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	INTERCOM CALLING:

	· PRESS THE INTERCOM KEY

	· DIAL AN EXTENSION NUMBER THEN PRESS ENTER

	MAKING A TELEPHONE CALL:

	· LIFT THE HANDSET OR PRESS SPEAKER BUTTON

	· DIAL THE PHONE NUMBER (TEN DIGITS – NO 1 REQUIRED) 

	· PRESS SEND 

	TO REDIAL A TELEPHONE NUMBER:

	· LIFT HANDSER or PRESS NEW CALL THEN ARROW DOWN TO SCROLL AND                            HIGHLIGHT DESIRED NUMBER. THEN PRESS SEND TO DIAL

	ANSWERING AN INCOMING CALL RINGING AT YOUR PHONE:

	· LIFT HANDSET OR PRESS SPEAKER BUTTON

· TO ANSWER A SECOND INCOMING CALL: PRESS ANSWER BUTTON

· TO RETURN TO FIRST CALL PRESS FLASHING LINE KEY: HOLD CALL= RED, LIVE                  CALL=GREEN

	TRANSFERRING A CALL TO ANOTHER PHONE:

	· PRESS TRANSFER BUTTON, WHICH PLACES CALL ON HOLD

	· DIAL AN EXTENSION NUMBER PRESS SEND BUTTON 

	· WAIT FOR CALLED PARTY TO ANSWER TO ANNOUNCE THE CALL 

	· THEN PRESS TRANSFER BUTTON TO TRANSFER THE CALL – IF PARTY                                      REFUSES, PRESS THE CANCEL BUTTON TO GET BACK TO THE CALLER

	TO PARK A CALL 

	·        PRESS AVAILABLE PARK KEY

	·        ANNOUNCE OVER INTERCOM PARK NUMBER WHERE PARKED CALL RESIDES

	·        TO PICK UP PARKED CALL- SIMPLY PRESS THAT FLASHING PARK KEY

	SETTING UP A CONFERENCE CALL:

	· DURING THE CALL, PRESS MORE BUTTON, THEN PRESS CONFRNC BUTTON

	· DIAL TELEPHONE NUMBER OF 3RD PARTY

	· WHEN THE CALL CONNECTS, PRESS MORE, THEN CONFRNC BUTTON TO                                CONNECT PARTIES

	· TO SEPARATE CALLERS, PRESS THE SPLIT 

	TO TRANSFER A CALL TO A VOICE MAILBOX 

	·         PRESS TRANSFER KEY

	·         PRESS DIAL EXTENSION PLUS * (STAR ON KEYPAD)

	·         PRESS SEND BUTTON TO SEND CALLER TO VOICE MAILBOX THEN HANG UP

	MISC 

	·         DND = DO NOT DISTURB, CALLS GO TO VOICE MAIL, PHONE WILL NOT RING

	·         PAGE = MAKE A ONE WAY ANNOUNCEMENT THRU ALL PHONES IN PAGE GROUP


QUESTIONS:  CALL GRANITE COMMUNICATIONS 203-234-4900

****Your default passcode is your extensions number ****
