Granite Communications, Inc.

ALCATEL LUCENT  SQUARED USERGUIDE
	INTERCOM CALLING:

	· LIFT THE HANDSET

	· DIAL AN EXTENSION NUMBER - OR - PRESS EXTENSION BUTTON – OR- USE THE
ALPHA KEYPAD TO FIND YOUR INTERNAL PARTY 

	MAKING A TELEPHONE CALL:

	· LIFT THE HANDSET

	· PUSH AN OPEN LINE KEY – OR – DIAL 9 

	· DIAL TELEPHONE NUMBER

	TO REDIAL A TELEPHONE NUMBER:

	· PRESS [image: image1.png]


 KEY OR PRESS AND HOLD [image: image2.png]


 KEY FOR A LIST OF NUMBERS

	ANSWERING AN INCOMING CALL RINGING AT YOUR PHONE:

	· IF YOUR PHONE RINGS - LIFT HANDSET OR PRESS SPEAKER BUTTON

· IF YOUR PHONE IS NOT PROGRAMMED TO RING – PRESS THE BUTTON NEXT TO                  THE INCOMING CALL ICON


	TO PICK UP A SECOND INCOMING CALL

	· PLACE EXISTING CALL ON HOLD

	· PRESS LINE KEY WHERE THE SECOND CALL IS PRESENTED – OR – PRESS THE

ARROW LEFT KEY ON NAVIGATION RING AND PRESS TAKE CALL [image: image3.png]


SOFT KEY

	· TO ALTERNATE BETWEEN CALLS, PLACE LIVE CALL ON HOLD AND PRESS BUTTON NEXT TO HELD CALL TO CONNECT

	TRANSFERRING A CALL TO ANOTHER PHONE:

	· WHILE ON THE CALL, PRESS THE TRANSFER BUTTON

	· DIAL AN EXTENSION NUMBER – OR -  PRESS EXTENSION BUTTON 

	· ANNOUNCE THE CALL OVER THE INTERCOM, PRESS TRANSFER AGAIN        OR

	· PLACE CALL ON HOLD

	·       ANNOUNCE CALL AND TELL WHAT LINE TO PICK UP

	TRANSFERRING CALLER TO VOICE MAIL:

	· PRESS VMTRF KEY

	· DIAL EXTENSION NUMBER – OR- PRESS EXTENSION BUTTON

	· HANG UP

	SETTING UP A CONFERENCE CALL:

	· WHILE ON ACTIVE CALL, PRESS CONFERENCE SOFT KEY

	· PLACE SECOND CALL (INTERNAL OR EXTERNAL) 

	· PUSH THE CONFERENCE TO ADD THE SECOND PARTY

	· TO ADD A 3rd PARTY, PRESS THE ADD SOFT KEY, CALL 3RD PARTY, PRESS INSERT

SOFT KEY

	SPEED DIALING

	· PRESS      TO ACCESS MENU SCREEN 

	· PRESS OPERATOR BUTTON

	· PASSWORD: HELP1954 THEN PRESS OK

	· PRESS COMSPD BUTTON AND FOLLOW PROMPTS

	· NOTE: DO NOT PROGRAM A 9 INTO THE NUMBER


QUESTIONS:  CALL GRANITE COMMUNICATIONS 203-234-4900
