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QUICK REFERENCE GUIDE                                            NEC SV8100 SYSTEM

CALL AN EXTENSION 

· Lift handset or press speaker

· Dial extension number 

· Converse
· If you have a programmed one-touch button of the desired person’s extension just push the button to converse
· If you want to ring the person’s extension rather than intercom, dial 1 after the extension (i.e.: 103 1 will ring extension 103)

TRANSFER (With caller on the line)

· Press the TRANSFER key

· Dial extension or push the programmed extension button

· Announce (Private) (Optional)

· Hang up

(Remember that as soon as you hang up the call is transferred to that extension; if you want the call back press the flashing line key)

QUICK TRANSFER TO VOICE MAIL

· Press Transfer

· Dial extension number or push the programmed extension button

· Dial 8
· (i.e.: 103 8 will transfer caller into mailbox 103 without ringing the phone)

· Hang up
CONFERENCE 
· With a call in progress push CONF (original caller automatically goes on hold)

· Dial next person, internally: dial extension or push the programmed extension button (if outside call, dial 9 or press an outside line key)

· Announce (Private)

· Press CONF key twice to join all parties
REDIAL LAST OUTSIDE NUMBER

· Lift handset/or press speaker

· Press REDIAL

· Press up or down soft keys to scroll through numbers
· When desired number is found, press #
· System will select a line and dial the last number

DO NOT DISTURB!
· Press the DND button or
· Press the SPEAKER key and
· Dial code 747
· Enter 1 for external calls – 2 for internal calls – 3 for All Calls
· To Cancel repeat steps and enter 0 
CALL FORWARD ALL
· Press the SPEAKER key

· Dial code 741
· Press 1 to set Call Forward All
· Enter internal extension number, or 9 and the outside number you wish to forward to
· Press the SPEAKER key.
CANCEL CALL FORWARD ALL

· Press the SPEAKER key

· Dial code 741
· Press 0 to cancel Call Forward All

· Press SPEAKER key

PROGRAMMING ONE TOUCH BUTTONS

· Press the SPEAKER key

· Dial code 751

· Press the button to be programmed
· Dial 01 
· Dial the extension number to be stored, or 9 and the outside number
· Press the HOLD key to write data

· Press SPEAKER key
PROGRAMMING STATION SPEED DIAL 

· Press the SPEAKER key

· Dial code 755
· Enter Speed Dial Buffer number (1-9,0)
· 1 = Station Speed Dial Buffer 1
· 2 = Station Speed Dial Buffer 2
· 3 = Etc.
· 0 = Station Speed Dial Buffer 10
· Dial the trunk access code, i.e. 9

· Dial the telephone number to be stored (24 digits maximum)

· Press the HOLD key (if entering the name) and dial the name of the party using the key pad (13 characters maximum).


· Press # to move to another letter on the same key and press # # to add a space.

· Press CONF as a Backspace.

· Press HOLD to write data

· Press the SPEAKER key 
TO USE STATION SPEED DIALS

·  Press the SPEAKER key
·  Dial #7 and buffer number (1-9 or 0)

· System automatically dials the number

PROGRAMMING SYSTEM SPEED DIAL

· Press the SPEAKER key
· Dial code 753

· Dial system storage code (000-999)

· Dial the telephone number to be stored

· Press the HOLD key

· Enter the name to be stored

· Press the HOLD key

· Press the SPEAKER Key to hang up

TO USE SYSTEM SPEED DIALS

· Press the SPEAKER key

· Press the REDIAL key

· Dial the buffer code (000-999) that you wish system to dial

VOICE OVER – WHISPER PAGE

· Call Busy extension and dial 6
PARK

· With a call in progress
· Press one of the PARK keys
· Hang-up
· Page user call intended for
· Announce Park Number
OR
· Press the Transfer key

· Dial #6 and the Park orbit number (01-64)                                             Note: If you hear a busy tone, the orbit is busy. Try another orbit.

· Use Paging to announce the call and orbit number

To Answer Park

· From any extension 
· Press the corresponding PARK key
OR

· Dial #6 and the Park orbit number (01-64)

Internal Page Over Telephone
· Press the SPEAKER key
· Dial 701 and group #  or press the Group page key followed by the group#                                   
External Page thru Speakers or Horns

· Press the SPEAKER key
· Dial 703 and enter desired group #
Change Incoming Ring Tones and Volume

· Press the SPEAKER key

· Dial 720

· Dial 1 for internal calls or 2 for external calls

· Choose tone 1-8 and use up/down arrow keys for volume

Alarm Clock

· Press the SPEAKER key

· Dial 727

· Choose Alarm 1 for single instance or 2 for daily repeat
· Enter time in 24hr format

· Hang up

· Press SPEAKER or lift handset to shut off

· To Cancel Dial 727, choose alarm and enter 9999

Set System Time

· Press the SPEAKER key

· Dial 728  and enter time in 24hr format

Background Music
· Press the SPEAKER key
· Dial 725 and Hang up

· Repeat to turn off

Forced Ringing of Intercom Calls
· Press the SPEAKER key

· Dial 723 to make all intercom calls ring phone

· Dial 721 to make all intercom calls pass thru speaker
