: Press
Step 2: Press "5" to select "Forward", > "4" to select "Cancel Fwd" on the screen, then, all call forwarding

settings will be cancelled.

Do not disturb

~ To activate

~ To cancel

Step 1: Press
Step 2: Press "5" to select "Forward", > "3" to select "Do Not Disturb" on the screen.

The calling parties will hear busy tone.

Please refer to "Cancel All Call Forwarding" section.

Feature for Operator plan

Feature

Night mode

~ To activate

~ To cancel

‘ Instructions

When night mode feature is ON, all incoming calls will be diverted to voicemail.

Press the "F2" button, then press <*

Press the "F2" button (when the feature is activated)

P10




Unified Messaging features

- Allows you to manage your voicemail and personal fax via Microsoft Outlook

e Personal voicemail
e Personal fax

Call Manager - PIMphony
features

- Allows you to manage your calls/personal phonebook/phone features via a user-friendly
interface with your computer

e Personal directory

e Calllog

e Making a call

e Call deflect

e Busy call back

e Hold call

e Transfer call

e Conference call

e Set up a functional key for various features




Unified Messaging features

Features

Personal voicemail

‘ Instructions

All incoming voicemail will be received in email format and forwarded to your "Inbox" via Microsoft Outlook.
The subject of the mail will be "Voice message from: XXXXXXX" where X indicates your phone set extension
number or name.

[ Inbox - Microsoft Outlook

Ele Edt Vew Favortes Tooks Actions Help

00 Search ~ 4 Indexer 3 Options Help~
Sitew ~ & B3 X | GoReply fReplyto Al 4 Forward | ceive | ZFind % DR,
| subject [Received 5ze
L
© Contacts
3 Deleted Iems, =
B orafts =
B Inbox (1) From: 29625845 To: 29625848
& Joumal Subject: Voice message from: *+*- 101 ce
2 Notes. Attachments: (@ nessage.wav (25 KE)
<& outbox
3 Quarantine ]
O et Tome Delivered in the mailbox of: 100 - duration: 35
D Tasks

You can lsten to the message by playing the aftachment

Listen to the voicemail

Double-click the selected voicemail and open the attachment (.wav format) to listen to the voicemail.

® Voice message from: *** - 101 - Message (HTML)

Fle Edt Vew Insert Fomat Iook  Acions Help Type a question for help v

£oReply | fReplyto Al WEForward | & vIBSX 4.9 & 0,
From: 20625848 Senk: Thu 6/14/2007 7:30 PM
o 2s62548

e

Subject; St
Atachments: [ message.wav (25 KB)

Delivered in the mailbox of 100 - duration: 3s

You can listen to the message by playing the attachment

You can also forward/reply to the voicemail via your email system.

Personal fax

Incoming personal fax will be received in email format and forwarded to your "Inbox" via Microsoft Outlook.
The subject of the mail will be "Faxmail from XXXXXXXX" where X indicates the sender's fax no.

& Inbox - Microsof;

Fle Edt View Favortes Tools  Achions  Help Type & question for help
0 Search ~ & Indexer (2] Options Help ™
Eritew - & 5 ¥ | EoReply BiReplytoAl 4& Forward | SendiRecsive | ZoFind %y Typeacontacttofind - | (Z)
&
Folder List | Subject
= 2007_dec
(b Calendar m
3 Contacts 0 29685064 * Faxmail from 29585064 Fri 4f27j2007 3:... 33KB
(3 Deleted Items —|| & 03607236 * Faxmal from 35807236 Tue 4/17/2007 4., 161...
B Drafts 3 0 36086085 * Faxmail from 36086065 Wed 12j20/200... 91KB d
B Inbox (12)
3 Journal || From: 29525843 To:  Raymond
(2 Notes Subject: * Faxmal from 29625648 oo
5 utbox Attachments: (] 5 Fax 3 000102_20070124104233.HF (33 KE)
B Quarantine
2 Sent: Items PCCW Convergence Web Version Fax Service Lol
@ Tasks Faxmail from [29625846]
Received on [2007-01-24] [10:42:33] =
Mo. of Pages : 1
The received document (.TIF] 1S attached.
v v
] I | ] g
5715 Ttems, 342 Unread 4

Viewing your personal fax
Double-click the selected personal fax and you can view the document by opening the attachment. (.tif format)

Faxmail from 29680040 - Message (Plain Text) EI\

Fle Edt View Insert Format Tools  Actions  Help Type a question for help |

CyoReply fHiReplyto Al | & Forward | S vIIEX a-w-u 03,

From: 29625648 [webfm@peow-cvg.com] Sent: Thu 1/24)2007 4:30 PM
Ta: Raymond

cc:

Subject: * Faxmail from 23525848
Attachments: @a,FAx,s,nnnnzz,znnm125152359.nf (37 KB}

PCCW Convergence Web Version Fax Service
Faxmail from [29625848]

I

Received on [2007-01-24] [16:28:33]
MNo. of Pages @ 1

The received document (. TIF) is attached.

[This message 15 auto-gensrated by our systew. Please do not reply to sbove
sender. Should you have any gquestions, please contact our service hotline at
109 or your account wanager for assistance.]

br>
PLEASE CONSIDER OUR ENVIRONMENT EEFORE PRINTING <br>
Scanned By PCCU Anti-Spam Infrastructure

53

You can also forward/reply to the personal fax via your email system.

Notes:

1) For Boss/ Secretary / Operator / Executive plan users, the system allows personal fax reception of a maximum of 50 pages per fax and 3 incoming
personal fax can be received simultaneously.

2) For Staff plan users, the system allows personal fax reception of a maximum of 20 pages per fax and only 1 incoming fax at one time.
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Call Manager - PIMphony features

Call Manager - PIMphony Dialler Module
STal

File Wiew Configuration Help

Fl —

+ 5 + + +

+ g + 4 + + +

+ Arca + o + + +
Features ‘ Instructions

Personal directory

To access, click LEB-J on the "Call Manager - PIMphony Dialler Module". The "Personal List Window" will pop up.

T Alcatel PIMphony Basic (, 304) ] =101 x]

File View Configuration Help
@

N —

+ + + +

+ + + + +

+ + + + +
Add new entry
On the "Personal List Window", click @ , and then enter contact info in the contact info box.
i51d

File Edit Help

L]
il

[F)

-~

Note: A maximum of 400 contacts can be stored at the same time.

Modify an entry
On the "Personal List Window", highlight the selected entry and click @ . Then, you can modify the
contact info in the contact info box.

Delete an entry

On the "Personal List Window", highlight the selected entry and click @ . Then, the selected contact will
be deleted.
IE

File Edit Help

@ x=
Andy

20123456
Charles 21111111
Daniel 360
Janet 381
Janice 20123457
Margaret 363
Raymond 382 L.
Call log
]
On the "Call Manager - PIMphony Dialler Module", click @ , and a "Call Log" window will pop up.
T alcatel PIMphony Basic {, 304) =100
Fle Yiew Configuration Help
pE;i ’ = ‘ Ei ‘ E ‘
o + ; + ; e
+ : + +
+ His + . + s +
m:* e
File Edt Help
R rreE
L Raymeond 362 B/14/2007  4:36 Ph 013
4 X Daniel 380 B/14/2007  4:36FM
P> Margaret 363 B/14/2007  4:36 PM 013
@ X Daniel 0 6/14/2007  4:35PM
% X Raymond 82 B/14/2007  4:35FM
@ X Janet Eal B/14/2007  4:25PM
»> Daniel 360 B6/14/2007  4:13PM 0:30
4 & Raymond 82 BA14/2007  £03PM
e X Janet 381 B/14/2007  358PM &

Note: A maximum of 400 call logs can be stored at the same time.
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Features ‘ Instructions

Making a call Entering phone number or contact's name

Step 1: On the "Call Manager - PIMphony Dialler Module", enter the phone number or the contact's name
(available in personal directory) in "Dial" column

Step 2: Click and a call will be initiated.

T alcatel PIMphony Basic {, 304) 1 o s o3
Eile “iew Configuration Help
e -I|20123455 Iv @é‘ El &
+ + +
+
+
T alcatel PIMphony Basic {, 304) j i ] B3
Eile “iew Configuration Help
_D';;i 'IIJanet I' liié‘ B &
+ + +
+
+

Select a contact from your personal list

Step 1: On the "Call Manager - PIMphony Dialler Module", select "Personal List" under "File" > "Open" and a
"Personal List Window" will pop up.

=101 %]

Yaite Mai

SUperyision + + +
+ + + + +
+ + + + +

Step 2: Highlight the selected contact

Step 3: Click and a call will be initiated.

Call deflect
Step 1: When there is an incoming call, click E on the "Call Manager - PIMphony Dialler Module", a
"Deflect to" window will pop up.
T Alcatel PIMphony Basic {, 304) E I ] 3
File Wiew Configuration Help
= | -@g‘@@ w"a.
+ +
+ +
+ + + + +
£y Boss <= Raymond E
Call Deflect
Step 2: Enter the phone number of the 2nd party.
Step 3: Click the "OK" button to confirm and the call is deflected.
Busy call back When you reach a busy internal number, right-click the contact's name and select "Callback" on the "Call Manager
(for internal numbers only) - PIMphony Dialler Module". The "Busy Call Back" feature will be initiated. When the number is available again,

a "Recall" entry will appear. Press and a call back will be initiated.

T Alcatel PIMphony Basic (, 304) i =1=1x]
File View Configuration Help
S |0 o -
+ | + 5 + . + - +
+ + + + +
+ + + + +
| Dariel =]
Contact
Hew Contact
' alcatel PIMphony Basic (, 304) i o ] o3
Calback » Fle View Corfiguration Help
Deflect/Tiransfer ,oEi B Daniel] - = ‘ Ei @
ke R o + + +
Drop
+ + + + +
+ + + + +

| &y FRecal

Answer
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Features

Hold call
~ To hold call

~ To retrieve call

Transfer call

‘ Instructions

T alcatel PIMphony Basic (Boss, 361)
Fie View Configuration Help

During a call, click L‘I?J on the "Call Manager - PIMphony Dialler Module", and the call will be placed on hold.

o

5 — |

+ +

+ +

-

+
0019 E

To retrieve the call on hold, click

T alcatel PIMphony Basic (Boss, 361)
Fie View Corfiguration Help

N — L E R

+ +

+ +

+ +

+

+

+

+

+

+

i@ Dariel

0035

Reconnect

Conference call

€ alcatel PIMphony Basic (Boss, 361)
Fie View Configuration Help

Step 1: During a call with the 1st party, put the call on hold (please check "Hold Call" section).
Step 2: Initiate a call to the 2nd party.

Step 3: Click @ on the "Call Manager - PIMphony Dialler Module", and the call will be transferred.

=101

Pq‘llm— mg‘@ = ;“;‘E.

+ : + A

+ +

+ +

+

+

+

+

+

+

S

o

o

& Daiel
Margaret

w014

=i

Set up a functional key

T Alcatel PIMphony Basic {Boss, 361)

File View Configuration Help

Step 1: During a call with the 1st party, place the call on hold (please check "Hold Call" section).
Step 2: Initiate a call to the 3rd party

&
Step 3: Click w on the "Call Manager - PIMphony Dialler Module" and a 3-way conversation call will be setup

=10l x|

+

+

mg‘gi = ‘”‘E

+

o

S

+

+

+

Y Dariel
Raymond

+
032

EIEIME el w

[Conference

for various features

Step 1: Right click

" set Programmable Buttons B

Select a Function
Speed dial
Attendant

Call pickup

Group pickup
Forward immediate
Forward on busy

Do Mot Disturb
Forward no answer
Test Forward

Cancel Farward
Momadic mode
Cancel Momadic mode
Send DTMF
Deflect/Transfer

o Transter to Voice Mail

Launch Application
ALCATEL

Redial

MNarne

at the bottom of the "Call Manager - PIMphony Dialler Module" and the
"Set Programmable Buttons Window" will pop up.

x|

I

Phone Number

Frevious | Mext | Blezet |

Save I

LCancel |

Step 2: Highlight selected feature.

Step 3: Enter the name (to be displayed on the button) and/or the phone number

Step 4: Click the "Save" button to confirm
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