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OptiGuide Quick Reference Guide

To Place a Call

Local





9 + number

Long Distance




9 + 1 + area code + number

To Dial an Extension



Dial the extension number

OptiGuide

Guidance Keys:
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The check mark key is used to activate a function or select a feature (ie. enter key)

(>)  This key allows a user to scroll forward or access the Feature Menus.

(<)  This key allows a user to scroll backwards.

When a user receives a call or initiates a call, the OptiGuide display 

provides the user with information prompts:

Receive a Call:






Initiate a Call:

Start transfer? (Appears in display)




Last number redial? (Appears in display)

While the phone is active, press the (>)  scroll forward key to access the following prompts:

Start Conference?






Save Number? 

Consult?







Callback?

Park Call?







Clear?
To Access the Feature Menus, press the (menu) button or the (>) scroll forward key:
Speed dial features? Press 
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 check mark key to access the following features:

Last number redial (to redial last number you dialed)


Station speed dial (to set up codes to dial personal frequently dialed numbers) 



Saved number redial (to redial a number you previously saved)


System speed dial (to use codes to dial company-wide, frequently dialed numbers)     

More features? Press 
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 check mark key to access the following features:

Idle State:  Call forwarding (to forward calls to another destination)


Idle State:  Do not disturb (to temporarily block incoming calls)

The following prompts appear when the phone is active (if you have a menu button):

Active state: Enter account code (to enter a code to charge the call to a specific account)


Active state: Time and date (to display the time and date when your telephone is active)


       
Active state: Open listen/speaker (to allow others to hear speaker conversation)


Active state: Private hold (to place a call on hold with retrieval ONLY from that phone)


Active state: Line-in-use (to determine which extension line you are currently using)


Active state: Mark bad line (to report a bad connection with an external call)

View active features? Press 
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 check mark key to access the following features:

Fwd-All-Both (to forward internal and external calls to another destination)


Do-Not-Disturb (to temporarily block incoming calls)


Hunt Group (to show whether you are active in a hunt group)


Speaker Call Rejection (to show whether you are blocking incoming speaker calls)


Call Waiting Terminate (to turn off timer for internal beep tone in handset - Beep tone is heard immediately)


View Callbacks Sent (to show whether you have a callback request to another telephone)

Program/Service?  Press 
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 check mark key to access the following features:

Change Destinations (to create or change destinations) 


Press 
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check mark key:



Call Forwarding (to forward calls to another extension) 

Press (>) scroll Key




Repdials (to set up your keys for one-touch dialing)

            Press 
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check mark key:




Station Speed Dial (to assign frequently used dialing sequences)
Press 
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check mark key:


Saved Number Redial (to redial a number you have saved)

Press 
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check mark key:


Direct Station Select (to monitor, dial, or answer an extension)
Press 
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check mark key:
 
Feature Settings (to display or activate features)  



Press 
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check mark key:


Call Forwarding



Do-Not-Disturb



Stop Hunt



Speaker Call Rejection



Call Waiting Terminate



View Callbacks Sent

            Mailbox (to scroll through PhoneMail or reminder messages)  

Press 
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check mark key:


All messages



PhoneMail messages



Reminder messages

            View Feature keys (display the feature keys configured for your telephone)   Press 
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check mark key: 
Audio Settings?  (adjust ring volume, ring tone, alert tone, speakerphone)      Press 
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check mark key: 


Ring volume



Ring tone



Alert tone volume



Speakerphone mode


Configure Display (configure telephone for manual or automatic OptiGuide)  Press 
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check mark key:

Phone Test (test LED, displays, keys, audio, ID, firmware, and Power level) Press 
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check mark key:

Audio Settings?  Press 
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 check mark key to access the following features:

Ring volume adjustment


Ring tone adjustment 



Alert tone volume


Speakerphone mode (to reduce echoing from your speakerphone)

Training Notes:  _________________________________________________________________________________  

________________________________________________________________________________________________
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