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QUICK LIST OF TELEPHONE FEATURES
Use the Code below if the KEY has not been assigned on your phone

	FEATURE
	KEY
	Set 

CODE
	Cancel

 CODE

	Automatic Call-back
	CBK
	44
	-

	Call Forward (Diversion) - ALL calls
	FWD-ALL
	601
	600

	 - on BUSY
	FWD-BSY
	602
	600

	 - on NO ANSWER
	FWD-N/A
	603
	600

	 - on BUSY or NO ANSWER
	BSY-N/A
	604
	600

	 - I'M HERE (Follow Me)
	-
	605
	600

	 - to an External Number
	FWD-EXT
	606
	600

	Call Pickup (My Group)
	PICKUP
	*
	-

	Directed Call Pickup then Extn No.
	DIR P/U
	65
	-

	Do not Disturb
	DND
	401
	400

	Forced Answer
	FANS
	14
	-

	Information Messages
	PMSG
	48xx
	4800

	Last Number Redial (external)
	REDIAL
	19
	-

	Message Waiting
	MSG
	41xxx
	42xxx

	Nightbell Pickup
	BELL P/U
	67
	

	Operator
	OPR
	0
	-

	Outside Line Access
	-
	9
	-

	Paging (Internal)
	PAGE INT
	550
	

	Paging (External)
	PAGE EXT
	555
	

	Paging (Internal & External)
	PAGE I&E
	55*
	

	Park (then the orbit number 0-9)
	PARK
	63
	-

	Save & Repeat (Save for redialling)
	SAVE
	17
	-

	System Speed Dial Access
	MEMORY
	16
	-

	Voicemail Memo
	
	#
	


NB:  Not all features may be available on all systems

When utilising any of the features of the Samsung Keyphone system, it is not necessary to lift the handset first.  All phones are equipped with a ‘live’ keypad allowing full hands free operation prior to lifting the handset out of the cradle.

MAKING CALLS
Calling the Operator

1.
Dial 0

Making Internal Calls

1.
Press the displayed extension key OR dial the required extension number

If engaged:

Press CAMP ON to hold the call on the dialled extension

Press CBK for an automatic callback

Press MSG to send a message wait light indication

Making External Calls

1. Dial 9 OR  Press an idle displayed Line key 

2. Dial the required number

HOLDING CALLS
To Place a call on Hold

1.
Talk with the outside party, press HOLD
Your call will flash green on your phone (if held on a line key, will flash red on other keyphones)

To Retrieve a held Call

1. Press the green flashing call key or line key

TRANSFERRING CALLS
1. Talk with the outside party

2. Press the extension key OR press TRSF (party is placed on hold) and dial the extension number 

3. Wait until extension answers (optional)

4.
Replace handset (or press SPEAKER if on a handsfree call) to transfer call

If you have waited on the line to announce the call, once it is answered you may alternate between parties using the TRSF key.  To return to the original party before the call is transferred ie. if misdialled or busy, press TRSF.  The call will return to you in approximately 30 seconds if not answered.

Trunk to Trunk Transfers

1. Talk to the caller

2. Press TRSF

3. Dial 9 and the required number, or press the MEMORY key and enter the speed dial slot number eg. 500

ANSWERING CAMPED-ON CALL (CALL WAITING)

This feature needs to be programmed by a technician

1.
CALL 2 key flashes while in conversation

2.
Ask existing party to hold and press the CALL 2 key.  The first caller is placed on hold automatically, you are now connected to the waiting call

3.
Press CALL 1 to alternate (toggle) between parties

OR

1.
Replace the handset (or press SPEAKER if handsfree) to terminate the current call.  Phone will ring with the held call

PARKING CALLS
Use this feature when you want to Park Calls and access them from any phone

To Park a Call
1. Press the PARK key and enter in an orbit number (0-9) OR press TRSF, dial 63 and enter in an orbit number (0-9)
To Retrieve a Parked Call from any Phone
1.
Press the PARK key (or dial 63) and enter the orbit number (0-9)

PAGING
To Page an Internal Group

1. Press the PAGEINT key OR dial 550
2. Press the ANS/RLS once finished or hang up

To Page an External Group

1. Press the PAGEEXT key OR dial 555

2. Press the ANS/RLS once finished or hang up

  To Page Both Internal and External

1.   Press the PAGEI&E key OR dial 55*

2.   Press the ANS/RLS once finished or hang up

FORCED ANSWER
This feature is uses to page an individual extension and at the same time have a two-way hands free conversation

1. Dial the extension number or press the one touch DSS button

2. Press the FANS key OR dial 14
3. Speak with the dialled party

AUTOMATIC CALL-BACK

When you call an extension internally and it is engaged or doesn’t answer, you may programme your phone to call you back when the extension becomes free.

To Set Call Back
1.
Dial extension and hear busy tone or no one answers

2.
Press CBK  

3.
Hear confirmation tone

4.
Replace handset or press SPEAKER


When the extension becomes free your phone will ring.  If you are setting a call back to a no answered extension, the call back will only happen once that extension has made a call and then becomes idle again.

To Answer a Call Back

1.
Your phone rings (your display says that this is a callback)

2.
Answer the call and hear ringing.  Your telephone has automatically dialled the other extension

3.
Wait for the extension you are calling to answer

CALL PICKUP (MY GROUP)
When you hear a phone ringing in your area, you may pick up the call from your phone.

1.
Press the PICK UP key OR press *

DIRECTED CALL PICKUP
When you hear any phone ringing anywhere in the office, you may pick up the call from your phone provided you know the extension number of the phone which is ringing.

1.
Press the DIR P/U key OR dial 65
2.
Dial extension number of ringing phone
NIGHTBELL PICKUP
1.
Press the NIGHT P/U key OR dial 67
SAVE & REPEAT (for Redialling)
When you dial an external number and you wish to call it again for any reason, you can save the number 

To Set Saved Number
1.
BEFORE YOU HANG UP press SAVE OR press TRSF and dial 17
To Redial Saved Number
1. Press SAVE OR dial 17.  The telephone number is re - dialled (number is displayed)

REDIAL

1.
Press the REDIAL key

DO NOT DISTURB

Use this feature if you want to block calls ringing at your extension.  You can still make calls.


To Set 

1. Presst the DND key OR dial 401 (Your display tells you, you are in Do not Disturb)

  To Cancel

  1.  Press the DND key OR dial 400
CONFERENCE CALLS
Up to 5 parties in any combination of outside lines and internal extensions

1.
You are talking to 1st party (internal or external)

2.
Press the CONF key (1st party is automatically put on hold)

3.
Dial 2nd party (internal or external)

4.
Advise 2nd party you are about to enter a conference

5.
Press the CONF key twice - You will now be talking to both parties
6. Replace handset to terminate conference call
If both parties are external, you should wait for one of the parties to hang up before you leave the conference

VOLUME CONTROL

Speaker / Receiver / Ringer Volume

To adjust the speaker/receiver volume:
1. Press  the  volume +  or  -  keys during conversation

To adjust the ringing volume:
1.      Press  the  volume +  or  -  keys while phone is ringing
RINGER TONE - SELECTION

To select a ringer tone of 8 choices
1. While on-hook, press TRSF and dial 111
2. Dial 1 – 8 on your keypad to hear each tone

3. When you hear the tone that you prefer, press TRSF to save it

BACKGROUND MUSIC

To listen to background music (if connected).  The music shuts off when your phone rings.  This is the same music as a caller on hold hears.

1. Press HOLD to turn on and off

MESSAGE WAITING
If you wish, you may set a message waiting light at another Keyphone so that the MSG lamp on that phone is lit, notifying the extension user to call you. 

To Set a Message – Dialled Extension is Busy or Not Answered


1.
Dial the extension
2.
Press MSG OR dial 43
3.
Replace handset or press SPEAKER
To Set a Message – Without calling Extension

1.
Dial 41 and then the Extension number

To Cancel Message Waiting

1.
If the message receiver rings the originating extension, the message is cancelled.

       Alternatively, dial 42 then the extension number the message has been sent to.
To Respond to Message Waiting (my light is flashing at the top of the phone)

1.
Dial 43
OR


To Respond to Message Waiting (On 12 and 24 button keyphones)
1.
Press Message key


(
Press F1 to reply


(
Press F2 to clear


(
Press F3 to go to next message

NOTE:  A PROGRAMMED MESSAGE BUTTON IS REQUIRED FOR THIS FEATURE TO WORK 

CALL FORWARDING

Call Forward of All Calls




FWD - ALL
ALL your calls are diverted from your phone to an extension number of your nomination.

Call Forward on Busy




FWD - BSY
If you are already on the phone your calls are diverted to an extension number of your nomination.

Call Forward on No Answer




FWD - N/A
If you do not answer your phone within 4 - 6 rings, your calls are diverted to an extension number of your nomination.

Call Forward on Busy or No Answer



BSY - N/A
If you do not answer within 4 - 6 rings OR you are already on the phone, your calls are diverted to an extension number of your nomination.

Call Forward I’m Here





If you wish to divert calls from your own extension to an extension that you are currently at  (ie you have not diverted your phone before leaving it), you may do so from the extension you are at.

To Set a Call Forward

1. Press either 601 (FWD ALL), 602 (FWD BSY), 603 (FWD N/A), 604 (FWD BSY/NA), or 605 (I’m Here)
2.
Dial the extension number of the telephone or the voicemail group number you wish to divert your calls to 

3.
Hear confirmation tone; (if programmed, the FWD key LED comes on)

The next time your extension number is dialled for internal OR transferred calls, the call will ring directly at the new destination.  You may use your own telephone to make calls as normal

To Cancel a Call Forward

1.
Press 600
2. Hear confirmation tone (red lamp above key goes off)

PLEASE NOTE: 

 When you first set 604 busy/no answer – you must go and separately set 602 busy and 603 no answer first.  This only needs to be set once. 

Busy and no answer can be set to different destinations. 

You can only cancel the call forward I’m here from your own extension.

CALL FORWARD EXTERNAL
ALL your calls are diverted from your phone to an outside number of your nomination.

To Set a Call Forward External 
1.
While on hook, dial TRSF and then dial 102
2.
Press 5   
3.
Dial 1 for an outside line and then the telephone number

4.
Press TRSF to store

5.
Press 606 to turn feature on

You only need to programme the external number once.  Each time you want to divert a call to the external number you can simply press 606.

To Cancel a Call Forward External

1. Press 600 to turn feature off

HEADSET OPERATION
Keyphone users can switch between headset mode and handset mode. When using headset mode, press the ANS/RLS (or SPEAKER) key to answer and release calls.

1. Handset on-hook, Press TRSF 

2. Dial 110
3. Dial 021 to use the headset

4. Dial 020 to use the handset

5. Press TRSF to store your selection

OR press your HEADSET key (tech needs to programme)

PLEASE NOTE:  

When you are in headset mode, your speakerphone is disabled.

When you place your keyset in headset mode, the ANS/RLS key will light steady to indicate that your station is in headset mode (12, 24, 18 & 28 button keyphones only).
PROGRAMMED MESSAGES

When you are in a meeting or away from your phone and you wish your calls to be held at reception, you should leave a message for the operator so that he/she can inform your callers when you will be available.

You have a choice of the following messages:

01
In a Meeting
02.
Out on a Call

03.
Out to Lunch

04.
Leave a Message

05.
Page Me

06.
Out of Town

07.
In Tomorrow

08.
Return Afternoon

09.
On Vacation

10.
Gone Home
To Set Information

1.
Dial 48  OR  pess the PMSG Key

2.
Dial the required message number eg 01, 02, 03 etc
3.
The information message is displayed on the screen

To Cancel Information
1.
Dial 48 OR press the PMSG key
2.
Dial 00
Only people with display phones can read this message.  Your phone still works in the same way.

A further 10 messages can also be assigned – see Adminstrator’s guide on how to programme these

SYSTEM SPEED DIALS

To Program

1. Your administrator will program these into the system for you

To Dial

1.    Press MEMORY key OR dial 16 and the three digit speed dial slot number
PERSONAL SPEED DIALS

You have 20 personal speed dial numbers available.  They range from 00 to 19.
To Program

1. Press TRSF then 105
2. Dial a speed number between 00-19

3. Dial 9 (outside line access), then enter the telephone number you wish to programme

4. Press TRSF
To Dial

1. Press the MEMORY key or dial 96
2. Dial two digit code (00-19)

	CODE
	NAME

	00
	

	01
	

	02
	

	03
	

	04
	

	05
	

	06
	

	07
	

	08
	

	09
	

	10
	

	11
	

	12
	

	13
	

	14
	

	15
	

	16
	

	17
	

	18
	

	19
	


What Display Options Are

Available To You

PRESS THE “SCROLL” BUTTON

The following 4 options are viewed in the display

	CALL
All the options 

available to you to make a call
	OTHER
All other options 

that are 

available to you
	ANS

All the options available to you when you answer a call
	VM

Voicemail 

Access


When you select “CALL” the following options are available:

	LNR
	Last number redial

	SNR
	Save number redial - accesses your saved number

	SPD
	Accesses speed dialling

	DIR
	Directory dialling - dials by name


When you select “OTHER” the following options are available:

	PAGE
	To make a page announcement

	DND
	Do not disturb

	MMPG
	Meet me page - to reply to a page for you

	PMSG
	Personal message you can leave at your phone (internal only)

	IOG
	In/Out of group

	OHBLK
	Off Hook Blocking - enable/disable off hook announcement

	TIMER
	Stopwatch facility

	CLIP
	Investigates calls - (If available)


When you select “ANS” the following options are available:

	UA
	Universal answer - bell pickup

	PARK
	Retrieving parked calls

	DPU
	Direct pick up from another extension


When you select “VM” you can access your voicemail messages

While you are on an incoming answered call, the following options are available:

	CONF
	Generates a conference call of up to a total of 5 people

	PAGE
	Paging announcement

	MUTE
	Mutes your voice

	CLIP
	Investigates calls – (If available)

	LISTN
	Activates your speaker, while you speak through handset

	FLSH
	External transfer via Telecom Centrex

	MEMO
	To view/write a memo


While you are on a PSTN call that you have initiated, the following options are available:

	NEW
	Disconnects your current call and provides you with a new line

	RETRY
	After you have dialled a number and cannot get through, retries

	SAVE
	After you have dialled a number, saves it for later use

	CONF
	Generates a conference call of up to a total of 5 people

	PAGE
	Paging announcement

	MUTE
	Mutes your voice

	MMPG
	Meet me page - replying to a page

	ACCT
	Press this key, then enter account code (for charging purposes)

	MEMO
	To view/write a memo

	LISTN
	Activates your speaker, while you speak through handset

	FLSH
	External transfer via Telecom Centrex


While you are on an ISDN call that you have initiated, the following options are available:

	CONF
	Generates a conference call of up to a total of 5 people

	PAGE
	Paging announcement

	MUTE
	Mutes your voice

	MMPG
	Meet me page - replying to a page

	ACCT
	Press this key, then enter account code (for charging purposes)

	MEMO
	To view/write a memo

	LISTN
	Activates your speaker, while you speak through handset

	SAVE
	After you have dialled a number, saves it for later use

	FLSH
	External transfer via Telecom Centrex


While you are on an INTERNAL call, either answered or initiated, the following options are available:

	CONF
	Generates a conference call of up to a total of 5 people

	PAGE
	Paging announcement

	MUTE
	Mutes your voice


SAMSUNG OPERATOR’S PROGRAMMING

Administraion Guide
NIGHT/DAY SERVICE

1. Press NIGHT/DAY button

2. Dial Password 0000

3. Select DAY/NIGHT softkey on LCD display

PROGRAMMING MODE

TO ENTER THE PROGRAMMING MODE

1.
Press TRSF then 200
2.
Dial the 4-digit passcode 1234
3.
Press 1 to enable programming
4.
Press TRSF
CHANGING EXTENSION NAMES

1.
Enter the Programming Mode first (above)

2.
Press TRSF  then 104
3.
Dial the extension number of the name (e.g. 205) you wish to change

4.
Enter the name from the alphabet on your numerical keypad  (see note below)

5.
Press the right soft key to return to step 3, if you wish to continue

6.
When you have finished, press TRSF to store exit

PLEASE NOTE:

Each number from your numerical keypad also represents letter/s.

To enter a name (up to 11 characters), locate the correct letter from the keypad and press it. Your screen will show the first letter available on that key.

By pressing it again, it will scroll through each letter of the alphabet following the first letter on the key.

To advance to the next letter of the name you wish to enter, either press the volume ‘+’ key or if the letter is on a different numerical key, simply press the appropriate key that represents the letter desired.
If you make an error, your HOLD key will delete the entry.

For a space between names, press 1.

To use the same letter twice use the + and - volume keys to move the cursor.

PROGRAMMING ONE TOUCH DIALLING
The number you are programming must be a system speed dial first.

1. Enter the Programming Mode (page 14)

2. Press TRSF then 722
3. Enter your extension number

4. Find Key to be assigned by pressing the appropriate DSS key

5. Use the volume keys to search to SPD (or press key 7 till you get S and use volume keys to advance through list)

6. Press right Soft Key under screen to move cursor to SPD
7. Enter in  speed dial number 

8. Press right Soft Key under screen to move cursor to right of screen again

9. Press TRFS to Store 

PROGRAMMING EXTENSION NUMBERS
1. Enter the Programming Mode  (page 14)

2. Press TRSF then 722
3. Enter your extension number

4. Find Key to be assigned by pressing the appropriate DSS key

5. Use the volume keys to search to DS (or press key 3 until you get S and use volume keys to advance through list)

6. Press right Soft Key under screen to move cursor to DS
7. Enter the Extension number

8. Press TRFS to Store

TO SET THE DATE AND TIME

1.
Enter the Programming Mode  (page 14)

2.
Press TRSF then 505
3.
Enter day of week 0 = Sunday through to 6 = Saturday


Enter month 01 - 12


Enter day of month 01 - 31


Enter year (last 2 digits)


Enter hour (24 hour clock 00 - 24)


Enter minutes 00 - 59

4.
Press TRFS to Store

SYSTEM SPEED DIALING

1.
Enter the Programming Mode  (page 14)

2.
Press TRSF then 705 (Display shows first speed dial 500)

3.
Dial the desired speed number i.e.   500 - 699

4.
Dial your outside line access number    eg.  9

5.
Dial the telephone number you wish to store; if you make a mistake, press HOLD

6.
Press the right soft key to return to step 3 if you wish to continue

7.
Press TRFS to Store 
SYSTEM SPEED DIAL NAMES

1.
Enter the Programming Mode (page 14)

2.
Press TRSF then 706
3.
Dial the Speed Code number    i.e.   500 

4.
Enter the name from the alphabet on your numerical keypad   (see page 14)

5.
Press the right soft key to return to step 3 if you wish to continue

6. Press TRFS to Store

PERSONAL SPEED DIAL NAMES

1.
Enter the Programming Mode (page 14)

2.
Press TRSF then 106
3.
Dial the extension number

4.
Dial the Speed Code number    i.e.   00 - 19

5.
Enter the name from the alphabet on your numerical keypad   (see page 14)

6.
Press the right soft key to return to step 3 if you wish to continue 

7.
Press TRFS to Store

SETTING CALL FORWARD EXTERNAL FOR NON-DISPLAY/ANALOGUE PHONES

1. Enter the Programming Mode (page 14)

2. Press TRSF then 102
3. Enter in the Extension number concerned

4. Use the  +  and  -  volume keys to select number 5 external 

5. Press the right hand soft key

6. Press 1 and the external number you require

7. Press the right hand soft key

8. Use the  +  and  -  volume keys to select yes or no

9. Press the right hand soft key

10. Press TRFS to Store

CHANGING/ADDING PROGRAMMED MESSAGES

1.         Enter the Programming Mode (page 14)

2.
Press TRSF then 715

3.
Enter programmed message number eg. 01

4. 
Press HOLD to clear existing message if present

5.
Enter a new message using the numerical keys as detailed on page 14

6.
Press TRSF to Store 

RECORDING MESSAGES ON YOUR AA CARD

1. Lift Handset

2. Press AA Rec Key  
3. Dial Password Number 4321
4. Enter Source  ie.  Handset (on soft key under screen)

5. Enter AA telephone number – 381 
6. Enter Recording Number  ie.  01 – 48  (eg. 01 = Day, 02 = Night)

7. Record Message after the tone

8. Press ANS/RLS key to save and exit

PLEASE NOTE:

Once you change a message, you will need to re-record all messages after that number.  eg.  if you have 7 messages and you re-record message 4, you will then need to re-record messages 5, 6 & 7

LISTENING TO MESSAGES ON  YOUR AA CARD

1. Press AA PLAY 

2. Enter AA Telephone Number – 381 
3. Enter the recording number you wish to listen to  ie.  01 = Day
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